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The Union MMU
Risk Assessment Template
Student groups are required to carry out risk assessments as a duty of care towards your members and attendees at the events or activities you deliver. Risk assessments are a legal record of the risks identified and the steps being taken by the student group committee to control them. 

To help you complete this risk assessment, The Union has a short online training module about how to carry out a risk assessment, as well as a hazard checklist to help identify the different types of hazards your event/activity may have, which you can find on the Committee Resources Hub

	Assessment Ref No. and version: (e.g., if this is the first version you’ve completed it will be V1. If you’ve updated anything after a review meeting it will be V2)
	Assessed By: 
(Committee member(s) who filled out the assessment) 
	Approved by: (Union Member of staff who has approved document) 

	Date of Assessment: 


	Review Date: (e.g., 1 year, or sooner if there is significant change)
Date last reviewed:


	
	
	Checked By: (where appropriate)
	
	

	Location(s): 
[list all the locations where your society activity will be held]
	Activity: (Title & Description: describe what the activity involves with enough detail to allow the reader to understand what the risk assessment covers) 
Event Title: 
Date of the event:
Workshop/event organised by:
Time and duration:
Number of attendees:
Description of activity: 

Note: this is a general risk assessment template: the hazards and controls should be reviewed and adjusted by the person completing the risk assessment, and the risk scores should be amended accordingly.

	Overall assessment of the risk of harm or ill health after control measures have been implemented: 
(Tick the highest risk indicated in the Risk column below -please see Risk Grading Matrix at bottom of form) 		
	☐
	1 - 3

	
	☐
	4 - 6

	
	☐
	8 - 12

	
	☐
	15 - 25


	What are the hazards?
(What could cause harm?)
	Who might be harmed and how?
(People types and types of injury)
	Control Measures
(i.e., What has been implemented to reduce the likelihood and impact of harm?)
	Likelihood
(L)
	
Impact
(I)

	
Risk Rating
(L x I)

	Is any further action needed?
(i.e., controls to be implemented to reduce the risk further)
	Persons Responsible 
(ie. name of person(s) responsible for ensuring controls are in place)

	Slips and trips/ Physical Injury

	Members, attendees & committee may be injured if they trip over objects or slip on spillages. Adverse weather may result in slippery floors.

Bumps, bruises, grazes, sprains, and strains
	Inspect area prior to use for hazards (including sharps, litter and trip hazards)

Make sure trip hazards are identified and marked before the event starts. 

Contact emergency services in case of emergency.

Notify The Union should injuries occur (Accident form can be found in the committee handbook) 

Spillages and wet floors cleaned up/ reported to a Union member of staff

Wet floor signage to be used where applicable

First aid available via SafeZone app and Security on Tel:2222
	3
	2
	6
	
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Infectious diseases (including Flu, COVID-19, norovirus etc)

	Students, Staff, guest speakers, members of the public.
Transmission of communicable disease/infection
	Individuals who are unwell/ showing symptoms are advised not to attend campus

Encourage good hand and respiratory hygiene

Anyone wishing to use a face covering will be supported in doing so
	1
	2
	2
	
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Fire
	Members, Attendees & Committee/Event Organisers 

Burns, smoke inhalation, asphyxiation, distress
	Committee/Event Organisers are aware of activity location procedure in event of fire/fire alarm

Fire exits MUST be kept clear at all times

No smoking policy enforced for indoor events.

No candles or open flames are allowed in The Union building. 
	1
	3
	3
	Students advised to self-evacuate if the fire alarm activates and to meet at the assembly point: Outside of SODA building for The Union fire evacuations. 
 

Ask visitors and event participants to make the organiser aware if they require support in an evacuation
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	External/Guest Speakers
	Members, Attendees & Committee/Event Organisers/ The Union

Inappropriate content of speech.

Reputation of Society and The Union damaged.

	All external speakers must have been approved by The Union prior to event taking place.

External speaker request submitted at least 28 days before request.
	2
	3
	6
	
If an external speaker is flagged, extra precautions such as event tickets, extra security or other considerations may be required before the speaker is approved by Union staff.  
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Manual Handling: (e.g., speakers, tables, chairs etc.)
	Committee Members/Event Organisers

Musculoskeletal injury, cuts, bruises, strains, sprains, broken bones, impact from falling equipment


	If equipment is required to be moved in order to run an activity, committee members will request facilities setup with Reception in advance (moving tables and chairs)

Activities should take minimal set up

Use more than one person to carry/ move large equipment.
	1
	3
	3
	Expert guidance is in sourced in the event of moving exceptionally heavy or specialist pieces of equipment
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Cash Handling and Card Machine usage
	Committee of society and members 

Money lost and/or stolen.

Risk of injury if theft attempted
	Money raised from event/activity is paid into The Union finance office as soon as event/activity has finished (or within 24 hours if taking place outside of opening hours).

Money taken for events taking place in Union main hall outside of finance opening hours are stored in bar safe overnight.

Money will never be collected into someone’s personal bank account 

Lockable money tins are used to store money.

Money tins and card machine are not left unattended at any point. 



	1
	3
	3
	Societies wishing to use the card machine or a cash float must request so with their Communities Lead prior to any event. 
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Food Allergies and Poisoning 
	Members & Attendees

Choking, illness or death due to exposure to food allergies.

Illness caused by food poisoning.
	Societies to adhere to guidance outlined in Union bake sale and catering at events documents on the committee hub. 

Ingredients listed for all food items with possible allergies marked. 

Attendees asked about food allergies prior to attending event/activity if large scale catering is provided

Food hygiene certificates requested from external catering suppliers.  

First aid available via SafeZone app and Security on Tel:2222
	2
	3
	6
	
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Injury Caused By Equipment
	Members, Attendees & Committee/Event Organisers 

Cuts, bruises, scratches, strains/sprains, impact injuries, broken bones, electrical shock.
	Ensure all equipment used is in good condition. 

Equipment stored safely when not being used.

Committee to check skill level of participants to avoid injury while using equipment.

Committee monitor use of equipment and ensure it is being used safely and responsibly at all times.   

Electrical equipment being used is in good condition or has been PAT tested.
	1
	1
	1
	
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Antisocial behaviour: violence and aggression, including alcohol or drug use
	Members, Attendees & Committee/Event Organisers, guest speakers, members of the public 

distress or physical injury  

	Incidents to be reported to Union member of staff

The University has a Safeguarding policy in place and all staff have received information on the policy

Committee members must be aware of how to contact Security: by calling 2222 or via SafeZone app

Instigators of antisocial behaviour will be escorted from the campus by Security and the Police will be contacted 

Incidents involving violence or aggression to be reported 
	1
	1
	1
	
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Space: crowding and furniture, including decorations, stage, activities etc
	Members, Attendees & Committee/Event:

Impact injuries due to contact with furniture if insufficient space to move around. 


	Space requirements are considered when an event is set up 

Adequate evacuation routes always maintained 

Damaged furniture to be reported

Density of crowd to be monitored
	1
	1
	1
	All committee members are expected to attend health and safety training either in person or virtually 
	XXXX (name of committee member(s) or person(s) responsible for ensuring controls are in place)

	Society Specific Hazard 1
	Examples:
· Regular Physical Activity
· Stalls
· Fundraisers/ campaigns (political content) 
· Will specialist equipment be used regularly?
· Outdoor activity?
· Group management when out in public
· 
	
	
	
	
	
	

	Society Specific Hazard 2
	
	
	
	
	
	
	

	Society Specific Hazard 3
	
	
	
	
	
	
	



















	
Risk Grading Matrix
	IMPACT

	
	Insignificant (1)
	Minor (2)
	Moderate (3)
	Major (4)
	Severe (5)

	Health
	Requires short break from the work activity
	Short period of ill health <7 days off work
	Ill health requiring >7 days off work
	RIDDOR reportable disease
	Life changing or life limiting disease

	Safety
	Minor injury / first aid treatment
	Injury resulting in <7 days off work
	Injury resulting in >7 days off work
	Major injury: loss of limb or broken bones
	Injury requiring extensive rehabilitation or fatality

	Compliance
	Raised as Audit/Inspection observation
	Raised as minor non-conformance 
	Raised as major non-conformance
	Breach of legislation: reported to/visit from regulator
	Regulator improvement notice, prosecution

	LIKELIHOOD
	Rare (1)
	May never happen/only in exceptional circumstances (e.g., probability <0.1 %)
	1
	2
	3
	4
	5

	
	Unlikely (2)
	Not expected to happen but may occur (e.g., probability 0.1-1%)
	2
	4
	6
	8
	10

	
	Possible (3)
	Has happened before, may happen again (e.g., probability 1-10%)
	3
	6
	9
	12
	15

	
	Likely (4)
	Will probably happen (e.g., probability 10-50%)
	4
	8
	12
	16
	20

	
	Almost Certain (5)
	Expected to happen in most circumstances (e.g., probability >50%)
	5
	10 
	15
	20
	25



	Risk Rating
	Action Required to Control the Risk

	1-3
	No action – no further action but ensure controls are maintained and reviewed

	4-6
	Monitor – look to improve at next review or if there is a significant change

	8-12
	Action – improve within specified timescale

	15-25
	Urgent action – Stop the activity and take immediate action to maintain existing controls rigorously




2
General Student Groups Risk Assessment Template 
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