	Risk Assessment

	Risk Assessment for the activity of
Generic risk assessment for Mind
	(Mind Society SUSU) Generic Risk Assessment
Planning meetings, Social, Fundraising, Demonstrations, Awareness Stall/stand
	Date 14/09/23
	Last review date

	Unit/Faculty/Directorate
	SUSU [Mind Society]
	Assessor
	Committee Member completing review
Kylise Palmer

	Line Manager/Supervisor
	President
Amy Louise Smallman
	Signed off
	Amy Smallman














          
	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
	

	MEETINGS

	Slips, trips and falls

	Physical injury

	Event organisers and attendees
	3
	5
	8
	· Ensure the availability of a fully stocked first aid kit at all times.
· Store all boxes and equipment away from the main meeting area, preferably under tables.
· Tidy and organize any cables to minimize the risk of tripping hazards.
· Employ cable ties when necessary to secure cables safely.
· Maintain clear and dry floors throughout the event, with organizers conducting regular visual checks.
· Implement heightened awareness to promptly and efficiently clean up any spilled food products or objects in the event area.
· Immediately report any trip hazards to the facility management team or venue staff for swift action. If a hazard cannot be eliminated, use hazard signs to clearly mark the area."

	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 the 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 organiserand attendee

	2
	3
	6
	
Increase stall operator awareness of potential risks and promote adherence to manual handling guidelines:

· Mandate a minimum of two individuals to handle table transportation.
· Delegate table setup responsibilities to event organizers. 
· Emphasize team-based approach for the handling of large and unwieldy items.
· Request appropriate tools from SUSU Facilities or the venue for the safe movement of heavy objects, such as hand trucks, dollies, or skates.
· Ensure that individuals with pre-existing medical conditions refrain from any non-essential lifting activities and are provided with a comfortable work environment.

	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 the as
· Soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy 
· 


	Inadequate meeting space- overcrowding, not inclusive to all members

	Physical injury, distress, exclusion
	Event organisers and attendees

	1
	3
	3
	
· Implement a committee-led process for pre-booking rooms, encompassing thorough assessments of room suitability, including aspects such as space availability, lighting, accessibility, and available technology.
· Continuously monitor and confirm the attendance of society members at events to guarantee adequate room capacity.
· Verify that the chosen space aligns with the preferences and requirements of society members, taking into account factors like location and accessibility.
· Foster open communication between the committee and members, actively seeking input on their needs, and making reasonable accommodations whenever feasible.

	1
	3
	3
	· In case of any problems, promptly seek medical assistance.
· Collaborate with the SUSU reception/activities team to explore available meeting spaces.
· If suitable meeting spaces cannot be secured, consider rescheduling meetings.
· Explore remote meeting alternatives for participants.
· Ensure that the Committee undergoes comprehensive WIDE training for effective risk management.

	Activities involving electrical equipment e.g. laptops/ computers
	Risk of eye strain, injury, electric shock
	Event organis ers and attend ees
	2
	4
	8
	
Equipment Inspection and Maintenance:
· Regularly inspect electrical equipment for damage or wear.
· Establish a maintenance schedule to ensure all equipment is in good working condition.
· Conduct preventive maintenance to address issues before they become critical.
Qualified Personnel:
· Ensure that personnel handling electrical equipment are trained and qualified to do so safely.
· Provide training on safe practices, such as proper handling of cords and plugs.
Electrical Safety Policies:
· Develop and enforce policies regarding the use of electrical equipment.
· Specify guidelines for proper use, storage, and disposal of electrical devices.
Overload Prevention:
· Avoid overloading electrical circuits or power strips.
· Use surge protectors to prevent damage from power surges.
Emergency Response Procedures:
· Establish clear procedures for responding to electrical fires, electrocution, or other emergencies.
· Ensure that fire extinguishers and first aid supplies are readily available.
Ground Fault Circuit Interrupters (GFCIs):
· Install GFCIs in areas where electrical equipment is used, especially in wet or damp conditions.
Extension Cord Safety:
· Avoid using damaged extension cords.
· Do not run extension cords through high-traffic areas to prevent tripping hazards.
Cable Management:
· Organize and secure cables to prevent tripping hazards and damage to cables.
· Use cable clips or cable management solutions.
Backup Power Sources:
· Implement uninterruptible power supplies (UPS) for critical equipment to prevent data loss or damage during power outages.
Proper Ventilation:
· Ensure that computers and laptops have adequate ventilation to prevent overheating.
· Avoid placing them in enclosed spaces.
Regular Backups:
· Encourage users to regularly back up their data to prevent data loss in case of equipment failure.
Safety Labels and Signage:
· Use appropriate safety labels and signs to warn of electrical hazards or to indicate emergency shutdown procedures.
Insulation and Grounding:
· Ensure that all electrical equipment is properly insulated and grounded to prevent electrical shocks.
Emergency Shutdown Procedures:
· Establish and communicate clear procedures for safely shutting down equipment in case of emergencies or malfunctions.
Electrical Equipment Storage:
· Store electrical equipment in a dry, clean, and secure location when not in use.
Reporting System:
· Implement a system for reporting and addressing electrical equipment malfunctions or hazards promptly.
Regular Training and Awareness:
· Conduct regular safety training for all personnel who use electrical equipment.
· Raise awareness about the potential hazards associated with electrical equipment.
Risk Assessment and Review:
· Periodically review and update the risk assessment to adapt to changing equipment or operational conditions.

	1
	4
	4
	· Request support and advice from SUSU IT/Tech teams e.g. via activities team
· For external venues pre-check equipment and last PAT testing dates
· Seek medical attention as required


	SOCIALS

	Socials: Costumes/Fancy Dress
	Props/costume s causing injury or offence

	Participants Members of the public
	2
	2
	4
	Guidelines and Dress Code: 
· Establish clear guidelines and a dress code for costumes to ensure that they are safe and appropriate. Specify what is allowed and what is prohibited, such as dangerous props, offensive themes, or culturally insensitive attire.
Costume Inspections: 
· Designate responsible individuals or a committee to inspect costumes before the event to ensure compliance with the guidelines. This can help prevent costumes that pose safety risks or violate the dress code from being worn.
Awareness and Education: 
· Conduct educational sessions or workshops to raise awareness about cultural sensitivity, potential harm, and respect for others when choosing costumes. Encourage attendees to be considerate and avoid costumes that may offend or stereotype.
Security and Monitoring: 
· Employ security personnel or volunteers to monitor the event and enforce the dress code. They can intervene if any costumes are found to be in violation or if individuals engage in inappropriate behavior.
Emergency Response Plan: 
· Develop and communicate an emergency response plan that includes procedures for dealing with accidents, medical emergencies, or incidents related to costumes. Ensure that event staff and attendees are aware of these procedures.
Alcohol and Substance Use Policies: 
· Implement policies regarding the responsible consumption of alcohol and substances. Excessive alcohol consumption can increase the likelihood of accidents and inappropriate behavior. Ensure that there are designated drivers or transportation options for attendees who may be impaired.
Inclusivity and Sensitivity Training: 
· Provide training to event organizers and volunteers on promoting inclusivity and sensitivity. This can help create a more welcoming and respectful atmosphere at the event.
Safe Props and Accessories: 
· If props or accessories are allowed as part of costumes, ensure that they are safe and do not pose any risks to attendees. This may include guidelines on the use of fake weapons or other potentially hazardous items.
Emergency Medical Services:
· Have medical personnel or a first-aid station on-site to address any injuries or medical issues that may arise during the event.
Guest List and Registration: 
· Maintain a guest list and require attendees to register for the event in advance. This can help manage the number of participants and ensure that only eligible individuals attend.
Communication Plan: 
· Establish a communication plan to inform attendees of the dress code, safety guidelines, and expectations well in advance of the event. Use multiple channels, including social media, email, and posters, to convey this information.
Post-Event Evaluation: 
· After the event, conduct a post-event evaluation to identify any issues, incidents, or areas where improvements can be made for future costume/fancy dress socials.

	1
	2
	2
	· SUSU Expect Respect policy to be followed
· Committee WIDE training


	Socials: alcohol consumption
	Participants may become at risk as a result of alcohol consumption.
Mind society do not do drinking socials; however individuals may choose to drink at meals or events etc
Members of the public may act violently towards participants.
	Event organis ers, event attend ees,
	2
	5
	9
	Alcohol Consumption Guidelines:
· Establish clear guidelines on responsible alcohol consumption during social events.
· Communicate these guidelines to all participants to promote responsible drinking.
Designated Drivers or Transportation:
· Encourage the use of designated drivers or provide alternative transportation options to ensure participants can get home safely without driving under the influence.
Limiting Alcohol Access:
· Monitor and control alcohol distribution to prevent excessive consumption.
· Implement a ticket system or provide a limited number of drink vouchers per person.
Food and Non-Alcoholic Options:
· Offer a variety of non-alcoholic beverages and provide substantial food options to help mitigate the effects of alcohol.
Professional Bartenders or Servers:
· Hire trained bartenders or servers who can recognize signs of intoxication and refuse service when necessary.
ID Verification:
· Verify the age of attendees to ensure that alcohol is not served to minors.
First Aid and Medical Assistance:
· Have trained personnel or medical professionals on-site to provide assistance in case of alcohol-related emergencies.
Designated Drinking Areas:
· Establish designated areas for alcohol consumption to separate drinking from other activities, promoting responsible consumption.
Educational Programs:
· Organize alcohol awareness and harm reduction programs to educate participants about the risks of excessive drinking.
Monitoring and Intervention:
· Implement a system to monitor participant behavior and intervene if individuals are showing signs of excessive alcohol consumption.
Communication Plan:
· Develop a communication plan to inform participants about the risks associated with alcohol consumption and the available support services.
Emergency Response Plan:
· Have a well-defined plan in place for handling alcohol-related emergencies, including contacting emergency services if necessary.
Legal Compliance:
· Ensure compliance with local alcohol laws and regulations, including obtaining any necessary permits or licenses.
Feedback and Evaluation:
· After each social event, gather feedback from participants to continuously improve alcohol consumption policies and measures.

	1
	3
	5
	· Follow SUSU incident report policy
· Call emergency services as required 111/999
· Committee WIDE training
· 


	Socials: Travel
	Vehicles collision - causing serious injury
	Event organisers, event attendees, Members of the public
	4
	3
	12
	Travel Policy and Guidelines: 
· Establish clear travel policies and guidelines for all participants to follow. Include information on transportation options, safety precautions, and emergency procedures.
Pre-Trip Briefings: 
· Conduct pre-trip briefings or orientation sessions to educate participants about the destination, local customs, potential risks, and safety measures. Ensure they are aware of emergency contact information.
Health and Safety Checks: 
· Ensure all travelers are in good health before departure. Require participants to provide proof of necessary vaccinations or health clearances if applicable.
Emergency Response Plan: 
· Develop a comprehensive emergency response plan that covers various scenarios, such as medical emergencies, natural disasters, or security threats. Communicate this plan to all participants.
Travel Insurance: 
· Require all participants to have appropriate travel insurance that covers medical emergencies, trip cancellations, and other unforeseen events. Verify that participants have valid insurance coverage before departure.
Local Contacts: 
· Maintain a list of local contacts, including embassy or consulate information, local authorities, and medical facilities. Share this information with all travelers.
Communication Protocols: 
· Establish communication protocols to maintain contact with participants during the trip. Ensure participants have access to reliable communication tools and know how to use them.
Transportation Safety: 
· If applicable, ensure that transportation providers meet safety standards and have a good safety record. Consider using reputable transportation companies or services.
Accommodation Selection: 
· Choose accommodations that prioritize safety and security. Research the safety of the neighborhood and facilities before booking.
Risk Assessment: 
· Continuously assess travel risks by monitoring local news and government travel advisories. Be prepared to modify or cancel the trip if the situation deteriorates.
Emergency Funds: 
· Have contingency funds available for unexpected expenses, such as medical emergencies or trip disruptions.
Participant Training: 
· Provide participants with training on basic safety measures, such as how to respond to emergencies, what to do in case of theft, and how to stay safe in unfamiliar environments.
Emergency Kits: 
· Provide participants with essential emergency kits, which may include first-aid supplies, flashlights, and local maps.
Emergency Contact List: 
· Ensure all participants have a copy of the emergency contact list, including contact numbers for local coordinators and emergency services.
Regular Check-Ins: 
· Establish a system for regular check-ins with participants during the trip to ensure their safety and well-being.
Crisis Management Team: 
· Designate a crisis management team responsible for responding to emergencies and coordinating support for participants in distress.
Post-Trip Evaluation: 
· After the trip, conduct a post-trip evaluation to assess the effectiveness of the control measures and identify areas for improvement in future travel plans.

	2
	2
	4
	· Where possible venues chosen for socials will be local/known to members and within a short distance from each other.
· Contact emergency services as required 111/999
· 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

	Socials/ Meetings- Medical emergency
	Members may sustain injury /become unwell
pre-existing medical conditions Sickness Distress
	Members
	3
	5
	15
	First Aid Training: 
· Ensure that designated individuals at the event are trained in first aid and can provide immediate assistance in case of a medical emergency.
Emergency Response Plan: 
· Develop and communicate a clear emergency response plan that outlines steps to be taken in case of a medical emergency. Ensure all attendees are aware of the plan.
Access to Emergency Services: 
· Ensure that there is easy access to emergency services, such as a nearby phone with emergency numbers posted, or clear directions to the nearest medical facility.
Medical Kit: 
· Have a well-stocked medical kit available on-site, including items such as bandages, antiseptics, and basic medical supplies.
Designated Emergency Contact: 
· Identify a designated person or team responsible for managing medical emergencies and ensure they have the necessary training and contact information.
Participant Health Information: 
· Collect basic health information from attendees in advance, such as allergies or pre-existing medical conditions, to assist medical professionals in case of an emergency.
Venue Assessment: 
· Conduct a safety assessment of the venue to identify potential hazards and ensure it meets safety standards.
Communication Plan: Establish a communication plan to notify attendees of emergency procedures and designate assembly points for evacuation if necessary.
Event Supervision: 
· Ensure there is adequate supervision at the event to monitor the well-being of attendees and respond quickly to any medical issues.
Alcohol and Drug Policies: 
· Implement policies and controls related to the consumption of alcohol and drugs to reduce the risk of medical emergencies caused by substance use.
Awareness and Training: 
· Provide education and training to event organizers, volunteers, and attendees on recognizing and responding to medical emergencies.
Regular Safety Drills: 
· Conduct periodic safety drills to ensure that all participants know how to respond effectively in case of a medical emergency.
Medical Professionals On-Site: 
· For larger events or high-risk situations, consider having qualified medical professionals on-site, such as EMTs or paramedics.
Participant Consent Forms: 
· Require attendees to sign consent forms indicating their understanding of the risks associated with the event and their willingness to follow safety guidelines.
Review and Update: 
· Regularly review and update the risk assessment and control measures to adapt to changing circumstances or lessons learned from past events.

	2
	5
	15
	· 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 


	Fundraising Events & Cash Handling - For own society or Charity

	Handling & Storing Money- Own Society fundraising
	Theft
Individual being mugged/robbed
Loss/misplacement leading to financial loss
	Members/ Partici pants
	3
	4
	12
	Prompt Deposit of Funds:
· All cash proceeds must be promptly deposited into the society's designated bank account or money hub immediately after each event.
· A designated individual will be responsible for securely storing cash in a predetermined location during times when banks are not open.
Minimizing Cash Handling for Charity Events:
· For charity events, encourage participants to make donations through online platforms like JustGiving to reduce the need for cash handling.
Secure Cash Storage:
· Cash collected must be kept in a lockable cash box to ensure its security.
Safe Handling for Committee Members:
· Avoid providing cash to committee members who will be traveling alone by foot. Instead, arrange for taxis or carpooling whenever possible.
· Ensure that cash is not visibly displayed or advertised when committee members are in public places.
Pre-Ticket Sales:
· Whenever feasible, offer the option for attendees to pre-purchase tickets to minimize cash transactions. This can include utilizing the SUSU box office or providing contactless payment machines for hire or loan.
Prevent Unattended Cash:
· Under no circumstances should cash be left unattended at any point.
Collector Safety and Non-Confrontation:
· Collectors should prioritize their own safety and should not engage with potential thieves.
· In the event of a confrontation, collectors are advised to surrender the funds without resistance.

	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


	Handling & Storing Money- Charity fundraiser
	Theft
Individuals being mugged/robbe d
Loss/misplacem ent leading to financial loss
	Memb ers, Partici pants, Charity
	3
	4
	12
	In adherence to Southampton RAG protocols, the following control measures will be implemented:
· Submission of a completed Charity Event form, followed by obtaining RAG approval.
· All necessary food hygiene certificates and event risk assessments must gain approval from the activities team.
· Collection buckets, bearing the charity banner, will be requested and collected from the SUSU activities/RAG office during office hours (Monday to Friday, 9 AM to 5 PM).
· A mutually agreed-upon time for the return of funds and collection buckets to the activities team, responsible for depositing funds and forwarding payments to the charity, will be established.
· To minimize cash handling, charity event participants will be encouraged to donate via online platforms like 'JustGiving.'
· Collection buckets must remain sealed at all times and should not be left unattended.
· Collectors will prioritize their personal safety and are advised not to confront potential thieves. In case of confrontation, they should relinquish the funds.
· A designated individual will be responsible for securely storing cash in a nominated location when the SUSU office is closed.
· Committee members traveling alone on foot should not be entrusted with cash; whenever possible, they should use taxis or personal vehicles for transportation, and cash should be kept out of sight while in public.

	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 to SUSU Duty manager and Complete a
· SUSU incident report


	Events involving Food
	Allergies
Food poisoning Choking
	All
	2
	5
	15
	· Food Safety Training: Ensure that all individuals involved in food preparation and handling have received proper food safety training and are aware of basic hygiene practices.
· Food Sourcing: Source food items from reputable suppliers and check for any recalls or safety alerts related to the food products being used.
· Storage and Refrigeration: Maintain proper storage conditions for perishable food items, including refrigeration at appropriate temperatures, to prevent foodborne illnesses.
· Cross-Contamination Prevention: Implement procedures to prevent cross-contamination, such as using separate cutting boards and utensils for raw and cooked foods.
· Hand Hygiene: Promote regular handwashing among food handlers and provide hand sanitizers at convenient locations.
· Allergen Awareness: Clearly label all food items with potential allergens and ensure that staff is knowledgeable about allergen information to prevent allergic reactions.
· Food Handling Gloves: Require the use of food-safe gloves when handling ready-to-eat food items

	1
	3
	3
	· Seek medical attention if problem arises
· Seek support from facilities staff














	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
	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

	Relevant committee members – president to ensure complete.
	Event dates TBC
	
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Relevant committee members – president to ensure complete.
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible manager’s signature: K Palmer

	Responsible manager’s signature: A Smallman

	Print name: Kylise Palmer
	Date:
14/09/23
	Print name: Amy Smallman
	Date 14/09/23






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

	· 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



