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University of Southampton Health & Safety Risk Assessment
		Version: 2.3/2017

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

	 Event Information

	1A) Contact Information:

	Main Contact for The Event: 
Hanna Soebari

	Email Address for Main Contact:
asrs1n25@soton.ac.uk

	Club or Society Name: 
Indonesian Student Society

	Contact Number:
07990129375

	1B) Event Information: 

	Event Name: 
Indonesian Cultural Festival 2026

	Event Date:
15th May 2026, 18:00 – 21:00 GMT
	Event Venue/s:
The Cube & Below Deck, SUSU Building 42
	Total Attendees: 
200

	Event Timings:
	Set Up: 09:00
Event Start: 18:00
Event End: 21:00
Pack Down: 22:00


	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	09:00-15:00 – SUSU Facilities team set up chairs, tables, committee set up decorations 
15:00-17:00 – Event walkaround and sound check 
17:00-18:00 – Team briefing 
18:00-19:00 – Doors open & Exhibition round
19:00-19:30 – Opening ceremony & Welcome speech
19:30-20:00 – First performance & Trivia quizzes 
20:00 -20:30 – Break with second and third performance 
20:30-21:00 – Closing performance & Farewell
21:00 – 22:00 Pack down

	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)

	The Indonesian Culture Festival is an annual cultural event organised by PPI (Indonesian Student Association) in Southampton, United Kingdom. Building on the success of previous events like the 2024 Indonesia Food Festival and 2025's music-focused edition, PPI aims to continue promoting Indonesian traditions internationally. This year, we expand to offer a holistic immersion into Indonesia's vibrant heritage and invite attendees on a virtual journey across Indonesia's diverse regions—West, Central, and East—highlighting each authentic elements such as regional cuisines, traditional games, spice tasting, and local dialects. With the theme 'Wandering Indonesia: Bhinneka Tunggal Ika’, the festival embodies Indonesia's official national motto, translating to 'Unity in Diversity’ which derived from a 14th-century Old Javanese poem. It symbolises that, despite the immense ethnic, cultural, linguistic, and religious diversity, the people are one. Applying the same principle, this event allows the international community not only to observe but also to promote meaningful engagement, curiosity, and cross-cultural appreciation through an authentic, hands-on encounter of Indonesia's rich cultural tapestry. 


	Volunteers hosting the event

List all committee and volunteers that will be present and responsible for the event, as well as their role.
	Event lead: Hanna Soebari
Host: Dave & Dyah
Performance lead: Nomensen Pararathon
Logistic lead: Levina Vinanda
Food lead: An Nisa Nurul Suci
Media lead:Charlotte Sugoro
Public relation lead: Banu Rinaldi


	Food provision

For full guidance on this click here. 

	Food provided light meals in the form of baked goods and snacks


	Security & First Aid Requirements

Is external first aid or security being hired? Who are the qualified first aiders in the group should a medical emergency occur?

	First-Aid Kit is provided throughout the event

	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	Projected ticket income: £1160 (based on 80% of tickets being sold)
Projected sponsorship: £500
Venue hire: £318
Food: £1000
Booklet: £150
Decoration: £100

Projected profit: £92


	1C) Only required if an external company/external speaker will be on site for the event
· If you are inviting an external speaker to campus for your event, you are required to submit this form to legalservices@soton.ac.uk at least 15 working days before the event. For more guidance on this please click here.

	Business Name: 
N/A

	Business Contact Name: 
N/A
	Email Address: 
N/A

	Contact Number: 
N/A


	Arrival On Site: 
N/A

Departure time: 
N/A
	Company’s Risk Assessment Link:
N/A
 
	Company’s Insurance Link: 
N/A

	Company’s Public Liability Information Link: 
N/A




	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 
	Minor to moderate injuries (e.g., sprain, bruising) due to cluttered walkways or spilled food
	Guests, performers, staff
	3
	3
	9
	· Keep all boxes and equipment out of main walking areas, stored under tables or in designated areas
· Secure any cables with cable ties or covers
· Floors kept dry and clear, regular checks by organisers
· Clean up any food or drink spills immediately
· Maintain clear and visible walkways with no obstructions, ensuring they are wide enough for comfortable passage
· “Wet floor” and hazard signage must be used promptly in area where cleanings are occurring
· Instruct staff and performers to wear appropriate footwear during the event
· Ensure proper lighting in all walkways to enhance visibility
	1
	2
	2
	· Ensuring cleaning teams are visible and available to quickly address any spills
· Monitor crowd movement to prevent overcrowding and ensure safe passage for all individuals
· Assign a designated team to conduct regular safety checks during the event and report hazards immediately
· Contact emergency services if needed 
· Report incident to SUSU duty manager and complete a SUSU incident report: https://www.susu.org/groups/admin/howto/protectionaccident.  

	Manual handling, including setting up of equipment. E.g. table and chairs  
	Bruising or broken bones from tripping over table and chairs.
	Organizers and setup crew
	3
	3
	9
	· Assign at least two people for each large item during setup
· Work in teams for handling bulky items to reduce individual strain and prevent accidents
· Use tools (e.g., hand trucks) to move heavy objects, available through SUSU facilities
· Make sure anyone with any pre-existing conditions isn’t doing any unnecessary lifting 
· Check stability of all tables and chairs before event starts to ensure they are secure
	1
	2
	2
	· Assign a designated team to double-check the stability and placement of equipment before and during the event
· Have additional staff available to help with the setup to reduce the physical load on each individual
· Set up markers around the setup area to restrict unauthorized access and prevent accidents
· Keep setup area organized and clean throughout the preparation phase
· Schedule regular breaks during setup to reduce fatigue and the risk of injury
· Have additional staff available to help with the setup to avoid overloading any individual
· Seek assistance if in need of extra help from facilities staff/venue staff if needed. 

	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. 
 
Use ticketing system (SUSU Box Office) for regular sessions/meetings 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.


	Costumes/Fancy Dress
	Props/costumes causing injury or offence
	Event organisers
	2
	1
	2
	Ask members to only bring small items and use sensibly. 

Members of the Committee 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
	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.


	Travel by foot
	Disturbance to neighbourhood, participants getting lost, increased risk to personal safety, vehicle collision causing serious injury  

	Event organisers, event attendees, Members of the public 
	4
	3
	12
	Members are responsible for their individual safety and are expected to act sensibly.

Local venues known to UoS students chosen.

Event organisers will be available to direct people between venues.

Attendees will be encouraged to identify a ‘buddy’, this will make it easier for people to stay together.

They 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 someone else. If required a taxi will be called for them (ideally SUSU Safety Bus will be used, or Radio Taxis). 

Be considerate of other pedestrians and road users, keep disturbance and noise down.

 
	2
	fire
	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

	Travel by car, train, bus, plane when leaving the local area. 
	Vehicle collision – causing anything from minor to severe injuries, as well as mental health issues.  
	Members, those driving, members of the public
	2
	5
	10
	Group committee to check that drivers have the relevant licences and insurance for the mode of travel. This includes if they have completed a SUSU minibus test. 
Members expected to drive or travel in a sensible manner, with those doing otherwise to face disciplinary action (from the club/society in the first instance).
Can cause reputational issues, especially if driving SUSU branded vehicles. Importance of this to be reminded. 
	1
	5
	5
	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

	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.

	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
	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.

	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.

Warn those attending to prepare by wearing appropriate clothing and footwear e.g. via social media posts, email invites.

In the case of hot weather organisers to advice participants to bring/wear appropriate level sunscreen, and to hydrate (especially if drinking alcohol).


	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.

	Injury during performances
	Injuries such as sprains, strains, wardrobe malfunction or falls on stage
	Performers
	2
	3
	6
	• Rehearsals conducted to familiarise performers with the stage layout
• Ensure proper footwear and clothing for all performers
• Stage kept dry and clear obstacles
• Avoid risky choreography to reduce the likelihood of falls
• On-site first-aid kit available
• Performers briefed on the importance of warming up to avoid muscle strain
• Clear makings for stage boundaries to avoid performers accidentally stepping off the stage

	1
	2
	2
	• Monitor performers closely during rehearsals for any potential risks (discomfort, weakness, signs of injury)
• Have medical personnel on standby near the stage throughout the event
• Provide additional safety training for performers on how to reduce the risk of common injuries (e.g., warm-up, stretch, technique adjustments)
• Performers to report any pre-existing injuries or health concerns before the event to organizers



	Physical Exertion/injury in class
	People may trip, fall, or slip, due to generally slippery flooring or due to trip hazards
	All those participating in the class
	2
	3
	6
	· Encourage all dancers to wear appropriate footwear and advise on what this is.
· Ensure that trip hazards are identified and removed.
· Ensure there are regular drinks breaks in class especially in hot weather.
• Ensure there is access to a first aid kit and ice packs encase of injury.
	1
	3
	3
	Ask the students at the start of class if they have had any recent injuries so the teacher can accommodate for these.
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.

	Falling while participating in activity
	Injuries and Bruising
	All those participating in the class

	3
	1
	3
	· Maintain split ability classes to ensure students are not pushed beyond what is safe for them.
• When learning new tricks make sure the students are fully comfortable and have spotters/support around them. 
	2
	1
	2
	If an individual is at risk of falling due to slippery footwear, ask them to change and dance in a more suitable and safe clothing
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.
• 

	Exhaustion
	Could Lead to an increased likelihood of injury or when hot, fainting. 
	All those participating in the class

	2
	1
	2
	· Ensure all dancers are aware of where they can get water.
· Ensure there are plenty of water breaks in the classes. Especially in adverse weather conditions.
• Ensure no dancer feels obligated to over- exert themself.
	1
	1
	1
	If a student appears exhausted, be proactive in advising them to sit out and eliminate risk of further exhaustion. 
If Weather conditions are adverse eg: very hot president to make a call on if class should be on. 
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.

	Dropping or hitting instruments
	Damage to instruments

Injury to surrounding people
Damage to space being used
	Those in the vicinity
	2
	3
	6
	· Make sure everyone is spaced out as much as possible so people can move around as much as possible
· Larger instruments/instruments that move a lot (trombones) are given extra space
· Instruments to be put in case or safely out of the way when not in use
· Nothing to be kept on the floor unless essential
	1
	3
	3
	Committee to ensure room booking is adequate with enough space to accommodate larger instruments. Request room changes as needed 
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

	Moving/setting up instruments and stands
	Back/muscle strain from lifting items that are too heavy

Trapping fingers in stands or other items

Damaging equipment

Dropping equipment on feet/another person

Falling moving equipment on stairs

	Those setting up and members nearby or assisting.
	2
	3
	6
	· Any heavy items lifted by multiple people
· Use lifts where possible for heavy items, where not possible extreme caution to be used and additional members should be on hand to assist
· Request tools to support with move of heavy objects- SUSU Facilities/venue. E.g. hand truck, dolly, skates
· Teach members how to correctly carry equipment and how to safely set up specific items and don’t allow untrained members to assist
· Those carrying things be accompanied by someone able to clear a pathway open door
· Committee to ensure adequate time for set up and pack down is planned for /allocated when bookings are made
	1
	3
	3
	Committee to ensure tech team recruited/trained to move and set instruments

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

	Cables/wires in area
	Tripping over wires and causing injury

Pulling over equipment and causing it damage or further injury
	Those in the vicinity
	3
	3
	9
	· Any cables to be organised as best as possible and trailed away from walkways
· Cable ties/to be used if necessary
· Hazardous sections to be blocked off e.g. using chairs & signage
	1
	3
	3
	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

	Unmonitored Speakers causing feedback/deafening noise
	Hearing damage

Disruption to unrelated activities/complaint
	Those in the vicinity and potentially members of the public in the building/nearby 
	4
	3
	12
	· Someone with relevant sound/tech training or know-how nearby to monitor levels
· Microphones/speakers turned off when not in use
· Volume kept low
	2
	2
	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

	Consistent (intentional) loud noise
	Hearing damage
	Those regularly in the rehearsal
	4
	3
	12
	· Recommend earphones are used by affected members
· Position musicians appropriately so direct exposure is minimised 
· Mutes/screens utilised if/where appropriate
· Avoid use of small, confined spaces
	3
	2
	6
	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

	Electrical Equipment e.g. Laptops/computers, speakers etc.
	Trip hazard and Fire hazard
	All participants and organisers/staff and spectators  
	2
	3
	6
	· Ensure no liquids are placed near electrical equipment.
· Remind Dancers not to leave trailing wires.
• Turn off plug sockets when not in use.
	1
	3
	3
	Seek medical attention if 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.


	Security of Personal Belongings
	Belongings being damaged or stolen
	All participants and organisers/staff and spectators  
	2
	3
	6
	· Remind Dancers to only bring essential items.
• Remind dancers to take care of their belongings and that they are responsible for them. 
	1
	3
	3
	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.

	Electronics
	Risk of eye strain, injury, electric shock
	Committee and attendees

	2
	4
	8
	Ensure regular breaks (ideally every 20mins) when using screens 

Ensure screen is set up to avoid glare, is at eye height where possible

Ensure no liquids are placed near electrical equipment

Ensure all leads are secured with cable ties/mats etc
	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

	Accessibility:

Entrances and Exits to the chosen area. 
	Participants may be prevented from attending the activity due to a lack of considerations of accessibility needs and requirements. 

They could also be prevented from leaving the area quickly in an emergency if the correct infrastructure and considerations have not been made.  
	Participants, committee
	1
	5
	5
	All areas chosen for activity will have their suitability checked. 

If a closed activity for members, members will be consulted to ensure there are no accessibility requirements. 

If an open activity, committee will consider all accessibility requirements and ensure that the area chosen is as accessible as possible. 
	1
	5
	5
	In case of an emergency, call the emergency services on 999. 

If those with accessibility problems have not been able to exit, make the building manager and emergency services aware. 

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.

	Food poisoning or allergic reactions
	Illness, possible severe allergic reactions requiring medical help
	Organizers and guests consuming food
	2
	5
	10
	· Food prepared by certified individuals, following food hygiene standards. All cooking products must reach 65-75 internally
· Ingredients checked for allergens; allergen information clearly displayed
· All food is stored away from contamination risks
· Regular handwashing and sanitization protocols enforced for food handlers
· First aid kits with necessary allergy medications provided at food handling stations
	1
	3
	3
	· Encourage guests to inform staff of any allergies or dietary restrictions when entering
· Train food handling staff on proper allergy management procedures (e.g. what to do in case of a reaction)
· Regular checks on food preparation and storage areas for compliance with hygiene and safety regulations
· Assign staff to monitor guests with known allergies and guide them to safe food options

	Serving and preparation of food 

	Allergies
Food poisoning Choking 

	All
	3
	5
	15
	· Homemade items to be avoided by those with allergies
· Precautions 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

	Contamination of food through food preparation 

	Illness, Food poisoning, Allergy. 

	All
	2
	3
	6
	· Ensure all food is prepared in advance and done in a clean and hygienic environment. In line with the level 2 food hygiene training. 
· Ensure all ingredients used when making items are within their used by or best before dates.
· Ensure all frozen food is thoroughly defrosted before use. 
· Endeavour to not cross contaminate food such as nuts and let customers know if cross contamination is a possibility.
	1
	3
	3
	· 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 

	Storage and 
display of food 

	Illness, Food poisoning, Allergy. 

	All
	2
	3
	6
	· Keep any products containing fresh produce in the fridge. 
· Do not leave any food out for longer than 4 hours. 
· Store all products in a clean sealable container away from raw foods. 
Transport baked product in a clean sealable container 
	1
	3
	3
	· 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 

	Food allergies and dietary requirement s 

	Illness, Allergic reaction 

	Customers 

	3
	5
	15
	· Where possible remove common allergens form ingredients: allerg en-chart-1.docx 
· Lists all 14 of the core allergens. 
· Ensure each baked food is labelled with its name and list of ingredients. 
· Have a list available of all ingredients for any products sold at the stall. 
· Always use recipes from reputable sources.  
Make sure to keep any packaging. 
	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
For more information on
allergens: Providing food at community and charity events | Food Standards Agency 

	Food temperature 

	Food poisoning, illness, perished stock
	All
	2
	3
	6
	· Keep any products containing fresh produce in the fridge. 
· Do not leave any food out for longer than 4 hours.
· Ensure all products or produce are stored as describe on packaging.
Ensure all items are cooked to correct temperatures from reputable recipes or packaging. 
	1
	3
	3
	· 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

	Equipment malfunction
	Failure of audio/visual equipment, lighting, or stage equipment, leading to disruption, injury, or panic
	Performers, staff, guests
	3
	3
	9
	• Test all equipment before the event to ensure proper functionality
• Have backup equipment available
• Assign SUSU technicians to monitor equipment throughout the event
• Provide a training session for designated staff on how to troubleshoot common equipment issues 

	1
	3
	3
	• Perform routine maintenance checks on equipment before the event starts
Conduct rehearsals with the equipment to ensure that all systems work smoothly under event conditions

	Overcrowding / Inadequate Meeting Space
	Injury or suffocation due to lack of space, panic, or overcrowding in specific areas 
	Guests, staff, performers 
	3
	3
	9
	• Monitor crowd density
• Ensure clear paths for crowd movement, emergency exits
• Determine and strictly adhere to the maximum venue capacity of the cube (180 people) 
• Use the box office system to manage ticket sales and limit the number of tickets sold to not exceed venue capacity. 
• Ticket checking will be strictly enforced at the entrance to ensure only registered attendees enter. 
• Staff will be trained to monitor crowd movement and flow, and to act promptly if any areas become congested.
Event staff will be assigned to entry/exit point to manage flow and prevent bottlenecks.
	2
	4
	8
	• Provide training for staff to manage crowd flow and direct individuals during the event


	Medical emergency (e.g., sickness, injury, pre-existing conditions, distress)
	Sudden illness, injury, distress, or worsening of pre-existing medical conditions. May require immediate medical intervention or hospitalization

	Guests, performer, staff
	2
	5
	10
	· Advise all participants to bring their personal medication (e.g., inhalers)
· 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.
· Monitor participants during the event for signs of fatigue



	Insufficient fire safety awareness
	Failure to react correctly in the event of fire, leading to injuries during an evacuation, also confusion about evacuation routes and what to do when the alarm sounds
	Guests, staff, performers
	2
	5
	10
	· All staff are briefed on fire safety procedures, including the location of fire exits and assembly points
Ensure all fire exits, escape routes are clearly marked and easily visible
	1
	5
	5
	· Implement a crowd management system to direct people calmly to exits during an emergency, avoiding bottlenecks and overcrowding
· 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)


	Handling & Storing Money- Own Society fundraising 
	Theft, Individuals being mugged/robbed, Loss /misplacement leading to financial loss
	Members, Participants 
	3
	4
	12
	1. Event cash should be deposited into the society bank account or Money Hub as soon as possible.
1. A nominated person will securely store the cash if the bank is closed.
1. All funds must be kept in a locked box.
1. 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)
1. 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
1. 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: 
1. Highlight the incident to any community police officers in the area/report to 111
Report incident to SUSU duty manager and complete a SUSU incident report: https://www.susu.org/groups/admin/howto/protectionaccident.

	Travel to and from venue
	Road accident, Vehicles collision -causing serious injury 
	Event organisers, event attendees, Members of the public 
	4
	3
	12
	1. Members are responsible for their individual safety when travelling to and from the venue, and are expected to act sensibly 
1. Local venue known to UoS students chosen 
1. Group travel is encouraged, with members checking in on each other when possible.
1. Avoid blocking pavements or spilling into roads.
1. Anyone who appears unwell or too intoxicated should be helped home, ideally accompanied; a taxi can be arranged if needed.
1. Be respectful of others—keep noise and disruption to a minimum.
	2
	2
	4
	1. Where possible venue chosen for the event will be local/known to members and within a short travel distance for members
1. Contact emergency services as required 111/999
1. 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

	
	
	
	
	
	
	· 
	
	
	
	1. 

	Counter protest, discrimination against the demonstration 
	Assault, violence or threatening/ Aggressive Behaviour 

	Event organisers and attendees
	2
	4
	8
	· Event planned for Highfield campus- a route well signposted and known for students
· Leaders to advise all participants to not engage/respond to any protests, aggressive behaviour- if safe to do so will encourage group to move on and remove themselves from situation- The event will be ended and students advised to return to campus if this continues 
· Prior information about event and what to expect given out so participants know what to expect via Facebook/social media posts
· Participants made aware they could join and leave the event at any time 
· Ensure that people are aware that this is an open space for discussion to discourage protest
	1
	4
	4
	1. Event organisers to call University Security if necessary. 
1. Emergency contact number for Campus Security: 
Tel: +44 (0)23 8059 3311 (Ext: 3311) Building 32, University Road Highfield Campus. 
1. Any incidents will be reported via UoS reporting tools 
1. Contact emergency services if needed 
1. Organisers will, following the event, share relevant information on support/signpost via social media channels etc. 

	Members getting lost or separated. Members leaving an event/activity alone or without notifying others.  
	During the event participants may decide they want to leave, or they may get lost on the way  
	Event organisers, event attendees 
	3 
	3 
	9 
	If a person leaves without warning all efforts will be done to locate them. Stress however that attendees are responsible for their individual safety.  

Committee to supervise meetings/socials and attend each venue. Ideally, they will not drink to excess during the event.  

Local venues known to University of Southampton (UoS) students chosen
	
	
	
	1. 

	Financial Risk:

Society finds itself in financial difficulty
	Club or society activity costing more than planned, weakening their financial position, incidents with members of the public, participants, staff or members causing lawsuits and financial penalties.
	The Indonesian society, members subject to lawsuits,SUSU if required to assist.
	2
	5
	10
	· Clubs and societies required to complete financial forecasting and budget for the year 
· All encouraged to review membership fees yearly, and committees’ commitment fee to ensure they are able to comfortably cover costs
· SUSU can offer clubs and societies loans – these will need to be agreed, and a payment schedule decided upon. Clubs and societies that have to rely on a loan will be subject to development plans to ensure their future is protected.
	1
	3
	3
	1. Avoid hosting financially high-risk activities unless fully budgeted and funded in advance. All events chosen (Balinese dance, Indonesian/British pop songs) are chosen to fit the international audience. 
1. Choose cost-effective alternatives for event elements (e.g., cheaper venues, digital alternatives for backdrop, minimize decoration if necessary).
1. Use ticketing or capped registrations to control participant numbers and manage event size in line with budget.
1. Training for committee members on budgeting and financial management.
1. Encourage individual committee members to seek advice when unsure about finances – last resort and dependent on initiative.

	Reputational Risk: 
For the club or society, as well as to SUSU and the University 

	Incidents during during club or society activity could pose a reputational risk to the club, 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 that any incidents involving public, or others are recorded and addressed. 
· Ensuring all members are 
· reminded that they are representing the club/society, SUSU and the University in (usually) branded clothing. 
	1
	1
	1
	1. A brief code of conduct will be communicated at the start of each event or activity, outlining expectations for respectful and responsible behaviour. 
1. Members will be encouraged to think carefully before sharing content online that could be associated with the club or University 
1. Any reputational incidents will be addressed promptly by the committee, with appropriate follow- up actions taken to prevent recurrence. 

	Legal Compliance:

Club or society activity going against set law. 

This includes breaches of the freedom of speech act
	Fines imposed upon the student group as well as SUSU. 

Jail sentences. 

Reputational risk to the student group, SUSU and the wider University 
	The club or society, committee and members, SUSU or the Wider University. 
	1
	1
	1
	All clubs and societies should ensure they are following set law at all times. If ever in doubt, they will contact the Activities team prior to the activity taking place. 

All who wish to bring in an external speaker must follow due process, available here

This will be looked over by the University Legal Services team, and may require security being consulted and an extra risk assessment being submitted. 
	1
	1
	1
	Club or society activity going against set law. 

This includes breaches of the freedom of speech act



	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 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. 

 
	Indonesian Culture Festival committee
	7 April 2026
	
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Indonesian Culture Festival committee
	7 April 2026
	
	

	3
	Complete a financial assessment of the event
	Indonesian Culture Festival committee
	
	
	

	4
	Organizers to confirm each premise is licensed
	Indonesian Culture Festival committee
	13 April 2026
	
	

	5
	All major incidents will be logged with SUSU the next day
	Indonesian Culture Festival committee
	16 May 2026
	
	

	6
	Route Planned and Shared in advance with attendees
	Indonesian Culture Festival committee
	15 May 2026
	
	

	7
	Nayla Kasman will be responsible for supervising the baking of the food, to meet the hygiene requirement 

	Nayla Kasman  
	15 May 2026
	
	

	Responsible committee member signature 1: 
	Responsible committee member signature 2:


	Print name: Wilson Wijaya

	Date: 01/04/2026
	Print name: Nayla Kasman
	Date: 01/04/2026




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


 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.

	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





Indonesian Culture Festival – Food & Beverages Menu
· Bakwan Jagung (Corn Fritters)
A savory Indonesian snack made from a batter of wheat flour, sweet corn kernels, scallions, garlic, and celery, deep-fried until crispy. Lightly seasoned with salt and pepper, sometimes mixed with grated carrots or cabbage. Cook will ensure the vegetables are washed before use, the internal temperature to reach 65°C while cooking, then store it into a clean container. 
· Wedang Uwuh
A traditional Javanese herbal drink known for its warm, aromatic flavor. Made with fresh ginger, sappanwood (adds natural red color), nutmeg leaves, clove leaves, lemongrass, cinnamon, and rock sugar. Known for its warming and revitalizing effects. Cook will ensure to use boiling water (temperature to reach 100°C) to make this. 
· Bengbeng
A chocolate bar layered with crispy wafer, caramel, and rice crisps, coated in milk chocolate. Sweet, crunchy, and indulgent. Committee will check the expiry date, the visual conditions of the packaging and the product, and ensure everything is safe to consume. 
· Potato Fritter (Perkedel)
Mashed potatoes mixed with ingredients like scallions, garlic, and sometimes corn or fried shallots. The mixture is seasoned, shaped into small patties, and then lightly coated in egg before being deep-fried until golden brown. Cook will ensure the vegetables are washed before use, the internal temperature to reach 65°C while cooking, then store it into a clean container.
Vegetarian: Served without corned beef in the mixture.
Non-vegetarian: Served with corned beef in the mixture. 
· Pisang goreng (Fried Banana)
Golden‑fried banana fritters with a crisp, delicate exterior and a warm, naturally sweet centre with banana, flour, cinnamon powder, & sugar powder as ingredients.

· Acar (Pickled Cucumber & Carrot)
Pickled vegetable condiment, typically made from thinly sliced cucumber and carrot, sometimes with added shallots, chilies, or pineapple. It's marinated in a sweet-sour pickling liquid made from vinegar, sugar, and salt, often served cold. Cook will ensure the vegetables are washed before use; no cooking required. 

· Jasuke 
Sweet, steamed corn layered with creamy condensed milk and a generous sprinkle of grated cheese. This comforting Indonesian treat blends natural sweetness, smooth richness, and a soft savoury finish, creating a warm and delightful flavour combination in every bite.

· Iced Tea (Free Refill)
Chilled black tea sweetened with liquid sugar. Refreshing and available with unlimited refills. Cook will ensure to use boiling water (temperature to reach 100°C) to make this. Also the committee will check the expiry date, the visual conditions of the packaging and the product, and ensure everything is safe to consume. 
· Tap Water
Fresh drinking water available for free to all guests. 
Food in Exhibition Stands
West Indonesia Time Stand
· Pempek
Fried fish cakes with a soft, springy texture, served with cuko—a tangy, sweet‑spicy vinegar sauce that highlights the signature of Palembang flavour.
Ingredients: Fish, tapioca, eggs, palm sugar, tamarind, & cucumber.

· Dodol
A soft, chewy Indonesian sweet made from slow‑cooked palm sugar, coconut, and sticky rice flour, offering a rich caramel aroma and smooth, indulgent texture.
Ingredients: Palm sugar, coconut, & sticky rice flour.

Central Indonesian Time Stand
· Kuku Macan
Crispy, golden pastries filled with sweet, fragrant coconut, offering a light and satisfying traditional treat.
Ingredients: Wheat flour, grated coconut, sugar, eggs, butter, salt, & cooking oil.

· Pisang Barongko
Steamed banana custard wrapped in banana leaves, offering a light, creamy texture and a gentle, natural sweetness.
Ingredients: Bananas, eggs, coconut milk, sugar, vanilla, & banana leaves.

Eastern Indonesia Time Stand
· Sagu Kukis
Delicate, melt‑in‑the‑mouth sago cookies with a light, crumbly texture and a subtle buttery sweetness. A classic Indonesian treat known for its airy feel and gentle flavour.
Ingredients: Tapioca flour (sago flour), butter, sugar, eggs, & vanilla.

· Wamena Coffee
A smooth, naturally sweet Arabica coffee from the highlands of Wamena, Papua, offering a clean flavour with gentle floral notes and a soft, pleasant finish.


Notes: 
· For cooks, handwash after touching certain food using warm water 
· We are aware of the 14 named allergens and will control for cross-contact during prep and service. 
celery, cereals containing gluten, crustaceans, eggs, fish, lupin, milk, molluscs, mustard, peanuts, sesame, soybeans, sulphur dioxide and sulphites, and tree nuts 
· Food will be cooked in hygienic domestic kitchens by trained members. All preparation areas and utensils will be cleaned following method: 
Pre-cleaning	: Remove loose debris, food scraps, and visible dirt using a cloth, scraper, or brush.
Main cleaning	: Use hot water (60°C) and detergent to clean surfaces, loosening grime and residue.
Rinsing		: Remove detergent residue and loosened dirt with clean, hot water. 
Disinfecting	: Apply a disinfectant to kill bacteria and other microorganisms. 
Final rinse		: Rinse away the disinfectant, if necessary, according to the product instructions. 
· A core temperature of 65°C for 30 seconds during cooking, for it to be considered it as cooked. 
· Water must be boiled to temperature of 100°C for 60 seconds for any drink menu. 
· If the fritters don’t reach 65°C, keep cooking until it does, or discard it. 
· If the water doesn’t reach 100°C, keep cooking until it does. 
· If the packaged product is expired discard it. 
· Cook will check the internal temperature of cooked food with a food/cooking thermometer. 
· Cook will check the temperature of water with a cooking thermometer. 
· Cook will create a checklist for all packaged products regarding the expiration date. 
· Supervisor check temperature and create logs for cold storage used. 
· Supervisor check temperature and create logs for each cooking session. 
· Full list of the menu and all allergens will be displayed clearly to consumers in the event. 
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