
This document contains both ‘Part 1: Event Plan’ AND ‘Part 2: Risk Assessment’. Both parts are required to be completed by the organising group. 
	Part 1

	 Event Plan 

	1A) Contact Information:

	Main Contact for The Event: 
Suhani Banthia


	Email Address for Main Contact:
sb15g23@soton.ac.uk
	Club or Society Name: Indian Society and Hindu Society
	Contact Number: +44 790977266

	1B) Event Information: 

	Event Name: Diwali Mela
	Event Date: 24 October

	Event Venue/s: The Cube and Redbrick


	Total Attendees: 300/400


	Event Timings:
	Set Up: 4pm
Event Start: 6pm
Event End: 9:30pm
Pack Down: 9:30pm to 10pm


	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	The event will start at 6PM Friday 24th October and sparklers will be lit around 8PM.
Expected attendance between 200 and 300.
An event area will be created on the Redbrick with fencing and a designated entrance and exit (see layout on next page). 
Entering the area, students will be welcomed and one of the committee members will advise everyone to follow the health and safety procedure as they arrive. 
At the end of the event, all guests will discard their sparklers into a bucket of water and committee members as well as a member of SUSU staff will make sure they do so. 
Emergency contacts: 
 
Vicki Stewart (SUSU Activities Coordinator- Faith and Culture) : 0957652379
University Security Central Control Room (CCR) 
 Emergency contact Tel: +44 (0)23 80593311 
 (Ext: 3311) 
 Non-emergency contact Tel: +44 (0)23 8059 2811 
 (Ext: 22811) 
SUSU incident reporting process: https://sotonac.sharepoint.com/teams/SUSU-groups/SitePages/Reporting-Procedures-(incidents-and-concerns).aspx
 
 
Staff or committee member =  [image: ]
Bucket filled with water = [image: ]
[image: ]
Schedule:
· 4pm: Set up
· 6pm – 7:30 pm: Diya painting, rangoli making – (if fixed in time) Ipad photo booth and mdia wall provided by marketing for Photos, Diwali wishes board and henna stall. 
· 7:30 pm – 8pm: Performances from SKBD and Hollywood Dance on stage, have space in the middle of the room at the start for dancing.
· 8pm: Sparklers on Redbrick
· 8:30pm – 9:30pm – Dancing in the cube and open mic opportunities (for encouraging group dancing and participation)
· 9:30pm – 10pm: Pack down


	Is this a ticketed event? If so, please state the name of the ticket on Box Office

You can set up Box Office tickets through your group's hub page. For guidance on this click here:   

	No
	How much are your tickets? And how many are available? 

	Venue capacity is 300, clickers/ student ID scanners used to track attendance.

	Overview of event concept

Description of the activities taking place. This includes everything happening at your event e.g. fundraising, food provision and any performance or sporting activity)

	
This is a Diwali cultural celebration event featuring indoor arts and crafts activities (diya painting, rangoli, henna), dance performances, and music, followed by outdoor sparklers and indoor dancing/open mic. The event involves movement of attendees between venues and use of low-risk craft materials and sparklers under supervision. Approximately [200- 300] attendees are expected, and staff/volunteers will be present to manage safety, crowd flow, and equipment setup/pack down.

	Staff hosting the event

List all committee and volunteers that will be present and responsible for the event, as well as their role.
	Indian Society and Hindu Society are collaborating with SUSU to host this event. 

Suhani (President of India society) will confirm a list of which volunteers from the committees will be responsible for supporting throughout the night. This will be made up of about 30 volunteers from Hindu and Indian Society committees.

On the night, Suhani has been asked to assign people to the following positions:
· People helping to set up from 4.30PM: Akshar, Dhriti, Nishita
· People to manage the diya painting and rangoli area: Aarya and Aanya
· Someone to supervise the Photobooth: Reeha
· People to help hand out sparklers, light them, and go around with water buckets after: Aditya, Sara and Abhinav
· People helping to pack down until 10PM: Aarya, Abhinav and Suhani
· Music handled by Tanisha
· Henna will be done by Sara and Dhriti
· Performance Host: Suhani


	Tech Requirements

For a full list of what you can hire click here.
	Tech requirements handled by SUSU
· iPad photobooth (if fixed on time, otherwise committee have a professional personal camera)
· 1 microphone
· Connection from phone to sound system for music
· Lights for dancing from 7:30pm-9:30pm
· Marketing’s Media screen


	Facilities Requirements
	Facilities requirements by SUSU
· 100 chairs
· 20 tables



	Food Requirements

For full guidance on this click here. 

	Snacks will be ordered from Haldirams and will be prepackaged, a list of allergens and ingredients involved will be placed near the snacks area on original packaging.

	Security & First Aid Requirements

Who are the qualified first aiders in the group should a medical emergency occur?

	Vicki Stewart is qualified in first aid and will be on hand throughout the night. First aid kit located at reception.

	Decorations that you are providing
	Purchased items:
· Disposable Tablecover
· Sparklers
· Henna
· Rangoli Rice
· 50x A2 180gsm card paper
· Sweet and savoury snacks (bought by Suhani)
· 312 pack of diya bowls

What SUSU will provide: 
· A happy Diwali banner (to go on B42 entrance)
· Lighters for sparklers
· Acrylic paints
· Paint brushes
· Palettes
· Cups
· Re-usable Table cloths for the painting
· PVA glue bottles for rangoli
· High vis jackets for committee members helping with sparklers
· Some colourful garlands to decorate tables etc



	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	Budget provided by SUSU (£800). Currently spending is projected to be £651.46. Suhani has been asked to spend no more than £150 on food and drink for the event with the remaining budget.
Budgets.xlsx




	Part 2A

	 Risk Assessment


	(1) Risk identification
	(2) Risk assessment
	(3) Risk management

	Hazard
	Potential Consequences

	Who might be harmed

(user; those nearby; those in the vicinity; members of the public)

	Inherent
	
	Residual
	Further controls (use the risk hierarchy)

	
	
	
	Likelihood
	Impact
	Score
	Control measures (use the risk hierarchy)
	Likelihood
	Impact
	Score
	

	Slips, trips and falls 
	Physical injury
	Event organisers and attendees 
	2
	3
	6
	All boxes and equipment to be stored away from main meeting area, e.g. stored under tables.

Floors to be kept clear and dry, and visual checks to be maintained throughout the meeting by organisers. 

Extra vigilance will be paid to make sure that any spilled food products/objects are cleaned up quickly and efficiently in the area.

Report any trip hazards to facilities teams/venue staff asap. If cannot be removed, mark off with hazard signs.

	1
	4
	4
	If the injury is serious and participant in a lot of pain or discomfort, seek medical attention immediately.

Call 999 in an emergency.

Any incidents need to be reported as soon as possible, ensuring duty manager/health and safety officers have been informed.

Follow SUSU incident report policy.


	Manual handling, including setting up of equipment. E.g. table and chairs  
	Bruising or broken bones from tripping over table and chairs.
	Meeting organisers and attendees
	2
	3
	6
	Follow manual handling guidelines. 
 
Ensure that at least 2 people carry tables or other bulky items. 
 
Setting up tables will be done by organisers. 
 
Work in teams when handling other large and bulky items. 
 
Request tools to support with the moving of heavy objects from SUSU Facilities/venue. E.g. hand truck, dolly, skates. 
 
Make sure anyone with any pre-existing conditions isn’t doing any unnecessary lifting and they are comfortable.
	1
	3
	3
	Seek assistance from facilities staff/venue staff if needed.

Seek medical attention from SUSU/venue Reception if in need.

Contact emergency services if needed.

All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. 

Follow SUSU incident report policy.


	Overcrowding / Inadequate Meeting Space  
	Physical injury, distress, exclusion 
	Event organisers and attendees
	2
	3
	6
	Do not push/shove. 

If large crowds form, request barriers from SUSU facilities team or external venue to assist with crowd management. 

Committee checks on space, lighting, access, tech available, etc. 
 
Using student ID scanners/ clickers to avoid exceeding venue capacity. 
 
Ensure space meets needs of members e.g. considering location & accessibility of space (use AcessAble database to check accessibility information of venues). 
 
If an open activity, committee will consider all accessibility requirements and ensure that the area chosen is as accessible as possible. 
 
Committee to consult members on needs and make reasonable adjustments where possible 
 
Provide remote meeting options for members where possible.

	1
	3
	3
	Seek medical attention if problem arises. 
 
Liaise with SUSU reception/Activities Team and UoS Room Booking team on available spaces for meetings. 
 
Postpone meetings where space cannot be found. 
 
Welfare Officer to complete WIDE training. 
 
All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed.  
 
Follow SUSU incident report policy.


	Large Groups - Congestion
	Accident and/or Injury
	Attendees
	2
	4
	8
	Society committee members will control the entry and form a queue if the area is too crowded to keep safe distances. Metal crowd barriers will be set up and if necessary, the area can be expanded before sparklers are lit. (i.e. if more than 200 student participants turn up) 
	1
	4
	4
	SUSU Staff first aider will be in attendance
• Follow SUSU incident report policy
• Call emergency services as required 111/999



	Reputational Risk:
For the club or society, as well as to SUSU and the University
	Incidents causing reputational damage to the group, Southampton University Students’ Union or Southampton University itself. 

This could be controversial posts, conduct during a game, conduct during social, or anything else that brings the clubs/societies, SUSU or the University’s name into disrepute. 
	The club, SUSU or the University’s reputation
	2
	1
	2
	Ensuring all parts of this risk assessment are adhered to. 

Ensuring all members are reminded that they are representing the club/society, SUSU and the University, often in branded clothing. 


Members are reminded that they need to adhere to SUSU’s Code of Conduct.
	1
	1
	1
	Ensure that any incidents involving public or others are recorded and addressed.

Report any incidents to the Activities Team.

	Loss of valuables
	Stress, Accident and/or Injury
	Participants
	2
	2
	4
	· Any large rucksacks or bags must be brought inside (Concourse area) and a committee member will be overseeing this area throughout the event
· Attendees will be encouraged to speak to SUSU reception if they have lost any items
· Any items left on the floor of event area will be cleared by committee members
	2
	2
	4
	SUSU Staff first aider will be in attendance
• Follow SUSU incident report policy
• Call emergency services as required 111/999



	Costumes/Fancy Dress
	Props/costumes causing injury or offence
	Participants
Members of the public
	2
	1
	2
	Ask members to only bring small items and use sensibly. 

Members of the society are responsible for their own possessions and the use of them.

Choose a theme unlikely to cause offence. 
Any participant wearing items deemed offensive asked to remove these. 

Dress code is advertised clearly in What’s on calendar as “traditional Indian dress or colourful!” 

Society to follow and share with members Code of Conduct/SUSU Expect Respect policy.

	1
	1
	1
	SUSU Expect Respect policy to be followed.

Committee WIDE training.

Ensure that any incidents involving public or others are recorded and addressed.

Report any incidents to the Activities Team.


	Medical emergency 
	Members may sustain injury /become unwell 

Pre-existing medical conditions, sickness, distress

	Members
	1
	5
	5
	Advise participants to bring their personal medication if it might be required.

Members/Committee to carry out first aid if necessary and only if qualified and confident to do so.

Contact emergency services as required 111/999.

Contact SUSU Reception/venue staff for first aid support.

Members can be referred to The Student Hub (02380 599 599, studenthub@soton.ac.uk) in case of distress.

	1
	4
	4
	Incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed.

Follow SUSU incident report policy.

	Fire 
	Smoke inhalation, burns. Risk of extreme harm.

	All participants and organisers, any staff and spectators   

	1
	5
	5
	Those leading the session must ensure they are aware of and fully understand the venue or location’s fire procedures. 

Those leading must make sure that all exit routes are clearly highlighted and report any issues immediately to the venue. 

Highlight to all the participants the nearest emergency exit routes at the start of a session, and the importance of leaving calmly in case of an emergency. 

Avoid build-up of debris in the activity area.

Consider accessibility requirements.

· SUSU Staff to ensure committee members know where the nearest fire assembly point is, should it be needed
· 
· Build-up of rubbish is to be avoided. Any rubbish to be removed promptly and deposited in the designated areas.
	1
	4
	4
	In case of an emergency, please pull nearest fire alarm and ensure all participants leave the venue calmly and safely. 

Once in a safe position to do so, call the emergency services on 999. 
Any incidents need to be reported as soon as possible ensuring duty manager/health and safety officers have been informed.
 Follow SUSU incident report policy.

	Anti-social, violent, or offensive behaviour

	Disturbance to the neighbourhood, reputational damage, injury and distress as a result of violence
	Event organisers, event attendees,  public
	2
	5
	10
	Security will be told of the eventand security staff will need to be alerted and emergency services called as required.

Do not personally engage with any violent behaviour. Stay safe and inform the bar staff/police if necessary.

Society to follow and share with members Code of conduct/SUSU Expect Respect policy.

	1
	3
	5
	If the situation becomes very serious and results in the participant being arrested then it will be made clear that they cannot be accompanied to the police station. 

Follow SUSU incident report policy.

Call emergency services as required.

	Distressed Students
	Stress, Accident and/or Injury
	Participants
	2
	2
	4
	· There will be committee members around the area to control the event
· Committee members to help any attendees wishing to leave the event area, warning others to carefully make way
 
	2
	1
	1
	SUSU Staff first aider will be in attendance
• Follow SUSU incident report policy
• Call emergency services as required 111/999



	Adverse weather

	Hypo- or hyperthermia, illness, injury, slipping, burns 
	Event organisers, event attendees
	3
	4
	12
	Lead organiser to check the weather are suitable for activities on the day.

On the day of the event, the society will find out the wind direction and set up the area to minimise wind.
 
The event will be cancelled should the weather be deemed adverse (rain and/or heavy wind)


	2
	2
	4
	If adverse weather is too extreme to be controlled, the event should ultimately be cancelled or postponed to a different date.
Contact emergency services if needed.

All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. 
Follow SUSU incident report policy.

	Events Involving Food
	Allergies 

Food poisoning

Choking
	All
	3
	5
	15
	Only order/buy food at establishments with appropriate food hygiene (EHO) rating.

Food to only be provided/eaten when other activities are stopped.

Follow good food hygiene practices - no handling food when ill, tie back hair, wash hands regularly using warm water and soap, refrigerate necessary products.

For store-bought items/snacks, keep packaging to hand for ingredient and allergen information.
 
	1
	5
	5
	SUSU food hygiene level 2 course available for completion- requests made to Activities Team.
 
Call for first aid/emergency services a required .
 
Report incidents via SUSU incident report procedure.

	Travel to and from venue in the local area
	Vehicles collision -causing serious injury
	Event organisers, event attendees, Members of the public

	1
	3
	3
	· Members are responsible for their individual safety when travelling to and from the venue, and are expected to act sensibly
· Attendees will be encouraged to travel from the event in groups.
· Avoid large groups of people totally blocking the pavement or spilling into the road.
· Be considerate of other pedestrians & road users, keep disturbance & noise down.
	1
	3
	3
	· The venue chosen is one known to members
· Contact emergency services as required 111/999
· Incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Follow SUSU incident report policy

	Lighting and holding sparklers
 
	 
Injuries/burns from contact with flame or hot materials
	 
Attendees 
	 
3
	 
4
	 
12
	 
· Brief helping committee members on first aider contacts and fire extinguisher location(s) 
· Sparklers may only be lit by committee members or staff, using electronic lighters
· Attendees will be advised to keep their sparkler at arms length from themselves and others.
· Committee members will point out locations of water buckets to attendees
· Attendees will be asked to remove any hats or gloves
· Attendees will be advised not to run or wave while holding their sparkler
· Attendees may not hold more than 1 sparkler in one hand, and may not be holding any other items
· Committee members and staff to monitor the area carefully while sparklers are lit
·  
	 
2
	 
4
	 
8
	 
SUSU Staff first aider will be in attendance
• Follow SUSU incident report policy
• Call emergency services as required 111/999



	Dancing
	Short term injury/pains, mainly feet, ankles, legs and back

Could lead to sprains, strain on muscles/pulled muscles

Exhaustion/fatigue, fainting, dizziness due to dehydration. 

Falling off stage
	All those participating in the performance

	3
	3
	9
	· Do a 5-10 minute warm-up which warms up the muscles that will be used
· Regular water breaks
· Don’t force dancers to do moves above their skill level.  
· Shoes are taken off and if on carpet, socks can be worn but on laminate/vinyl flooring, socks must be taken off
· Performers shown clearly where they can dance and warned to watch footing while dancing on stage. SUSU staff to supervise the floor space and manage crowding, ensuring safe spacing between groups.
· Dance floor to be kept clear of obstacles and spillages.

	1
	3
	3
	· Alert staff SUSU first aider presentif accident occurs
· If an incident occurs, alert SUSU as quickly as possible and inform health and safety officer/duty manager
· Contact emergency services if necessary
· Follow SUSU incident report policy
· Call emergency services as required 111/999
· Inform dancers of where the nearest water fountain is


	Tripping on costume when wearing it
	Short term foot/ankle injury e.g. twisting ankle, sprained ankle
	Members 
	3
	1
	3
	· Committee will send a video of how to put the costume on properly, all performers are experienced dancers
· Use safety pins
· Put people in pairs so they can help each other
· Committee can give an in-person demonstration of how to put it on
· Use costume/stage rehearsals to identify any problems in costume

	1
	1
	1
	· Give multiple in-person demonstrations (at least 2)
· Separate members into small groups and assign a committee member (all of committee knows how to put the costume on) to each group


	Cleaning Up
	Waste food, packaging and bottles and cans.
	Attendees, students, stuff
	1
	1
	1
	Waste receptacles or refuse sacks are provided to dispose of all food waste. Full waste bags are tied at the neck and disposed of in a secure waste bin.

Care is taken to correctly dispose of food waste to minimize the risk of vermin breaking into sacks.  

Where possible all recyclable products are placed in the appropriate recycling bins. 

Written agreements are in place regarding damage to the venue and clean up procedure
	1
	1
	1
	Seek medical attention from SUSU reception/venue staff if in need

Contact emergency services if needed

All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy







	PART 2B – Action Plan

	Risk Assessment Action Plan

	Part no.
	Action to be taken, incl. Cost
	By whom
	Target date
	Review date
	Outcome at review date

	1
	Risk assessment must be read by all Indian Society committee members who are volunteering at the event
	All staff and volunteers
	23/10/25
	
	

	2
	Redbrick area to be prepared and set up by SUSU staff as described in layout on page 2
	Vicki
	24/10/25
	
	

	3
	Risk assessment to be shared with UoS Security team 
	Vicki
	15/10/25
	
	

	4
	Organisers to monitor weather forecast and postpone the event if needed
	Vicki, Maahi, Aarya and Suhani
	23/10/2025
	
	

	5
	Stags venue manager made aware of event
	Vicki
	15/10/2025
	
	

	6
	We will display signage letting attendees know photography will be taking place
	Vicki
	24/10/2025
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible managers’ signature 1: Vicki Stewart


	Responsible committee member signature 2: [image: ]

	Print name: Vicki Stewart

	Date: 15/10/2025
	Print name: Tanisha Lister
	Date: 17/10/2025




Assessment Guidance 
	· Eliminate
	Remove the hazard wherever possible which negates the need for further controls
	If this is not possible then explain why
	[image: ]

	· Substitute
	Replace the hazard with one less hazardous
	If not possible then explain why
	

	· Physical controls
	Examples: enclosure, fume cupboard, glove box
	Likely to still require admin controls as well
	

	· Admin controls
	Examples: training, supervision, signage
	
	

	· Personal protection
	Examples: respirators, safety specs, gloves
	Last resort as it only protects the individual
	

	LIKELIHOOD
	5
	5
	10
	15
	20
	25

	
	4
	4
	8
	12
	16
	20

	
	3
	3
	6
	9
	12
	15

	
	2
	2
	4
	6
	8
	10

	
	1
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	IMPACT


 
	Impact

	Health & Safety

	1
	Trivial - insignificant
	Very minor injuries e.g. slight bruising

	2
	Minor
	Injuries or illness e.g. small cut or abrasion which require basic first aid treatment even in self-administered.  

	3
	Moderate
	Injuries or illness e.g. strain or sprain requiring first aid or medical support.  

	4
	Major 
	Injuries or illness e.g. broken bone requiring medical support >24 hours and time off work >4 weeks.

	5
	Severe – extremely significant
	Fatality or multiple serious injuries or illness requiring hospital admission or significant time off work.  




	Likelihood

	1
	Rare e.g. 1 in 100,000 chance or higher

	2
	Unlikely e.g. 1 in 10,000 chance or higher

	3
	Possible e.g. 1 in 1,000 chance or higher

	4
	Likely e.g. 1 in 100 chance or higher

	5
	Very Likely e.g. 1 in 10 chance or higher
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