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Helping Hand – Risk Assessments

As a Student Group you will want to hold various events and activities throughout the year, which the Union actively encourages. As a Student Group leader you need to ensure that these events and activities have been risk assessed to ensure the safety of everyone involved. This may sound daunting but it really isn’t as Risk Assessments are just common sense, this Helping Hand will give you guidance on how to complete a Risk Assessment and some handy hints and tips. 

If you are still unsure of how to complete your Risk Assessment after reading the Helping Hand come and see any member of Student Activities & Development who will be happy to help. 

When to complete a Risk Assessment?

Risk Assessments need to be completed whenever you are holding an activity or event, this could be an event in a Union Bar (only if you are doing activities outside the ‘normal’ ones), a stall selling food, a fashion show or anything else your Student Group wants to do.

Risk Assessments can be collected from any Students’ Union Office or by emailing student.activities@bcu.ac.uk  

You will need to complete the RA at least a week before the event is held, if you haven’t completed a RA your event could be cancelled. 

After you have completed the RA hand it in to any Students’ Union Office or email it to the above address. Ensure you have a copy for yourself as you will need to communicate the assessment to your members and also use it as a point of reference during the activity or event.

How to complete a Risk Assessment? 
The following information explains the different columns of the risk assessment form:
	St
	Student

	S
	Staff-member (Core and Student-staff)

	V
	Visitor

	C
	Contractor

	Vol
	Volunteer

	Pu
	Member of the Public

	Yp
	Young Person (under-18)

	Nm
	New-mother


BRIEF DESCRIPTION OF ACTIVITY OF ASSESSMENT

In this space please detail what the activity is and what exactly you’ll be risk assessing in terms of ‘what goes on’; this is an introduction to your risk assessment.  

PERSONS AT RISK

The abbreviations are explained opposite.  It is important to define who your activities may affect when completing a risk assessment.

COMMUNICATING THE RISK ASSESSMENT

When completing the risk assessment you will highlight anything that may put an individual/group or the organisation at risk of harm (either in terms of personal safety or financially) as well as highlight the steps you’ll take on behalf of the Union and your Student Group to ensure things don’t go wrong and our members, staff and visitors are safe.  This inevitably means certain risks need to be communicated to your members before the activity. This may be done through email, signage or in a meeting before the activity begins. 
COMPLETING THE ASSESSMENT:
Below is a run-down of the columns you’re asked to complete when assessing risk:
Identifying hazards:

Hazards are things that can go wrong or cause harm.  Please refer to the hazard helper list if you think you have missed anything relevant to your activity.  

Potential Consequences:

If a hazard can cause harm, the consequences should state the impacts of that harm, such as ‘major injury’, ‘death’ or ‘distress’ or ‘minor injury’ (these are examples and not exhaustive).

Responsibility:

It is not always your legal responsibility to ensure all aspects of your area is safe; if the responsibility attributed to a hazard lies with someone else, as an assessor it is up to you to notify that person/Department of their responsibility and communicate any actions that may be involved in reducing the risk of the hazard occurring.

Likelihood and ‘Likelihood x Severity’ calculation:

Below is an example of a risk rating chart you can use to assess the severity of a hazard and how likely it is that it may happen.

The chart follows the principle that, across the top, numbers 1-6 rate the severity of any harm, and down the left-hand-side numbers 1-6 rate the likelihood something might happen, and then they are multiplied to give a number to be ascribed to the LxS column.

	Risk assessment = level of risk
	1

No injury or damage
	2

First aid or minor property damage
	3

Injury affecting person for up to 3 days
	4

Injury affecting person for more than 3 days
	5

Long term or major injury or extensive property damage
	6

Death or disabling injury

	1

Almost impossible
	1
	2
	3
	4
	5
	6

	2

Very unlikely
	2
	4
	6
	8
	10
	12

	3

Unlikely (less than 50% chance)
	3
	6
	9
	12
	15
	18

	4

Likely (more than 50% chance)
	4
	8
	12
	16
	20
	24

	5

Very likely
	5
	10
	15
	20
	25
	30

	6

Virtually certain
	6
	12
	18
	24
	30
	36


Control measures & actions:

These are the important bits!  In this column you are to describe how you’ll make your activity safe and minimise hazards and/or their likelihood of happening.  What you should aim to have by the end of the assessment is a to-do list of things you need to make sure happen or are happening for your activity to be safe.
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Daily Area Use
	●
	General
	●

	Uncomfortable temperature/extreme exposure to sun/cold
	
	Aggression / conflict / contact between users of area
	

	Insufficient or unsuitable space for area activity
	
	People/members feel excluded from area
	

	Untidiness – causing obstruction/trip or fire hazard
	
	Cash handling
	

	Slip, trip and/or fall hazards
	
	Medical conditions of people using area
	

	Stairs – e.g. steep/no handrail/constant use/overcrowded/too many
	
	Food-related hazards (poisoning, choking, sickness)
	

	Lack of/obstructions to fire escapes or extinguishers
	
	Transport ; use of vehicles 
	

	Inadequate ventilation
	
	Equipment & storage
	●

	Inhalation of dust/unsanitary environment
	
	Equipment in unsuitable condition
	

	Wet or damp area
	
	Noise from equipment
	

	Broken windows / doors / locks
	
	Equipment with moving / hot parts
	

	Structural hazards
	
	Risk of trapping body/clothing in equipment
	


	Manual handling and heavy lifting
	
	Inadequate environment for equipment operation
	

	Electrical hazards & items causing hazards 
	
	Inadequate protective equipment
	

	
	
	Falling items/unstable storage areas
	

	Event-related hazards
	●
	Hazardous substances
	

	Overcrowding
	
	
	

	Activity could bring Group & Union into disrepute
	
	
	

	Ignorance of rules and / or procedures
	
	
	

	Unsafe behaviour or attitude
	
	
	

	Broken glass/items and/or spillages
	
	
	

	Use of illegal substances
	
	
	

	Intoxication / alcohol abuse
	
	
	


The Risk Assessment:

	Assessor Name and Student Group:
	
	Email/Phone of Assessor:
	

	Brief Description of Activity:
	Persons at risk:
	St
	S
	V
	C
	Vol
	Pu
	Yp
	Nm
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	
	Date Control Measures Implemented:
	

	
	

	
	
	

	
	

	
	How will you communicate the risk assessment to your members?

	
	

	
	


	Risk Assessor
	Name: 
	Signed:
	Date: 

	Manager/Supervisor


	Name: 
	Signed:
	Date: 


	Potential Hazards Identified
	Potential Consequence
	Likelihood
	L x S
	Responsibility
	Control Measures and Actions
	Action in case of Incident

	
	
	Input numerical value, see end for details
	= Likelihood x Severity (Consequence)
	
	
	

	
	
	
	
	
	
	Incident Report
	Call emergency services/Uni Security
	Contact First Aider
	Other - specify in Notes

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Notes and Further Information
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