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General Risk Assessment – External Speaker

This document is a template and you are to adapt the required controls to suit your activity – do not submit it blank.
If some hazards outlined in the template are not relevant to your activity then please remove them.

Please use this risk assessment for any guest speaker events that your group runs. We have pre-populated the form with a number of hazards. If you have any additional required controls then feel free to add these into the relevant cells but do not remove the existing control measures that have already been included. If you have any other hazards to add in then please add these to the bottom of the form in the spaces provided.  				

Please use the below boxes to highlight any risks your activities could create. Pay particular attention to risks such as: equipment usage, transport, number of attendees, catering, alcohol etc. and consider the potential risks associated with each area. Risks will have a rating before controls are put in place (uncontrolled risk level), and a further rating (controlled risk level) once controls are put in place. If any of your risks come out at the High Risk or Extreme Risk rating please contact a member of the ASK team (dsu.engagement@durham.ac.uk) to discuss further as your activity / event could be at risk of being cancelled unless the risks can be mitigated / reduced.		
Follow this link for guidance on what to include on a risk assessment, and to see some sample risk assessments.				

	Full Name of Student Group 
(please insert 'Durham University' if your group uses it)

	

	Description of task or Activity: 
(to include enough information to establish the foreseeable hazards)
	

	Location(s), Date, Time: 
(when and where will the activity or task take place?)

	

	
Hazards (things with the potential to cause harm)
	
Those at risk (people who could be harmed)
	
How could they be harmed? (nature of injuries, damage that could result)
	
Uncontrolled risk level (level of risk without control)
	
Required controls 
(how the risk can be removed or reduced by for example engineered methods, safe systems of work, training and/ or personal protective equipment)
	
Controlled risk level (level of risk remaining when controls are in place) 

	Overcrowding
	Attendees
	Physical injury, crushing, stampede
	
4X4
High Risk

	Tickets associated to the event will not exceed the room capacity (Clarify Ticket Platform that will be used.)
	
3X2
Low Risk

	Fire
	Attendees
	Burns, death, smoke inhalation
	
5X5
Extreme Risk
	Exec will ensure that all fire exits are kept free from obstructions and will provide a briefing at the start of the session as to where the fire exits are, and where the fire assembly point is. If any attendees discover they should raise the alarm and exit the building
	
5X1
Medium Risk

	Electrical Fire
	Attendees
	Burns, death, smoke inhalation
	
5X5
High Risk
	The majority of these event types will take place on campus or in the SU building, all AV equipment associated to the rooms will be checked and tested regularly and inspected before use (SU/DU). As above, if a fire is detected attendees will raise the alarm and exit the building
	
5X1
Medium Risk

	Trip Hazards - Cables/Steps
	Attendees
	Physical injury, crushing, stampede
	
4X4
High Risk

	The exec/organisers will ensure the room is accessible for all attendees and floors are kept spacious/free from debris.
	
3X2
Low Risk

	Random medical emergency
	Attendees
	Physical, mental, emotional injury
	4X4
High Risk

	In the event of an emergency the Exec will follow the Durham SU Emergency Procedures and report the incident using the incident reporting form
	2X2
Low Risk

	
Hostile action towards speaker
	
Speaker, reputational damage to student group
	
Physical, verbal abuse
	
4X3
Medium Risk
	Exec/Organisers will have submitted a guest speaker form within the required time frame for relevant checks. Attendees will be expected to conduct themselves with respectable behaviour. In the unlikely event, university security staff can be contacted. If the event is off campus then the relevant authorities will be called (police/venue security etc.)
	
2X2
Low Risk

	Speaker content
	Attendees, reputational damage to the student group
	Emotional distress

	
4X3
Medium Risk
	Both Exec and Speaker will have read/understood/accepted Durham SU’s freedom of speech policy.
Provide trigger warnings for any topics likely to cause upset and provide a safe space if required. Attendees are able to leave the event at any time
	
3X2
Low Risk

	Speaker Event off campus
	Attendees
	Safety due to lack of security (event off campus)
	
4X4
Medium Risk
	Exec will be responsible to coordinate with the venue in organising security.
Exec will be responsible in notifying the relevant authorities if necessary (Council, Police,)
Exec will be responsible in feeding this information back to the Opportunities Team
	

4X2
Medium Risk

	Printed/digital Materials
	Attendees/ public

	Sensitive/ misinformation
	
4X4
Medium Risk
	Any materials associated to the event (in print and online) will be shared with the ASK Team well within the required time frame of 14 days for review, and before any promotion begins
	
4X2
Medium Risk

	Complaints
	Student Group/ Durham SU/ Speaker
	Complaint against the event or content
	
4X3
Medium Risk
	Any complaints received will be directed to and investigated under the Durham SU complaints policy
	
3X2
Low Risk

	Please add any further risks associated to your event
	
	
	
	
	

	Please add any further risks associated to your event
	
	
	
	
	

	Please add any further risks associated to your event
	
	
	
	
	

	Please add any further risks associated to your event
	
	
	
	
	






	Internal Guidance/Linked Documents:

	

	Competence Requirements:

	

	Supervisor/Manager Review and Comment:
	

	Assessment Prepared by
	Supervisor/Manager acceptance


	Name:
	
	Name:
	

	Signature:
	
	Signature:
	

	Date:
	
	Date:
	

	This risk assessment should be read by those performing and supervising the work in conjunction with all relevant documentation including method statements and safe systems of work



	



Health and Safety Service	Form F2 (V2.0 October 2019)	4
[image: ]
[image: ]



Health and Safety Service	Form F2 (V2.0 October 2019)	7
image7.emf
Almost          

Impossible                     

(1)

Not Likely                          

to occur                               

(2)

Could                          

occur                                 

(3)

Known to                         

occur                                 

(4)

Common               

occurrence                   

(5)

Health and    

Safety

A freak combination 

of factors would be 

required for risk to be 

realised

A rare combination of 

factors would be 

required for risk to be 

realised

Could happen when 

additional factors are 

present otherwise 

unlikely to occur

Not certain to happen 

but an additional 

factor may result in 

risk being realised

Almost inevitable that 

risk will be realised

Severe                        

(5)

One or more 
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5 10 15 20 25
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Health and Safety Risk Matrix

Probability/ likelihood of risk realisation



Potential Consequences
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