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This Document Contains both Part 1: Event Plan & Part 2: Risk Assessment. Both parts are required to be completed by the organising group. You will also need to complete a charity form linked here.
	Part 1

	 Event Plan 

	1A) Contact Information:

	Main Contact For The Event: Neeharika Patel
	Email Address for Main Contact: np6g24@soton.ac.uk
	Club or Society: University of Southampton Women in Business
	Contact Number: +44 7445 648034

	1B) Event Information: 

	Event Name: Vision Board Making: What does your 2027 look like? 
	Event Date: Tuesday 24 November 2026

	Event Venue/Venues:
B54 R7033
	Total Attendees: 40-45 (committee included) students, plus guest speaker and committee


	Event Timings:
	Set Up: 5:00pm
Event Start: 5:30pm
Event End: 7:30pm
Pack Down: 7:30pm – 8:00pm

	Event Break down: 
(This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity.)
	5:00pm – committee set up tables, craft materials and drinks table, meet guest speaker to take her to room 
5:30pm – doors open, guest list check-in, welcome and safety briefing
5:40pm – talk from guest speaker Rebecca Leppard
6:15pm – guided vision board workshop (craft or on own laptop) with soft drinks
7:15pm – sharing (optional) and close
7:30pm – clear up and pack down and guest speaker would leave by 8pm 

	Is this a Ticketed Event? If so please state the Name of the ticket on Boxoffice: 

You can set up Box-office tickets through your group's hub page for guidance on this click here:   
	Vision Board Making 
	How Much Are your Tickets? And how many are available? 

	Members: £4
Non-members: £6
40 tickets available

	Overview of Event Concept: (Description of the activities taking place. This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity) 
	A guided career vision boarding workshop for 40-45 (committee included) female students, led by guest speaker Rebecca Leppard (Upgrading Women / Career Sisterhood). Attendees define their 2027 career goals, put numbers and timelines against them, identify first actions for January and create a vision board.
The vision board can be made by hand (magazines, card, scissors, glue sticks, pens) or digitally – attendees can bring their own laptops for research and editing.
No food – soft drinks and squash only (store-bought, packaged, provided by the society). No fundraising and no alcohol.

	Organisers Hosting the event
(List all committee & Volunteers that will be present and responsible for the event, as well as their role) 
	Event lead: Samhita Sallawar, Shreya Arora, Maria Ravanelo, Neeharika Patel, Chaaya Shah
Host / speaker liaison: Rebecca Leppard (External Guest – External Guest Form was already completed)
Doors / guest list: Shreya Arora responsibility (Head of Events)
Drinks lead: Samhita Sallawar ( Welfare & Wellbeing officer)
Volunteers for set up and clear up: all committee present

	Food Requirements
(For full guidance on this click here) 

	No food provided.
Drinks only – soft drinks and squash, store-bought and packaged, provided by the society. Packaging kept so ingredient/allergen information is available.

	Security & First Aid Requirements
(Who are the qualified first aiders in the group should a medical emergency occur?)

	
First aid kit brought by committee; venue/SUSU Reception first aid support
UoS Security: 3311 (on campus) / 02380 593311

	Provisional Budget: 
(if you would like a more extensive budget tracker click here.) 
	Expected ticket income: £160 (40 x £4)
Drinks: £10
Craft materials: £40


	1C) Only Required If External Company Will be On Site for Event
· If you are inviting an external speaker to campus for your event, you are required to submit an external speaker form at least 3 weeks before the event. For more guidance on this please click here.

	Business Name: Upgrading Women (rebeccaleppard.com)
	Business Contact Name: Rebecca Leppard
	Email Address: rebecca@upgradingwomen.com

	Contact Number: +44 7761 955308

	Arrival On Site: 5:00pm

Departure time: 8:00pm
	Companies Risk Assessment link: N/A – guest speaker only, no equipment or activities run by the company
	Companies Insurance Link: N/A – guest speaker only
	Companies Public Liability Information Link: N/A – guest speaker only


	PART 2A 

	(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
	

	Adverse weather / travel after dark
	· Slips on wet or icy paths
· Personal safety concerns
	All who attend
	2
	3
	6
	· Indoor event
· Finish time advertised in advance
· Attendees reminded at the end to travel home in groups or share their location
· Committee leave together after pack down
	1
	3
	3
	· Contact University Security (3311) or emergency services if needed
· All 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

	Slips, trips and falls
	· Physical injury
	Event organisers and attendees
	2
	3
	6
	· Bags, boxes and materials stored under tables
· Laptop charger cables kept out of walkways
· Floors kept clear and dry; spilled food/drinks and paper scraps cleaned up quickly
· Report any trip hazards to venue/facilities staff asap
	1
	3
	3
	· Seek medical attention from SUSU Reception if in need
· Contact emergency services if needed
· All 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

	Setting up of equipment, e.g. tables and chairs
	· Bruising or broken bones from tripping over or carrying tables and chairs
	Event organisers
	2
	3
	6
	· Follow manual handling guidelines
· 2 people carry tables
· Setting up and clearing tables done by committee only
· Work in teams with bulky items
	1
	3
	3
	· Seek help from facilities staff if needed
· Seek medical attention from SUSU Reception if in need
· All 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

	Overcrowding
	· Physical injury
· Blocked exits / slow evacuation
	Event organisers and attendees
	2
	4
	8
	· Room booked with capacity for 50 seated plus committee and speaker
· Ticket sales capped at 50; guest list checked at entry and used for headcount in an evacuation
· Tables laid out to keep exits and walkways clear
· Craft materials placed on each table to avoid crowding
	1
	4
	4
	· Refuse entry once capacity is reached
· Contact emergency services if needed
· All 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

	Small items, e.g. small beads for bracelet making, buttons, etc.

	Choking Hazard 
Slips
	Attendees

	2
	4
	8
	Ensure attendees do not put anything in their mouth.

Clear away any spills quickly and thoroughly.

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

Seek assistance from venue staff if needed. 
 
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. 


	Art Supplies e.g. paint, glue, etc.

	Ingestion

Eye contamination

Poor ventilation/inhalation

Skin irritation

	Attendees

	2
	3
	6
	Clear away any spills quickly and thoroughly.

Ensure location is well ventilated if necessary, including opening windows.

If food and/or drinks are being offered, ensure this will be in a separate area to the craft activity.

[IF FOOD IS INVOLVED, YOU WILL NEED TO CONSIDER ALL THE ASSOCIATED RISKS SEPARATELY IT IN THIS RA!]


ONLY DRINKS WILL BE OFFERED (STORE-BOUGHT DRINKS )

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

Seek assistance from venue staff if needed. 

Follow SUSU incident report policy.

Contact emergency services as required 111/999. 

	1
	3
	3
	Incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. 

Seek assistance from venue staff if needed. 

Follow SUSU incident report policy.

Contact emergency services as required 111/999. 


	Sharp craft tools (scissors)
	· Cuts
	Attendees
	2
	2
	4
	· Scissors only – no craft knives or scalpels
· Scissors checked before the event and put away when not in use
· Safe use explained in the welcome briefing
	1
	2
	2
	· First aid kit available; SUSU Reception/venue first aid
· All 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

	Mess from art activities

	Increased risk of slips

Reputational damage of club/society/SUSU/UoS

loss of permission to continue activity
Damage to property

	Organisers, attendees, club/society, SUSU, UoS

	2
	3
	6
	Committee/event organisers are responsible for leaving the venue as they found it.

Ensure enough time is planned in to activity for comprehensive clean up (especially If the space is booked after you).

Prompt clean up to avoid damage to equipment, so that it can be used again next time.

Use table and floor coverings where necessary.

Ensure the location of a sink is known, and that you have permission to use the sink.

Clear away any spills quickly and thoroughly.

Ensure you either have cleaning materials (e.g. cleaning spray and blue roll), or you have permission to borrow them from the venue for the purposes of cleaning up.

Ensure attendees adequately wash their hands to avoid transference.

Consider providing wipes to attendees.

	2
	3
	3
	Choose water-based materials for easier cleaning.

Report any big spills that you are unable to adequately clean to venue staff.

Report any potential issues to SUSU Activities Team.

	Drinks (soft drinks/squash, store-bought). 

NO ALCOHOL
	· Spills near craft materials/laptops
· Allergic reaction to ingredients
	Attendees, speaker, committee
	2
	3
	6
	· No food provided – drinks only, store-bought and packaged
· Packaging kept so ingredient/allergen information can be checked
· Drinks served on a separate table away from craft materials and laptops
· Spills cleaned up immediately
	1
	3
	3
	· Contact SUSU Reception/venue staff for first aid if needed
· Call 999 in an emergency
· All 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

	Talks/workshop discussion
- personal goals, finances and career pressure may be sensitive for some members
	· Attendees feel stressed, pressured or distressed when setting or sharing goals
	Members
	2
	3
	6
	· Information about the event and what to expect shared in advance
· Sharing is optional and vision boards/plans are personal
· Members made aware they can step out or leave at any time
· Members signposted to support (e.g. University wellbeing services) on a slide or by committee
	1
	3
	3
	· Committee member checks in privately with anyone distressed
· Organisers share support information after the event
· Seek guidance from SUSU Activities/Advice Centre as required


	External guest speaker
(Rebecca Leppard, Upgrading Women)
	· Speaker not approved by SUSU
· Inappropriate or offensive content
· Speaker unaware of emergency procedures
	Attendees, speaker, society, SUSU
	2
	3
	6
	· External speaker form submitted to SUSU and approval received before the event
· Talk content agreed with the speaker in advance (career planning workshop)
· Committee host meets and stays with the speaker throughout
· Speaker briefed on fire exits and timings on arrival
	1
	2
	2
	· Host to pause or end the talk if any issues arise
· Report any concerns to SUSU Activities team

	Electrical equipment
(projector/laptop for speaker; attendees’ own laptops)
	· Electric shock
· Trips over cables
· Damage or loss of personal laptops
	Speaker, attendees, committee
	1
	3
	3
	· Venue AV used where possible
· Equipment visually checked; no daisy-chained extension leads
· Laptops used at tables near sockets with cables kept clear
· No drinks next to laptops
· Attendees responsible for their own devices
	1
	2
	2
	· Stop using and report faulty equipment to venue staff
· All 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

	Fire
	· Smoke inhalation, burns
	All who attend
	1
	5
	5
	· Committee know the venue fire procedures and nearest exits
· Exits pointed out in the welcome briefing
· Paper waste bagged during the event; no candles or naked flames
	1
	4
	4
	· Pull nearest fire alarm, evacuate calmly and do a headcount using the guest list
· Call 999 once safe
· All 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
	· Illness or injury, pre-existing conditions
	All who attend
	1
	5
	5
	· Attendees advised to bring personal medication
· First aid only by qualified people
· First aid kit available; SUSU Reception/venue first aid
	1
	4
	4
	· Contact emergency services 111/999 as required
· All 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

	Inaccessibility  

	Physical injury, distress, exclusion     

	Participants, committee

	2
	3
	6
	Committee checks on space, lighting, access, tech available, etc. 
  
Ensure space meets needs of members e.g. considering location & accessibility of space (use AcessAble database to check accessibility information of venues). 
 
Committee will consider accessibility requirements and ensure that the area chosen is as accessible as possible.

Consider asking all attendees if they have any accessibility requirements.

Include accessibility information in the promotion for your event.  

	1
	3
	3
	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 Welfare 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. 



	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. 


	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. 
 
Any cables to be organised as best as possible, e.g. cable ties to be used if necessary. 
 
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
	3
	3
	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. 




	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
	External speaker form for Rebecca Leppard submitted to SUSU (deadline is 3 weeks before – submit immediately)
	Maria Ravanelo
	06/11/26
	
	

	2
	Venue booked for 50+; UoS Security and SUSU Activities team informed of event
	Shreya Arora
	10/11/26
	
	

	3
	Event info shared with attendees (what to expect, sharing optional, bring laptop if wanted)
	Shreya arora
	17/11/26
	
	

	4
	Drinks bought (store-bought, packaged); first aid kit and cleaning supplies sorted
	Samhita Sallawar
	17/11/26
	
	

	5
	Safety briefing at start of event (fire exits, scissors, drinks area, support info)
	Samhita Sallawar
	24/11/26
	
	

	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: Samhita Sallawar
	Date:
06/11/26
	Print name: 
Maria Ravanelo
	Date: 06/11/26



Assessment Guidance 
	1. Eliminate
	Remove the hazard wherever possible which negates the need for further controls
	If this is not possible then explain why
	

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

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

	4. Admin controls
	Examples: training, supervision, signage
	
	

	5. 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.  


Risk process
1. Identify the impact and likelihood using the tables above.
2. Identify the risk rating by multiplying the Impact by the likelihood using the coloured matrix.
3. If the risk is amber or red – identify control measures to reduce the risk to as low as is reasonably practicable.
4. If the residual risk is green, additional controls are not necessary.  
5. If the residual risk is amber the activity can continue but you must identify and implement further controls to reduce the risk to as low as reasonably practicable. 
6. If the residual risk is red do not continue with the activity until additional controls have been implemented and the risk is reduced.
7. Control measures should follow the risk hierarchy, where appropriate as per the pyramid above.
8. The cost of implementing control measures can be taken into account but should be proportional to the risk i.e. a control to reduce low risk may not need to be carried out if the cost is high but a control to manage high risk means that even at high cost the control would be necessary.


	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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