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General Risk Assessment – Media Activity

Please use this risk assessment for any physical OR online active activities 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. This risk assessment includes hazards relating to both general activity and online specific hazards. 			

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) 

	Random medical emergency (fractures, sprains, cuts)
	Participants
	physical, mental, emotional injury
	
4X4
High Risk
	Participant will assess the situation and respond accordingly (alerting medical professionals, venue staff) All incidents will be reported to the Exec and in accordance to SU/university procedures (incident report form)
	
2X2
Low Risk

	Fire/Electrical Fire
	Participants
	Burns, smoke inhalation, death
	
5X5
Extreme Risk

	If the activity takes place indoors (Office/college/private residence) the participant will familiarise themselves with the evacuation process and react accordingly if a fire alarm was to sound.
	
5X1
Medium Risk

	Personal space safety
	Participants
	Typical trip/slip hazards (uneven surfaces)
	
4X4
High Risk
	Ensure that the area is adequate for the activity and that the space is kept tidy/ free from slips, trips and fall hazards.
	
3X2
Low Risk

	Heavy lifting (equipment/news papers)
	Participants
	Physical injury
	
3X3
Medium Risk
	Lifting heavy items should be avoided, including pushing and pulling of items. Posture should be ensured and twisting and reaching should be minimised.
When items are carried, the appropriate number of people will be used and a manageable load selected.
	
3X1
Low Risk

	Privacy/GDPR
	Organisers/ Speaker/ Participants
	Privacy/GDPR breach
	
4X4
High Risk
	Ensure that data protection practices are in line with Durham SU policies and procedures
 
	
3X2
Low Risk

	Content/Topic
	Participants, reputational damage to the student group
	Emotional distress
	
4x3
Medium Risk
	Read/understood/accepted Durham SU’s freedom of speech policy. 

	
3X2
Low Risk

	Digital Materials
	Participants/ public
	Sensitive/ misinformation
	
4X4
Medium Risk
	Any materials associated to media/group (in print and online). Will be shared with the ASK/Marketing Teams in advance where necessary.
	
4X2
Medium Risk


	Libel offence
	SU/Students/Editors/Public
	Legal action
	
5X3
High Risk
	Attend regular media law training sessions, Editors checking articles, SU employees checking any printed articles. SU employees checking online articles if unsure. 
	
4X2
Medium Risk


	Copywright violation
	SU/Editors/Owner
	Legal action
	
5X3
High Risk
	Attend regular media law training sessions, Editors checking articles. Ensuring any images used are not copyright protected. Or pay the relevant fee to use the image. If in doubt contact the owner and obtain permission before using. Appropriately credit the owner where applicable.
	
4X2
Medium Risk


	Contempt of Court
	SU/Students/Editors/Public
	Legal action
	
5X3
High Risk
	Attend regular media law training sessions, Editors checking articles, SU employees checking print articles. SU employees checking online articles and print articles if there is a risk of contempt of court. 
	
4X2
Medium Risk


	Privacy law infringment
	SU/Students/Editors/Public
	Legal action
	5X3
High Risk
	Attending regular media law training sessions, Editors checking articles, SU employees checking print/articles for privacy infringements where necessary. 
	4X2
Medium Risk


	Legal Issues
	SU/Students/Editors/Public
	Legal action
	
5X3
High Risk
	Groups can request a content check from the SU staff team.
	
4X2
Medium Risk


	Complaint made on article (non-legal issue eg. Disagreement on opinion)
	Student/ Editors-inChief
	Distress
	
4X3
Medium Risk
	Hosting regular training to editors on how to balance debate and opinion pieces, Editors checking articles, SU employees checking print articles 
	
3X2
Low Risk

	General 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 activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	

	Please add any further risks associated to your activity
	
	
	
	
	






	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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Health and Safety Risk Matrix
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