Risk Assessment Guide

All you are being asked to do is to think about what can cause harm (a hazard) and
to assess the potential for this to happen (risk). Having done this, you can identify the

control measures necessary to perform the activity/event safely.

The idea isn’t to stop activities/events but to ensure that you’ve thought about ways
to minimise any existing risks and thought about what you would do if an accident

did happen.

As a committee you hold a responsibility for ensuring the safety and wellbeing
towards your participants/attendees. It is your legal responsibility to make sure your
activities are as safe as possible. You must identify potential hazards to
participants/attendees and put controls in place to reduce the likelihood of those
hazards being realised to an acceptable level. This then gives you what is called the

residual risk of the activity.

In the event of an incident, a risk assessment can be used to show that you did
everything you could reasonably be expected to do to make your activity safe. If

there is an accident you will, therefore, be asked to produce your risk assessment.

The Students’ Union insurance, also, requires that a risk assessment is completed
before an event takes place or you will not be covered. For some more high risk
activities further insurance cover may be required. If you are not insured then you are

in danger of being personally sued if an accident does occur.

You can produce a generic risk assessment to cover your main activity, e.g. dance
classes, practice sessions, drama productions or meetings, at the beginning of the
year. Any groups using UW sport facilities will be expected to complete a risk

assessment as part of their SLA (Service Level Agreement).
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You will also need to produce specific risk assessments for any additional activities
you organise or if you change your main activity, e.g. trips to different locations,

practicing at a different venue, fundraising activities etc. They must be submitted
with your Event Request form and Trip Request form, no later than 2 weeks before

the event/activity is due to take place.

If you are taking part in an event or activity that is externally organised (e.g. outside
your normal activity venue) you must check that they have appropriate risk
assessments in place. If you are using an external provider/supplier as part of your

activity e.g. catering, you should ask for a copy of their risk assessments.

It is your responsibility to ensure that all elements of your event are covered by risk
assessments and you must be aware that even when using external companies you
may still need to carry out your own risk assessment(s) e.qg. for a trip to Alton Towers
you will need to carry out a risk assessment for travel and group safety but your

activity at the theme park will be covered by Alton Towers.

External risk assessments should be submitted alongside your event/trip request form

and your own activity risk assessment(s).

A risk assessment must be submitted for all events/activities/trips that your
society/club offers. These will typically be sent alongside the Event or Trip Request

Form.

Sports: Lyndsey (L.Lbeynon@worc.ac.uk) or Sophie (sophie.smith2@worc.ac.uk)

Societies, Volunteering & Fundraising: Student Engagement Coordinator (email TBC)

If you have any problems or questions when completing your risk assessment or
around external risk assessment(s) contact the above SU staff members who will be

happy to help you.

If an accident or incident does occur, please remember that you must complete an

incident/accident report form as soon as possible afterwards.
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Five steps to completing the Risk Assessment

What are the hazards?

Who might be harmed?

What are the current control methods?
Evaluate the risk

What additional control methods are required?

o a k~ w NP

Review the assessment and update when required.

Complete the first section of the risk assessment, providing details of the activity/event

being assessed, location, date it is occurring and who has filled out the risk assessment.

Activity or Event being Activity or Event Date:
assessed:
Location Prospective No. of
Attendees/Participants:
Student Group: Assessment date: Review Date:
Assessment carried out by Signature of
(name /committee Risk Assessor
position):

Use the hazard checklist (found in CRH), to help you to identify any of the potential
hazards relating to your event/activity. You are not limited to the items on the
checklist; a hazard is anything that might cause harm to participants. (E.g. food

hygiene)

Once you have identified what the hazards are you need to think about who may
be harmed. This would typically include your members or students at the university,
but may also include staff members, coaches, volunteers and external visitors. This

will impact everyone not your just members.

Significant Hazards

i ?
What could cause harm? What harm might occur, and to whom?

Remember to consider all affected groups

Trip, slip or fall fram Student and staff Participants, volunteers
uneven surfaces, could trip, slip or fall resulting in @ bump, twist
obstacles, or break, requiring{ﬁrst aid
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Identifying the existing control measures should be simple, as you just state what is in
place now. This could include wearing correct footwear, ensuring protective gear is

worn, equipment checks or providing allergen information.

Significant Hazards

What harm might occur, and to whom? Existing control measures
What could cause harm?

Remember to consider all affected groups

Trip, slip or fall from Student and staff Participants, volunteers s Staff will review the route on the

uneven surfaces, could trip, slip or fall resulting in a bump, twist day to ensure that there are no

obstacles, or break, requiring]fir-;t aid new obstacles that have been
added.

&  Volunteers/Marshalls will be
placed around the route and in
areas that may be more
dangerous (e.g. corners) to slow
participants down if required.

When evaluating the risks you are only expected to anticipate foreseeable risks. You
only need to consider things that might go wrong or become a problem in regular

situations. Be realistic and consider what the likelihood of it happening is.

You must decide the likelihood and the severity of the hazard and multiply these

two numbers together to get the initial risk rating.

¢ Likelihood- How likely the risk is to happen
e Severity — The Severity of the risk

e Risk Rating = Likelihood x Severity

Consider the particular hazard and assess the risk by considering the likelihood of the

worst-case scenario and the severity.

Likelihood Guide Description Chance Severity Guide Description
5 Almost certain/imminent +80% 5 Catastrophic - fatality, multiple injuries
4 Probable - a strong possibility of it happening 50%-90% 4 Majar — significant injury, hospitalisation
3 Possible - it may happen or it may have happened before | 10%-50% 3 Moderate - injury requiring further treatment, lost time
2 Unlikely - could happen but unusua 3%-10% 2 Minor - first aid injury, na lost time
1 Rare - highly unlikely to occur <3% 1 Negligible - insignificant injury
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Likelihood (L)

]

You multiply the likelihood sore by the severity score and that will give you your risk

rating which will range between 1 and 25.

The following will give an indication of the rating and what you will need to do:

Severity (5)

Risk Rating (RR) Action

Stop the task/activity until controls can be put into place to reduce the risk to a tolerable level

Determine if further controls are required to reduce risk to as low as is reasonably practicable

You will use these risk ratings to prioritise the higher risk activities for action.

N\
/Risk Ratin
f‘:imtﬁcarlgt I-Iazar:ls . What harm might occur, and to whom? SR R D TEee e
&t couid catise farm: Remember to consider all affected groups controls)
L 5 | RR

Trip, slip or fall from
uneven surfaces,
obstacles,

Student and staff Participants, volunteers
could trip, slip or fall resulting in a bump, twist
or break, requiringiﬁrst aid

Staff will review the route on the
day to ensure that there are n
new obstacles that have been
added.

Volunteers/Marshalls will be
placed around the route and i
areas that may be more
dangerous (e.g. corners) to slow
participants down if required.

If one of your identified hazards has an amber risk rating than the next steps is to look

at implementing further controls. If the hazard has a red risk rating then you must

identify additional control measures.

The next step is to state any control measures that you will implement to reduce the

likelihood of risk and try and get the Risk Factor score down (example 3). You need

to identify who is responsible for each control measure. You then record the effect

of these changes into the Residual Risk section of the table. This is then the risk that

will remain after the control measures are put in place.
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significant Hazards . . Risk Rating Additional control measures Res!dual
What harm might occur, and to whom? Existing control measures (current What can we do [ use / put in Risk
What could cause harm? R K
Remember to consider all affected groups controls) place to further reduce the risks
L 5 | RR to an acceptable level? L| s |RR
Trip, slip ar fall from Student and staff Participants, volunteers o Staff will review the route on the s Marshalls will be placed
uneven surfaces, could trip, slip or fall resulting in a bump, twist day to ensure that there are no around the route at regular
obstacles, or break, requiring{firﬂt aid new obstacles that have been intervals
added. »  First Aiders will be located on
» Volunteers/Marshalls will be 3 3 9 site for the duration of the 3 (2 6
placed around the route and in run
areas that may be more
dangerous (e.g. corners) to slow
participants down if required.

In example 4 this has lowered the risk level to medium risk that can be controlled

and monitored. Some activities will always carry risk; it’s about minimising those risks

as much as possible.

For those hazards that no additional control measures can be identified, the risk

rating will remain the same.

All food to be clearly labelled with
correct ingredients

Allergen information to be
provided

Significant Hazards . e [ ety Additional control measures el
What harm might occur, and to whom? Existing control measures (current What can we do / use / putin
What could cause harm? ) )
Remember to consider all affected groups controls) place to further reduce the risks
L | s |RR to an acceptable level? L RR
Food poisoning / Students, Staff, Participants, Spectators — * Allfoed to be prepared in a clean Mo further measures
allergies illness due to poo'MpreoarEd food environment by external catering. required — monitor and
*  Only non-refrigerated food served. review
e ‘Wash Hands before touching food.
All staff / volunteers to use anti-
bacterial hand gel regularly. 2 3 6 2 3 [

From your additional control measures you will create actions that need to be in

place to prevent the hazard occurring. These are to be recorded in the “Action

required” section of the template. Note what needs to be done, identify who will be

doing this and when this should be completed by.

Don’t forget that if you have completed a risk assessment for a similar or exactly the

same event/trip you can simply review your previous assessment, making sure that

you are accounting for any changes and resubmit to the SU.
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