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	Risk Assessment Information
(What is this risk assessment for? Please provide a summary of the activity or event, including all relevant information)
	For a guest speaker Cllr Beccy Greenhalgh from USDAW (a UK trade union) to speak about how trade unions are securing gender equality. The event will be open to anyone in the university and will be free entry. Other political societies have been invited to attend (such as the greens and LibDems). 

This will occur on Monday the 9th of March (the day after International Women’s Day) at 18:45-19:45, preferably in 100/4011 as this is our usual meeting place, with sufficient space for our expected 20-30 attendees. Additionally, the building requires ID for entry at this time and is accessible with lifts. 
If this room is not available, any other lecture room/hall would be sufficient. 

Risk assessment follows the same as those for our weekly meeting RA, with additional considerations for guest speaker




	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
	

	Guest speaker considerations

	Harassment, intimidation, verbal abuse, violence
	Harm for guest speaker, attendees and/or reputation of society or university
	Those in vicinity
	2
	4
	8
	Inviting societies which have values of respect and similarly aligned values to speaker.
	2
	2
	4
	Those which engage in harassment, intimidation verbal abuse or violence at anyone within our outside of the event shall be asked to leave. Serious offenders shall be reported for their conduct via the report and support portal.

	Protest
	Disruption of event, intimidation of attendees and guest speaker, society reputation
	All those on campus, society reputation
	1
	4
	4
	Subject matter (gender equality and trade unionism) is not a subject matter that is likely to attract any form of protest and unlikely to evoke a strong emotive response if advertised. Speaker is not known to hold controversial views that may lead to protest and is not from an area with controversial geo-political situation. 
	1
	4
	4
	If signs of protest were to materialise, shall warn campus security immediately of the potential for it to grow. 

This circumstance however is considered very unlikely (though highly impactful if occurs)

	General Considerations (including group meetings)

	Slips, trips and falls
	Soft tissue injury e.g., sprain, bruising. Potential broken ankle or other breaks i.e. wrists etc. 
	All participants and organisers/staff and spectators  
	1
	3
	3
	Accessibility of the building should reduce the chances of injuries due to slips and trips, further reduced by only a small number of people that tend to use the building during meeting times. Injury is more likely on the way to the meeting, which will be managed by cancelling meetings during adverse weather conditions
	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 a committee member has been informed. Follow SUSU incident report policy.

	Fire
	Smoke inhalation, burns and more severe. Risk of extreme harm.
	All participants and organisers/staff and spectators  
	1
	5
	5
	Those leading the session must ensure they are aware of and fully understand the venue or locations 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. 

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.

	Setting up/moving or chairs/tables/other objects in the area.
	Bruising or broken bones from tripping over table and chairs.
	Meeting organisers and attendees
	1
	3
	3
	The room intended for hire does not require any setting up or moving of equipment.


	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

	Overcrowding
	Physical injury 
	Event organisers and attendees
	1
	3
	3
	Do not push/shove

Room booked has a capacity above that of the number of attendees, which will also make fire evacuation easier and safer for all participants
	1
	3
	3
	Seek medical attention if problem arises

With support from a SUSU Activities coordinator Inform UoS security team of the event (– on campus 3311, off campus 02380 593311. unisecurity@soton.ac.uk) and liaise with them on need for security teams on the day

Security team may inform police of the event if required (e.g. marches)


	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.

	Reputational Risk: 

For the club or society, as well as to SUSU and the University
	Incidents 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 intro 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
	

	Financial Risk:

For the club or society, or potentially even SUSU if the club/soc finds itself in 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 club or society

Members subject to lawsuits

SUSU if required to assist.
	1
	1
	1
	Clubs and societies required to complete financial forecasting and budget for the year. 

All encouraged to review membership fees yearly 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
	1
	1
	

	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
	

	Medical Issues: 

Pre-existing and process for any that appear during club or society activity 
	Illness, death 
	Members, committee 
	3
	5
	9
	All should know the location of the nearest first aider. Members do not need to disclose medical information to committee (GDPR), but all committee should know how to find a first aider and help quickly. Welfare secretary will follow SUSU guidelines and seek support where appropriate.

If in a Southampton Sport space, contact reception. If in SUSU, contact reception. If no-one can be found, contact campus Security – 02380 593311
Advise participants; to bring their personal medication

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

	1
	1
	1
	In an emergency, contact 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.




	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

	
	
	
	
	
	

	
	All equipment checked for any faults and danger
	Building manager
	-
	-
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	Print name: Euan Lowther-Allais
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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
6. Identify the impact and likelihood using the tables above.
7. Identify the risk rating by multiplying the Impact by the likelihood using the coloured matrix.
8. If the risk is amber or red – identify control measures to reduce the risk to as low as is reasonably practicable.
9. If the residual risk is green, additional controls are not necessary.  
10. 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. 
11. If the residual risk is red do not continue with the activity until additional controls have been implemented and the risk is reduced.
12. Control measures should follow the risk hierarchy, where appropriate as per the pyramid above.
13. 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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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.




