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	  Event Information
	
· Tea Duelling (involving provision of food & drink - tea & biscuits)
· Costume competition
· Quiz
· Circus Society Generic Performance (inside Garden Court)
· Party food provided (with packaging detailing allergens)







	PART A 

	(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
	Kraken Soc Committee and attendees 
	2
	4
	8
	· All boxes and equipment to be stored away from main meeting area, e.g. stored under tables 
· Any cables to be organised as best as possible
· Cable ties/to be used if necessary
· Floors to be kept clear and dry, and visual checks to be maintained throughout the meeting by organizers. 
· 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 
· A committee member will be on standby to assist any attendees requiring assistance while entering or leaving the venue.
	1
	4
	4
	· Seek medical attention from SUSU Reception/venue staff if in need
· Contact facilities team via SUSU reception/venue staff
· Contact emergency services if needed 
· All incidents are to be reported on as soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy

	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
	· Make committee members aware of the potential risks, follow manual handling guidelines
· Ensure that at least 2 people carry tables.
· Setting up tables will be done by organisers.
· Work in teams when handling other large and bulky items.
· Request tools to support the move of heavy objects- 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 if in need of extra help from facilities staff/venue staff if needed
· Seek medical attention from SUSU Reception if in need
· Contact emergency services if needed 
· All incidents are to be reported on as soon as possible ensuring the duty manager/health and safety officer has been informed. Follow SUSU incident report policy

	
	
	
	
	
	
	• 
	
	
	
	• 

	Inadequate event space- overcrowding, not inclusive to all members
	Physical injury, distress, exclusion 
	Kraken Soc Committee and attendees
	1
	3
	3
	· Committee to check on venue pre-booking, checks on space, lighting, access, tech available 
· Ensure space meets needs of members e.g. considering location & accessibility of space
· Committee to consult members on needs and make reasonable adjustments where possible   

	1
	3
	3
	· Seek medical attention if problem arises
· Liaise with SUSU reception/activities team on available spaces for meetings 
· Postpone meetings where space cannot be found
· Look at remote meeting options for members
· Committee 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

	Costumes/Fancy Dress
	Props/costumes causing injury or offence
	Participants
Members of the public
	2
	2
	4
	• Ask members to only bring small items and use them 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. 
• Society to follow and share with members Code of conduct/SUSU Expect Respect policy
	1
	2
	2
	• SUSU Expect Respect policy to be followed
• Committee WIDE training

	Travel to and from venue
	Vehicles collision -causing serious injury 
	Kraken Soc Committee, event attendees, Members of the public 
	4
	3
	12
	• Members are responsible for their individual safety when travelling to and from the venue, and are expected to act sensibly 
• Local venue known to UoS students chosen 
• Attendees will be encouraged to travel in groups. Members will be encouraged (but not expected) to look out for one another and check in throughout the night where possible. 
• Avoid large groups of people totally blocking the pavement or spilling into the road. 
• Anybody in the group who is very drunk or appears unwell and therefore not safe should be encouraged to go home, ideally with another member. If required a taxi will be called for them. 
• Be considerate of other pedestrians & road users, keep disturbance & noise down. 

 
	2
	2
	4
	• Where possible venue chosen for the event will be local/known to members and within a short travel distance for 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

	Medical emergency 
	Members may sustain injury /become unwell 

pre-existing medical conditions 
Sickness 
Distress

	Members
	2
	5
	10
	· Advise participants; to bring their personal medication
· 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
	1

	5
	5
	
· 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

	Insufficient Fire Safety awareness
	If a fire alarm is triggered, people may not know where to go- 
Crushing, falls, burns and smoke inhalation arising from induced panic, reduced space in buildings and external walkways, obstructed fire exits, build-up of flammable materials i.e. waste cardboard/boxes.
	Members
	2
	5
	10
	· Ensure that members know where the nearest fire exist are and the meeting place is outside, should it be needed
· Build-up of rubbish is to be kept to a minimum. Excess build up is to be removed promptly and deposited in the designated areas.
	1
	5
	5
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and University Security (on campus) or venue staff (external venue)
· Emergency contact number for Campus Security: 
· Tel: +44 (0)23 8059 3311
· (Ext:3311)
· Follow SUSU incident report policy

	Handling & Storing Money- Own Society fundraising 
	• Theft
• Individuals being mugged/robbed
• Loss/misplacement leading to financial loss
	Members, Participants 
	3
	4
	12
	• Cash to be deposited asap after each event into society bank account or money hub. Nominated person will be tasked with storing cash in nominated location when banks not open. 
• Money to be kept in lockable box
• Avoid giving cash to committee member if they will be travelling by foot alone (request taxis where possible/travel by car. Ensure cash is not visible/advertised when out in public)
• Where possible offer option to pre-buy tickets to avoid cash purchases

E.g. use of SUSU box office, hire/loan of contactless payment machines
• Money to not be left unattended
• Collectors will prioritise own safety, advised to not confront any potential thief. If confronted will give up the funds. 
	2
	3
	6
	In the event of theft committee members will: 
• Highlight the incident to any community police officers in the area/report to 111
• Report incident to SUSU duty manager and c HYPERLINK "https://www.susu.org/groups/admin/howto/protectionaccident"omplete a SUSU incident report 



	
	• 
	
	
	
	
	• 
	
	
	
	• 

	Events involving Food
	• Allergies 
• Food poisoning
• Choking
	All
	3
	5
	15
	• Individual event risk assessment to be carried out for events involving members making/serving food.
• Homemade items to be avoided by those with allergies and should be made by those with appropriate food hygiene training (Level 2 +)
• Only order/buy food at establishments with appropriate food hygiene 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 and equipment regularly using warm water and cleaning products, refrigerate necessary products 

 
	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

	Overcrowding
	Physical injury 
	Kraken Soc Committee and attendees
	1
	3
	3
	Do not exceed venue capacity.
	1
	3
	3
	Seek medical attention if problem arises
Report incidents via SUSU incident report procedure



	Disturbance to public
	Conflict, noise pollution, crowds 
	Kraken Soc Committee and attendees, general public 
	2
	2
	4
	Everybody will be encouraged to stay together as a group

Shouting, chants, whistles etc. to be kept to a minimum around busy university buildings and residential areas 
	1
	2
	2
	

	Financial risk
	Group debt
	Group members, SUSU
	4
	3
	12
	 Plan finances regarding event so that no money is lost
 Charge attendees a small fee  to help the society in affording the event
	
	
	
	

	Handling of kettle and hot beverages

(Risk related to Tea Duelling: Game centred around “competitive biscuit dunking”)
	Minor burns from hot water spillage or contact with kettle
	Kraken Soc Committee, attendees
	3
	3
	9
	· Hot water is to be carried/poured only by committee members.
· Committee members will be careful when pouring hot or boiling water.
· Attendees will be informed of the risks before the kettle is plugged in (including location of kettle and hot beverages).
· Kettle also to be  isolated/kept away from attendees to minimise risk of accidental burns.
	1
	3
	3
	· Cold water and first aid kit will be present and first aid administered if necessary. 
· Committee and attendees made aware of the locations of nearby cold water taps or WCs.
· In the unlikely event that a trained first aider is required and there is not one present, committee members to obtain one by calling the SUSU Duty Manager or emergency services as necessary.

	
	
	
	
	
	
	
	
	
	
	

	Circus Society Generic (Indoor entertainment risks):

	A)Slips, trips, and falls during activity
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if they slip or trip over equipment. 
	Members of society 
	3
	2/3
	7.5
	It is recommended that members wear grippy shoes such as trainers and loose-fitting clothing so their movement is not restricted. Before every session the floor is checked for anything unsafe, such as a wet patch or mat that was left out. During the session, equipment that is not used needs to be placed in a safe place 
	1
	2/3
	2.5
	

	B)Loss of control on a unicycle 
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if they fall from a unicycle. Nearby participants may also incur injuries if a unicycle hit them after an uncontrolled fall of another participant.  
	User of the unicycle, other participants in the vicinity 
	3
	2/3
	7.5
	Learners will be instructed carefully, including how to fall. A learner on a unicycle will not go fast enough to cause significant harm to themselves or anyone else, and experienced users should have enough control to be acceptably safe. The society has safety pads and helmets available for members to wear while practicing.  
	2
	2/3
	5
	Inexperienced users must wear helmets for all unicycle activities and will not be allowed to ride a unicycle unless they are wearing a helmet. Only experienced users will be allowed to ride the giraffe unicycle and must wear protective gear. As well as using helmets, inexperienced users will first learn to ride against a wall which they can hold onto. Once they have sufficient control they can hold onto someone who will “spot” them when learning to go without a wall/ learning to turn. This ensures that they have control even when losing balance and can dismount safely. 

	C) Loss of control on a balancing device (e.g. balance board, pedal go)  
	A participant might fall from a balancing device which may incur injuries (such as cuts, bruises, sprains or fractures). 
	User of the balancing device, other participants in the vicinity 
	2
	2/3
	7.5
	Learners will be instructed carefully, including how to fall. The society has safety pads and helmets available for members to wear while practicing. 
	2
	2
	4
	

	D) A prop (e.g. juggling equipment, staff, diabolo) may hit participant/ someone nearby if dropped 
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if hit by a prop.  
	User of the prop, other participants nearby  
	3
	2/3
	7.5
	Learners will be instructed carefully. A distance of minimum 2m between participants using props and other participants will be kept throughout the session.  
	2
	2/3
	5
	The majority of tricks are unlikely to cause a moderate injury, however users should allow an increased distance around themselves when attempting riskier tricks that they are less confident in. For example: when throwing props extremely high up, ensure that there is at least 4m of space. Users should also announce when they are going to attempt said trick and give time for people to move out of harms way before attempting the trick. This allows for more space and makes people more aware which significantly reduces the chance of a prop falling onto a member and causing slight injury.  

	E) Manual handling 
	A participant may incur a back injury from handling equipment. 
	Participants
	1
	2/3
	2.5
	The committee are the main members in charge of transporting unicycles/balancing devices/props before and after every meeting and will oversee any members that assist. Typical weight of a unicycle (currently heaviest prop) is ~8kg. Follow manual handling protocol. Bent knees, straight back, etc. 
	1
	1
	1
	

	E) Falling off stilts 
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if falling down stilts. 
	User of the stilts, nearby participants 
	3
	2/3
	7.5
	The stilts are wooden, with adequate straps to secure the user to them, add 12 inches of height, to be used near walls and crash mats, with another member to 'spot' the wearer if they do not have adequate experience. 
	2
	2/3
	5
	Inexperienced users must wear protective gear to reduce the risk of harm. If they are not wearing a helmet then they will not be allowed onto the stilts. Other than the person/people spotting, there should not be another person within 2m of where the person on stilts is walking. This ensures that there is no injury to anyone nearby and there is nobody in the way of the person walking in stilts.  

	
	
	
	
	
	
	
	
	
	
	

	F) Loss of control during acrobalance 
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if falling down stilts.
	Participant s of acrobalanc e and nearby participant s
	3
	2/3
	7.5
	Acrobalance will only ever be rehearsed on a safety mat with an adequate amount of surrounding space. If more ambitious moves are attempted, other members will spot the performers to catch them if they could fall. Performers will only attempt moves within their range of abilities, and while under the supervision of at least one other member. 
	2
	2/3
	5
	Performers must fully warm up before the activity and cool down afterwards to reduce the likelihood of injury. There must be at least 3-5 minutes of warming up before acrobalance is attempted. The warm up must ensure that the whole body is warm so suggested exercises include: jogging on the spot, arm circles, hip circles, squats, lunges, etc…

	G) Falling of stage
	A participant may incur injuries (such as cuts, bruises, sprains or fractures) if falling down stage. 
	Performers on stage 
	2
	2/3
	5
	If performing on a stage of any height, performers must take care. Parts of the performance that require a performer to get too close to the edge of the stage should be planned and rehearsed, and all performers should be made aware of all entrances and exits before the show. 
	1
	2/3
	2.5
	

	H) A prop may fall on a member of the audience 
	A member of the audience may incur injuries such as cuts or bruises including head injuries. 
	Member of the audience 
	2
	2/3
	5
	Audience members should be kept a safe distance away from performers, whether the performers are on stage or at ground level but separated by some form of boundary. 
	1
	2/3
	2.5
	

	I) Participant getting lost whilst on a Circus Society trip 
	Participant who got lost may feel under stress.  
	Participant of trip 
	2
	2
	4
	Participants will be counted on/off the vehicle where possible (and emergency contact details will be obtained in advance if the trip is ticketed). For organised trips which have a designated student/staff leader, the contact details for this person will be shared with participants where possible, to prevent participants getting lost or returning late to the vehicle. Timing requirements will be stated clearly before departing/exiting the vehicle (i.e. times which students need to return by). 
	1
	2
	2
	

	J) Fire or overcrowding in meeting rooms 
	Participants may incur serious injuries including burns, trampling and anxiety attacks. 
	Participants of session 
	1
	4
	4
	Room bookings will always allow adequate space for all attendees. Fire exits will be marked in all rooms. 
	1
	4
	4
	

	K) Traffic accident on Circus Society trip 
	Participants may incur minor and major injuries.   
	Participant s of trip. Other people (general public) involved in accident.  
	1
	4
	4
	Careful and attentive driving, minibus test passed to ensure ability to handle vehicle. Most experienced driver will drive the minibus for trips. Taking regular breaks to ensure never driving tired. 
	1
	4
	4
	

	L) A member hits themselves or a nearby person with fire equipment 
	Participants may incur burns and other injuries. 
	User of fire equipment, nearby participant s/members of the public 
	2
	4
	8
	Fire safety protocol in place, see supplementary sheet. No fire equipment is to be used inside. All committee members knowledgeable in basic first aid for burns. Members will practice in an appropriate open space, away from other members, the fire safety equipment and fuel. They should not attempt any tricks they are not very confident with. Before using fire equipment they will be well versed in the safety and equipment requirements. 
	1
	4
	4
	

	M) Darkening the space for the use of glow / LED equipment 
	Participants may trip or bump into each other or objects in the dark. Participants could fall off of the stage. 
	All participant in the space
	4
	2
	8
	No equipment or other tripping hazards are to be left on the floor and instead must be stored on the stage, committee to enforce. All equipment used in the dark must be glow / LED and turned on. Users must check that there is nobody within a 2m space around them that they cannot see before using equipment. Participants must not walk onto the stage at all. 
	2
	2
	4
	

	Allergies 
	Allergic reactions to food and drink when out 
	Event organisers , event attendees
	3
	5
	15
	Attendees responsible for own welfare I such instances- follow guidelines of venues First aid requested from bar staff as required  
	1
	5
	5
	Call Emergency Services

	
	
	
	
	
	
	
	
	
	
	




	PART B – 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 shared with all organisers and checked through before the event
• Follow SUSU Food Provision Guidance for events involving home-cooked/prepared food or external catering. 

 
	Relevant committee members – president to ensure complete.
	23/04/25
	30/04/25
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Relevant committee members – president to ensure complete.
	30/04/25
	01/05/25
	

	3
	Share event time, date & location with attendees 
	Social Secretary (Megan Harrison)
	30/04/25
	01/05/25
	

	4
	Acquisition of tea & biscuits, share allergen information with attendees
	Treasurer (James Richardson)
	01/05/25
	05/05/25
	

	5
	Testing kettle to ensure safety before use during the event
	President (Gianluca Valente)
	01/05/25
	05/05/25
	

	Circus Society General Performance

	1
	Individual risk assessments for individual events with higher risk levels and anything not covered by generic assessment. This includes: • Trips and Tours • Fundraising events e.g. Bake Sales • External Speaker Events • Events involving home-cooked/prepared food or external catering • Other large or medium- to high risk events e.g. balls, club nights, pub crawls, sporting activities...
	Relevant committee members – president to ensure complete. 
	To be carried out every session/social throughout the year
	
	

	2
	Committee to read and share SUSU Expect Respect Policy  
	Relevant committee members – president to ensure complete
	To be carried out every session/social throughout the year 
	
	

	3
	Committee will introduce the new further control measures described above • Increased usage of helmets and protective gear • Warming up before acrobalance • Announcing when tricks will require slightly more space • Spotting those that need it on stilts/unicycles • Ensuring those that are less experienced are practicing in the safe ways mentioned( e.g: against a wall for stilts/unicycle) 
	Relevant committee members – president and vice president to ensure completion 
	To be carried out at every session/social throughout the year 
	
	

	4
	WIDE training completed by committee  
	President and Social Secretary 
	To be carried out before the start of term 
	
	

	5
	Confirm each venue is licenced for socials 
	President, Social Secretary 
	To be carried in advance of any social taking place at an external venue. 
	
	

	6
	All major incidents will be logged with SUSU as soon as possible / the next day. 
	Relevant committee members: President, Vice President 
	After any incidents have taken place during any society activity.
	
	

	7
	Weather check before any event 
	Social secretary, president, VP
	Before any society activity taking place outside. 
	
	

	8
	Calling emergency services 
	Closest available committee member 
	As soon as possible during any emergency. 
	
	

	Circus Society Fire Performance

	1
	Announcing when props are going to be lit/ Vacating the area after the announcement. This will be enforced as a rule and all participants will be informed of this rule before any activity involving fire. 
	All Committee present at the event 
	The day of the event 
	
	

	2
	Bucket of water and other safety equipment must be present, in case of emergency. 
	Any Committee members 
	The day of the event 
	
	

	3
	Distance of at least 4m between those performing anyone who is not performing. This will be enforced as a rule which all participants must adhere to.  
	All Committee members present at the event. 
	The day of the event 
	
	

	4
	All committee members attending the fire event are to read through the Fire Safety Protocol Addendum and familiarise themselves with its contents.  
	All Committee members present at the event.
	The week before and the day before the event
	
	

	5
	Everyone involved on the day will be briefed on Fire Safety using the fire safety protocol addendum. This must happen before any activity involving fire. 
	Any Committee member present at the event 
	The day of the event. 
	
	

	6
	Any incidents are to be reported to SUSU following the SUSU incident report policy.  
	The President/Vice President 
	No later than the day after the incident.
	
	

	7
	Anyone wearing synthetic clothes will not be allowed to use fire or be near any fuel or fire. This will be enforced as a rule and all participants will be informed of this rule prior to any activity involving fire. 
	All Committee members present at the event 
	The day of the event. 
	
	

	8
	Weather check prior to the event, in case of strong winds.
	President/Vice President 
	The week and day before the event. 
	
	

	-
	-
	-
	-
	-
	-

	Responsible committee member signature: committee member signatures/name
At least 2 committee members need to sign Part B
	Responsible committee member signature: second committee member signature/name
At least 2 committee members need to sign Part B

	Print name: Gianluca Valente

	Date: 22/04/25
	Print name:  Megan Harrison
	Date: 22/04/25





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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