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General Risk Assessment – Balls

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 balls 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) 

	Excessive alcohol consumption (please consider Durham SU & Durham University alcohol policies)  If your student group uses Durham University in its name then you must adhere to the university alcohol policy, which states NO MORE than 3 units can be included in the event ticket price.
If your group does not use the university name, then you can allow up to 12 units to the event ticket. Please note the amount of units are dependent on the duration of the event and how much food/number of courses are available to attendees.
	Attendees

	Drinking too much: alcohol poisoning (vomiting), tripping over and physically harming themselves, rowdy or violent behaviour towards other guests.

	
4X4
High Risk
	The distribution of alcohol will be (please insert method e.g. token/wrist band system)
Bar staff should not serve alcohol to those who are already too drunk as per their licencing laws.
If there will be food at your event (please include information here what / how much is being provided)
First aiders (if required please include details of how many) will be present at the event, on hand to deal with any unforeseen circumstances/accidents.  Any incidents will be reported in line with DU protocol.
Venue security (or private, please note details here) will be present at the event, the amount of security will reflect the number of attendees.(please note how many)
Anyone who is deemed too drunk will be reported to First Aiders and the Exec. Both are responsible for making sure the drunk student gets home (private taxi/coach).
Exec members will be checking guest wristbands (or note other methods here) getting on the coaches, and upon arrival at the venue. Anyone deemed too drunk will not be allowed at the event, and anyone trying to bring alcohol into the event will also not be allowed.
The Coach Company: will accept drunk people on their last coach, or direct them to a security guard to call them a taxi. They will provide bin bags on all coaches
(please note the name of transport company here)
	
4X3
Medium Risk

	Broken glass on the floor.
	Attendees
	Cuts to feet and other areas of the body.
	
4X4
High Risk
	Venue staff will clear empty bottles from tables throughout the event. 
Security guards to make sure that no students are walking around with bottles.
	
3X2
Low Risk

	Overcrowding
	Attendees
	Pushing, crushing, stampede
	
4X4
High Risk

	Ticket sales will not exceed the venues (room) capacity. (please clarify the ticket platform that will be used.)
(please note venue capacity & guest numbers here)
	
3X2
Low Risk

	Recreational Drug Use
	Attendees
	Drug use/ criminal prosecution
	
4x4
High Risk
	Durham SU has an absoloute NO DRUGS approach to events.
Trained security guards will deal with recreational drug use on a case by case basis. If an attendee appears to be under the influence of drugs, the exec and medical staff will be notified.
Ambulance to be called if necessary, as determined by First Aiders
	
4X2
Medium Risk

	If a coach company is used, then the coach Company refusing to provide transport
	Attendees
	Being left at the venue without means of getting home safely
	
4X3
Medium Risk
	The Coach Company reserves the right to not allow people who are too intoxicated on the earlier coaches to not spoil them. These people will be directed towards water stands/ First Aiders, and taxis can be called for them.
The Coach Company has agreed to let drunk people on the last coach, even if very intoxicated. 
Taxis will be called by security as a last-resort.
	

2X2
Low Risk

	Food allergies
	Attendees
	Allergic reaction, hospitalisation
	
4X4
High Risk
	Student Group exec has ensured that all guests have already emailed in specific allergy/ dietary requirements, information has been given to the venue. Venue will cater for allergies, a list of which will be provided by Exec.
First Aiders are (or venue security staff) present to tend to/assess any medical emergency.
	
2X2
Low Risk

	Food handling
	Attendees
	Danger of contaminated food/cross contamination
	
4X4
High Risk
	All foods will be handled by trained venue staff in accordance to their own procedures/risk assessment.
	
2X2
Low Risk

	Staging/ Equipment
	Attendees
	Tripping over equipment
	
5X4
High Risk
	Hired electrical equipment will be controlled and maintained by the professional technical company who will be present at the event.
Equipment will be tested beforehand. 
All loose wires in all areas of the venue will be taped, so no risk of tripping over.
Place wires in locations where there is no access to attendees in the first instance. If not possible then tape them down/provide appropriate signage.  
All drinks/liquids to be kept away from electrical equipment.
	
2X2
Low Risk

	Venue property being damaged
	Venue/ property
	Expensive damages
	
4X3
Medium Risk
	Exec, Venue staff, Security will watch over attendees to ensure that there is no rowdy, rambunctious behaviours (climbing on tables/chairs etc.)
The event will be covered by the SU PLI insurance.  
	
2X2
Low Risk

	Security taking a 'rough' approach when dealing with situations that arise
	Attendees
	Physical injuries
	
4X3
Medium Risk
	Exec will pre-brief the security guards on the type of event and situations they may encounter and will likely be on hand or can be called in cases of rowdy behaviour.
Any excessive force used by the security when diffusing a situation will be reported to the exec/venue staff
	
2X2
Low Risk

	Travel to and from the venue (if a coach company is used)
	Attendees
	Missing the coach, being left behind
	

4X3
Medium Risk

	The exec will have met/discussed in advance the pickup and collection plan for the event.
 The coach company will be expected to act as stated in the contract, and as agreed, responsible for safe driving
	

2X2
Low Risk

	Someone getting left at venue
	Attendees
	Stranded/ abandoned
	
4X3
Medium Risk
	Coaches only to leave once the venue is clear of attendees.
Venue staff to check premises at the end of the night.  Exec last to leave venue, after checking all coaches are full
	
2X2
Low Risk

	Random medical emergency
	Attendees
	Physical, mental, emotional injury
	
4X4
High Risk
	Exec will assess the situation and respond accordingly (alerting medical professionals, venue staff). All incidents will be reported by Durham SU’s incident reporting form
	
2X2
Low Risk

	Reputational damage
	SU/DU
	Negative coverage in any presses, Police involvement
	
5X4
High Risk
	Exec have liaised with SU staff & Venue to ensure all parties concerned are aware of the event details.
In the case of media enquiries, these will be reported to the SU who will respond on behalf of your group.
	
5X2
Medium Risk


	Data protection
	Students/ public data
	Breach of GDPR regulations
	
4X4
High Risk
	Tickets/data associated to the event will be facilitated on secure platform's such as SU website/FIXR/Native.  Both  platforms have privacy policies. Exec/Event organiser will be responsible for sharing data (menu choices) with venue in a confidential manner. Data will be deleted after the event. (please note platform, e.g. Google doc, Survey Monkey or one of the above mentioned)
	
2X2
Low Risk

	Fire
	Attendees
	Burns, smoke inhalation, death
	
5X4
High Risk
	Exec will familiarise themselves with the fire evacuation process and the fire exits at the venue. In the case of fire all attendees must exit the venue at the nearest exit point and go to the fire assembly point. If any attendees discover a fire they must raise the alarm and exit the building.
	
2X2
Low Risk

	Contracts/liability
	Event
	Financial loss
	
5X4
High Risk
	All event contracts will be signed by the SU
All catering contracts (if separate) will be signed by the SU. (if the cater is separate to the venue then you must provide us with a copy of their food hygiene certificate & PLI insurance.).
Any amusement/pyrotechnics contracts are to be signed by the SU with the company providing their risk assessment and PLI insurance.
	
2X2
Low Risk

	Please add any further risks associated to your ball
	
	
	
	
	

	Please add any further risks associated to your ball
	
	
	
	
	

	Please add any further risks associated to your ball
	
	
	
	
	






	Internal Guidance/Linked Documents:

	

	Competence Requirements:

	

	Supervisor/Manager Review and Comment:
	

	Assessment Prepared by
	Students Union 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
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