Generic Event Risk Assessment 
Date: xx Month 2009		Assessed by:					Location: City Campus East		Assessment No: 
				Reviewed by:					Review Date:  
Task/Premises: Generic Event in City Campus East – to be read in conjunction with the CCE Premises Risk Assessment
AREA/ACTIVITY:
	 
No
	Activity/Plant/Materials etc.
	Hazard
	Person in Danger
	Severity
1-6
	Likelihood
1-6
	Rate
	Measures/Comments
	Result *

	1. 
	Fire/emergency evacuation
	Death or serious injury from fire or inhalation of smoke
	Event delegate
	
	
	
	· Health and safety guidance notes should be incorporated during the event induction
· All building users visitors made aware of action in the event of a fire via signage throughout the buildings
· Personal Emergency Evacuation Plans for visitors
· Follow instructions from fire co-ordinators and fire marshals 
· Fire Assembly Point sign situated in the car park
	

	2. 
	Medical conditions/special needs/first aid
	Collapse/adverse reaction/accident or injury
	Event delegate
	
	
	
	· Caretaking, Security, Cleaning Supervisors, some Support and School staff are first aiders. In all instances  Call ext.3200 First aid notices displayed throughout buildings
· First aid kits maintained by nominated first aiders
· Delegates asked to make event organiser aware of any pre-existing medical conditions or required specialist medication
	

	3. 
	Fall from CCE2 terrace or NBS/Law Balcony or Boardroom
	Injury from fall
	Event delegate
	
	
	
	· CCTV cameras 
· Keys managed by School  or Estates staff
· Security patrols
· Warning signage on Design terrace
· No furniture to be taken on to the Law/NBS 3rd and 4th floor balconies
	

	4. 
	Pedestrian and vehicle movement on site
	Injury from vehicle
	Event delegate
	
	
	
	· Directional signage in place
· Observe speed limit signs in place
· Access barrier slowing down vehicles accessing rear of CCE1 through pedestrianised area
· Turning circle to slow vehicles entering car park
· Drop off point a safe distance from pedestrian routes
	

	5. 
	Use of stair cases
	Accident in stair core exit 3/café tills area
	Staff, students, delegates
	
	
	
	· Staff permitted to use stair core1-6
· Students permitted to use stair core 1, 2, 5 and 6 
· Signage in lecture theatres and doors to stair core 1 identifying student access
· Queuing on stairs will not be permitted, manage the queue in the lecture theatre breakout area
	

	6. 
	Congestion in lift lobby
	Congestion, discomfort, injury from fall/collision
	Staff, students, delegates
	
	
	
	· Access control reader released 8am-6pm Monday to Friday
	

	7. 
	Conference delegates congregating in breakout area
	Number of people in restricted area, discomfort, congestion
	Staff and guests
	
	
	
	· Allow enough time between sessions/ breaks for circulation
· Ensure numbers are considered while finalising layout and timings
· Use of marshals, nominated staff and or barriers to help control circulation

	




	8. 
	Management of layout in exhibition area
	Layout must not impede fire escape routes
	Staff, students, delegates
	
	
	
	· Layout must be agreed in advance and remain in place unless changes agreed with Services Manager.
· Layout agreed with consideration given to additional numbers of people using building,  access to fire exits, cable management. 
	

	9. 
	Access Control and Smartcards
	Injury due to congestion.
	External visitors
	
	
	
	· For groups smaller than 30 Visitor Smartcards can be arranged with reception
· For larger groups individual access control units can be switched to free flow
	

	10. 
	Equipment or materials delivered to lecture theatres/seminar rooms
	Risk of injury through collision.
	Staff, students, delegates
	
	
	
	· Only trained staff/delivery personnel/personnel nominated by event organiser to undertake manual handling.
· Arrange movement at quiet times e.g. before conference starts or finishes, when group is in lecture theatres or seminar rooms
· Deliveries are to be supervised to ensure materials are moved through stair/lift lobby without injury to building users.
	

	11. 
	Hot beverages
	Scald/burn from drinks
	Staff, event delegate
	
	
	
	· Cups not over filled, lid provided with take away cups with insulated sleeve
· No cups to be taken into lecture theatre

	

	12. 
	Lunch
	Risk of injury due to congestion
	Staff, students, delegates
	
	
	
	· Area can be sectioned off so that normal building users and delegates can be kept separate
· Multiple service points can be arranged for delegates to reduce congestion in one area
· Starbucks coffee pod used to sell pre packaged food for normal building users who will have been notified of any changes in advance
	

	13. 
	Clearing away plates and waste
	Accident while carrying plates 
	Staff, students, delegates
	
	
	
	· Set up various shelving areas where used plates can be collected and stored
· Advise delegates of where they are to dispose of their used plates
· Member of café staff to monitor shelves and tables and clean where necessary
	

	14. 
	Clearing away any spills
	Slip/fall
	All building users
	
	
	
	· Duty Cleaners/Caretakers to damp mop and then dry mop the area to make it safe but without making the area slippery
· Once spill identified mark the area with ‘Caution Wet Floor’ signs until cleared up
	

	15. 
	Incident resulting from consumption of alcohol
	Fall, intimidation, violence, vomiting, unauthorised Access 
	Staff, students, delegates
	
	
	
	· Restrict access alcohol service point event attendees.  
· Door staff to manage access at a ration of 1:100 guests 
· Licensee to withhold alcohol from anyone who is intoxicated
	

	16. 
	Glass breakages
	Cuts, lacerations
	Staff, students, delegates
	
	
	
	· Confine glass to indoor use
· Drinks service in plastic glasses if taken outside
· Cleaner/Caretaker/ Catering staff to clear up promptly and dispose of broken glass
	

	17. 
	Cloak room
	Mobility impaired due to carrying excess items
	Delegates
	
	
	
	· Cloak room with key available for conference organiser to manage. 
	

	18. 
	Power cables
	Trip hazard
	Staff, students, delegates
	
	
	
	· Cable tidy to be used if trailing cable
· Do not overload power sockets 
	

	19. 
	Portable appliance testing
	Injury from faulty equipment
	Event delegate
	
	
	
	· All electrical equipment with the exception of lap top computers, brought in to the premises requiring power to be fit for purpose and Portable Appliance Tested 
	



T =Trivial Risk, A = Adequately Controlled, N = Not Adequately Controlled, U = Unable to Decide, F = Further Information Required


Northumbria University – Risk Assessment Form

	
To be completed by the manager undertaking the risk assessment
Name:                                                                                                     Job Title:

Signature:                                                                                              Date:

	
To be completed by the Senior Manager

I consider this risk assessment to be suitable and sufficient to control the risks to the health & safety of both employees undertaking the tasks and any other person who may be affected by the activities.
Name:                                                                                                     Job Title:

Signature:                                                                                             Date:

NB – if senior managers do not agree that the risk assessment is suitable and sufficient then the assessment must be reviewed.             




