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Event on Campus 
In a building or outside 

(not including the Union building) 
*Please be aware this will not be 

necessary if you are using the venue 
for its design use i.e. sports centre for 

sports* 
 

Event off Campus using 
an external Venue 

Charity fundraising 
event on or off 

campus 

Event permission 
form, Risk 

Assessment, 
method statement 
and certificates to 
be sent 2 weeks in 

advance 

Complete a trip pack if 
you are booking a 

coach.  This must be 
sent a week in 

advance. If you would 
like to sell tickets 

online, a  ticket selling 
form must  be 

completed. A  Risk 
Assessment is 

necessary – please 
send this at least 2 
weeks in advance 

 

Contact RAG who 
will tell you what 

forms are required 
– they require at 

least 2 weeks 
notice and 
book your 

collection buckets 

Send to relevant Co-ordinator 
for your zone and await 

approval 

Send to RAG / 
Community Volunteering 
Co-ordinator and await 

approval  
Send to relevant Co-ordinator 

for your zone and await 
approval 
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- 

https://www.youtube.com/watch?v=PZmNZi8bon8


 

HUU EVENT RISK ASSESSMENT V1 DATE: 01/11/2019 

HUU Event Risk Assessment 

Department: HUU department or Society Tell us who you are!   

The Crazy Golf Society  
 

RA Reviewed by : Name of person reviewing RA Who has written the 

risk assessment and be responsible for the implementation of it  
Joe Blog, President of Crazy Golf Society  

Event lead contact details : Mobile phone number, email 

etc of the person leading the event on the day. Please state that 
you agree for your contact details to be used on the day of this 
event by the Union or University.  
 
We might need to get in touch with you or a member of the the 
university security or health and safety team may need to speak to 
you, you’ll need to provide us with the best contact for you on the 
day and tell us that you are happy for a member of staff to call if 
needed 
 
Contact number 07950123456 
I give consent to be contacted about this event on the day  

 

Location of event : Location of the event on campus 

Where is this taking place ? Be as specific as you can. In a pub ? 
Tell us which one ! In a escape rooms, there are two in Hull, tell us 
the address of which one you mean !  

 
This event will be in the University library on the ground floor near 
the café entrance.  

Activity: Detailed description of the event and activity  

This is where you can write up your method statement, which basically means we want to know exactly how the event 
will take place from start to finish.   
 

This event is a charity bake sale, we are raising funds 50% for our society and 50% towards our chosen 
charity.  
1. We will assess the space before the day to ensure that we are near any facilities that we require such as 
hand washing facilities.  
2. We will follow the food guidelines sent to us by HUU, the preparation area that the cakes will be made in 
will be clean and we will ensure that any ingredients with allegerns used are clearly labelled.  
3. All food will be invidually wrapped before transportation 
4. On the day we will arrive 30 minutes before the event to set up. A member of our committee, david is 
manual handling trained and will be lifting the cakes and heavy equipment into the library.  
5. We will ensure our table is set up far enough away from the main walkway to ensure that we do not 
cause any hazards of people stopping at our stall.  
6. The event will run from 10am-2pm with two committee members on the stall at all times manning the 
sealed charity bucket and the baked goods to ensure no tampering of either takes place.  
7. After the event, the area will be cleaned down and left as we found it. We will ensure that our funds are 
taken to HUU finance office and hand in the money with our charity collection form.  

 
 
 

RA date written: Date the RA was written  

Tell us when you finished completing this risk assessment  
21/01/2020 
 
 

RA cover period: The timescale the RA covers (2 weeks from date written)  

Tell us here when you would like the risk assessment to cover you for and what date the 
event is on. If this is for a student groups annual general risk assessment the cover will be 
the maximum that a risk assessment can be which is to cover you for a year, please state 
the date from and to the RA will cover you.   
This will cover the event on the 30th January 2020  

 
 

People at Risk: List of people who may be affected such as participants, Members of the public etc 

Who are you going to be around? If you are bag packing at Asda, this would be members of the public, including 
children. If it is at the University, you may have public, staff and students.  
 
Anyone is able to buy our prodcuts, so people at risk will be general members of the public, staff and students.  

HUU Counter signatures: HUU staff member signature 

This is where your co-ordinator will sign if they approve of the risk assessment. Please email 
it over to them for them to read over and give any amendments in good timing of at least two 
weeks prior to your event.  
 

HUU Counter signatory prints: HUU staff member printed name 

This is where a final sign off will be made if required by a manager at HUU  
 

Risk Evaluation  



 

HUU EVENT RISK ASSESSMENT V1 DATE: 01/11/2019 

Hazard 
(Potential Hazard) 

RISK 
(How might someone be 

harmed) 

Risk 
Rating 

Control Measures 
(What control measures are used to mitigate the 

risk) 

Residual 
Rating 

 

Adittional controls 
(What further controls are required if 

any) 

 

Action by 

Remember step 1 of the 
5 steps guide, what is 
your hazard? Go 
through your methold 
statement, have a look 
at what your event 
involves step by step 
and see what risks that 
could lead to.  
 
Poor quality  / 
unsuitability of space 
and facilities at venue 

So you’ve identified the risk, a 
poor quality space, this could be 
in its original state or during the 
event, i.e it would become poor 
quality of if food and drink is spilt 
on the floor. This would lead 
to…. 
 
 
slips trips and falls 

What is 
the risk of 

this 
hazard 
causing 

harm 
before the 

control 
measures 

are in 
place? 

 
Medium 

 A committee member will carry out site 
visit to check facilities prior to the event 

 Check and confirm details with venue / 
facilities manager 

 Ensure site is suitable for selling baked 
goods 

 On the day, ensure that the site is kept 
clear of stock and packaging to prevent 
trips and blocked pathways 

 Clear up any spillages of liquid or food to 
prevent trips and slips to students and the 
public. 

What are 
the risks of 

the 
hazards 
causing 

harm after 
the control 
measures

are in 
place? 

 
Low  

Do any extra controls need to be put in 
place?  
 
If a spillage does happen, a committee 
member will ask the nearest staff 
member to obtain a wet floor sign to 
ensure that the spillage is visible until 
it is dry.  

Whos is responsible for 
these control measures 
and ensuring that this 
risks don’t happen? 

 
Committee members  

Allergies Someone may have an allergic 
reaction to one of our products  

Low  Our food stall will display signs on each 
product which contain any trace of nuts, 
which products contain egg, diary, wheat 
and gluten.  

 

Low A first aider will be on site at the 
venue, we will immediately go to the 
reception team and ask them for first 
aid assistance if someone does have a 
servere allergic reaction.  

Committee members 

 
 

SIGN OFF SHEET  

FULL NAME POSITION HELD 
 

SIGNATURE DATE OF 
SIGNATURE 

COMMENTS 

Each member of your group will need to sign the 
risk assessment to acknowledge that they have 
read it and will uphold the risk management 
measures on the day of the event 

    

     

     

     

 


