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	Event Risk Assessment Summary Form

	Reference:
SGC - EVENT
	Date
29 June – 5 July 2017
	Event Organiser
EVENTUS 

	Event:
SUMMER GRADUATION 2016

	Hazard
	Hazardous Situation and Consequences 

(if none identified enter N.A.)
	Existing Safeguards
	Impact
Category

(1,2,3)
	Likelihood

Level

(1,2,3,4)
	Risk (VH,H,M,L)
	Actions
	Actions

Complete.

Initials
	Risk After Actions

	ACCESS
Slips, Trips, Falls

Obstructions/

Projections 
	Trips on cables

Slips on polished floor in all venues – indoor and outdoor. 

Mats placed in Whitla Hall, Marquees etc

Whitla Hall dressing – balcony area, stage and foyer


	All cables will be overhead or in areas away from public access.

Ground level cables if applicable will be firmly secured to the ground with cable protectors.

Carpet up the middle of the Whitla Hall where the Academic Procession will be, will be secured whilst walking on floor and on the stage. Mats placed flat on all surfaces. Carpet secured in Marquee areas. On site staff to assist.

Non- slip polish used on surface.
All steps/stairs have hand rails.

Staff trained in manual handling

Structures firmly and securely attached

	2
2

3
	2

2

1
	M
M

M
	Ushers in place to direct guests around venues and alert them to any obstructions
Ushers on site 
	
	L

L

L

	Hazard
	Hazardous Situation and Consequences (if none identified enter N/A)
	Existing Safeguards
	Severity

Category

(1,2,3)
	Likelihood

Level

(1,2,3,4)
	Risk (VH,H,M,L)
	Actions
	Actions

Complete.

Initials
	Risk After Actions

	FIRE/EXPLOSION
Fire
	Outbreak of fire,

Smoke from fire

Explosions/chemicals
	Clearly marked fire exits.

Smoke detectors/fire alarms.

Evacuation procedures on the walls of all venues.
Trained staff on duty to assist with evacuation.

Safety announcement to be made at the opening of each ceremony each day and highlighting housekeeping and health and safety procedures
Routine checks/end of day checks undertaken

	3


	2
	VH
	All staff adhere to existing safeguards 

All subcontractors abide by QUB procedures on site
	
	M

	First Aid
	Illness, on site incidents
	Ambutran will be on site for the duration of graduation

Accident Book on site and key event staff are identified.

There is a direct emergency phone line to security (2222) who will call emergency services if required

Emergency route identified for emergency services


	2
	2
	M
	Sufficient trained staff on site throughout graduation
	
	L

	Hazard
	Hazardous Situation and Consequences (if none identified enter N/A)
	Existing Safeguards
	Severity

Category

(1,2,3)
	Likelihood

Level

(1,2,3,4)
	Risk (VH,H,M,L)
	Actions
	Actions

Complete.

Initials
	Risk After Actions

	Electricity
	Electric shock

· Wiring, plugs, sockets 

· Portable electrical equipment 


	Security will be on duty and will restrict access to the site at key times

 (during academic procession, when guests arriving/leaving Whitla Hall)

All equipment PAT tested and current with relevant legislation


	3
	2
	M
	All subcontractors provided individual insurance, public liability and risk assessments in advance

QUB electrician on site

Safe systems of work maintained and effective reporting systems


	
	L

	Hazard
	Hazardous Situation and Consequences (if none identified enter N/A)
	Existing Safeguards
	Severity

Category

(1,2,3)
	Likelihood

Level

(1,2,3,4)
	Risk (VH,H,M,L)
	Actions
	Actions

Complete.

Initials
	Risk After Actions

	Vehicles on Site 


	Risk to pedestrians
	Security will be on duty and will restrict access to the site at key times

 (during academic procession, when guests arriving/leaving Whitla Hall etc)

Areas cordoned off

PPE worn by staff

Subcontractors have site managers on site throughout build and de-rig


	3
	2
	M
	Safe system of work procedures adhered to throughout
	
	L

	Environmental issues 
	Temperature/ventilation 

Lighting

Cleanliness

Housekeeping – toilets 
	Temperature/heating will be monitored accordingly 

Housekeeping staff on site and areas will be monitored 


	1
	1
	L
	Effective reporting systems in place to immediately address any issues
	
	L

	Form Completed By:


	All Actions Complete (sign)


