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University of Warwick Risk Assessment Form 

Risk Assessment Form 
	Title of Event
	xxxxxxx – event organiser to complete
	                Date of Event
	xxxxx

	
	
	
	                       
	

	Department/Society
	Xxxxxxx – Event organiser to complete
	Date of risk assessment
	xxxxx

	
	
	
	

	Assessment carried out by
	xxxxxxx – event organiser to complete
	

	
	
	


	Any additional information
Organiser to read and action where necessary or add a comment.
	Share guidelines for behaviours attendees are expected to demonstrate.
Consider and communicate your policy on un-registered attendees, video recording, and disruption.
Articulate each attendee’s responsibility for ensuring the safety and security of the event. 
Select a webinar/virtual meeting platform that includes security features. Make sure that the settings for whatever platform you use are adjusted to account for security.
Depending on your event, consider disabling features that allow attendees to present their desktops or interject without being called upon. This can greatly reduce the ability of an inadvertent or malicious disruption.
Require registration to control who attends the event. Only share the link to the online event once an attendee is registered. Consider adding a password or other authentication requirement for attendees to access the event.
Use caution and avoid sharing sensitive personal information on the individuals hosting the event and where the broadcast is being held, unless necessary.
Carefully consider the subject matter of your event, how it is advertised, and where you will be “broadcasting” from. Limit personally identifiable information or other items that might embolden someone to try to disrupt your event during a live broadcast.



If your speaker event is online or in person, please complete this table:
	Hazards and how they may cause harm
	How may these hazards impact your event? Who may be at risk
	Initial Risk Level
(VL,L,M,H,VH)
	What control measures will be put in place to mitigate the risks?
	Who will be putting these control measures in place and by when?
	Risk level after control measures are in place
(VL,L,M,H,VH)

	If this hazard did occur anyway, what action would be required and by who?

	Speaker cancellation
	No one 
	VL
	Clear communication
Follow the above guidance
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event will lead talk instead if available

	Controversial views expressed before or during the event by speaker(s) or audience
	Those in attendance
Those who may be the subject of hate speech
	VL
	Discussion with speaker on topic prior to event.
Guest speaker awareness in cooperating with guest speaker forms.
To remind attendees the views are those of the individual not the organisation. If necessary call the meeting to a close
Follow the guidance above
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event would follow control measures

	Off topic discussions/arguments/transcends lawful free speech
	Those in attendance
Those who may be the subject of hate speech
	VL
	Discussion with speaker on topic prior to event.
Lawful free speech leaflet sent prior to the event to speaker.
Speaker is representative of an established national body and subject to their regulations on behaviour.
Follow the guidance above. 
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event would follow control measures

	Intentional disruption (including unwanted activity during an online event or protest activity relating to the subject of the event)
	Those in attendance
Those who may be the subject of hate speech.
Reputational damage to the university. Participants and passers-by if there is a protest activity.
	VL
	Measures to ensure the speaker(s) and host, if event is  online, are the only ones not muted. Questions from those attending are placed through the chat and are monitored and removable. 
Community safety team are liaised with over any potentially controversial topic.
Follow the guidance above.
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event to plan and mitigate against disruptive behaviour at the event and for any protest activity by liaising with community safety team

	Personal Data Breach
	Participant data breach in terms of errors in sharing email address etc on email. Guest speaker data breach
	VL
	All invitees and 
Guest speakers details will be managed in accordance with university data policies. Any data gathered at the event will require a data protection statement to be part of the form. Displaying of film and photography notices during event.
Follow the guidance above.
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event would follow control measures

	Technical difficulties


	Effects those in attendance and staff and Guest speaker
	VL
	Ensure that there is a back up plan for speaker. Ensure technical equipment is in good condition. Use appropriate cable covers. Use only internal  equipment and ask for hard copy material beforehand. Guest speakers to send material for display before the event or have. Test equipment prior to event. Have back up microphone.
If necessary, cancel and rebook an online event
Follow the guidance above.
	Person leading the event as stated on the external speaker form
	VL
	Person leading the event would follow control measures



If your speaker event is in person, please also complete this table:
	

Hazards and how they may cause harm
	
How may these hazards impact your event? Who may be at risk
	
Initial Risk Level
(VL,L,M,H,VH)
	
What control measures will be put in place to mitigate the risks?
	Who will be putting these control measures in place and by when?
	
Risk level after control measures are in place
(VL,L,M,H,VH)

	
If this hazard did occur anyway, what action would be required and by who?

	Fire hazards
	Injury to attendees at event
	L
	Fire procedure, exits and assembly points are publicised in all Chaplaincy facilities except those in other buildings e.g. Multi Faith Prayer Rooms and Buddhist Room where the building’s fire procedures will apply and be followed.  
Organisers of events (Islamic Society in Islamic Prayer Halls) will ensure that they are familiar with the fire procedure, exits and assembly points and will ensure that this information is shared with all users and attendees at events.


	Control measures already in place in Chaplaincy managed spaces and buildings. All users aware of evacuation procedures.
All users aware of location of fire alarms and how to contact emergency services if required.
	L
	Whenever there is a Chaplaincy team member available during a fire / fire practice, they will act as the Fire Warden. 

Organisers of events are familiar with how to contact the Community Safety Team.

Clear signage is in place.


	Slips, trips and falls
	Injury to Attendees at event
	L
	The ramp in the Chaplaincy is clearly marked to avoid people tripping on this. 

Caution is taken when using the steps in the Central Space of the Chaplaincy especially when using the cushions. Exits routes will be left between the cushions when used. 

Organisers of the events will ensure that all fire routes and exits are kept clear.


	Control measures already in place in Chaplaincy managed spaces and buildings. All users aware of location of first aid kits and how to contact emergency services if required.
	L
	First aid kits are provided in each Chaplaincy kitchen and there are qualified first aiders in the Chaplaincy, Senate House and the buildings that the Buddhist Room and Multi Faith Prayer Rooms are located in.  

Additionally, the Community Safety Team can be called 24/7 on 02476 522 222 and are all qualified first aiders. 




The speaker event is not to go ahead until the assessment is completed and all required control measures are in place.
	Overall Final Risk Rating (Highest level in final column above)

To be completed by individual conducting the risk assessment.

	

	
	








	Additional Comments from Risk Assessor
(e.g. funding or practical implications)


	

	
	
	
	

	Signed
	[bookmark: Text17]     
	
	Position
	[bookmark: Text19]     

	Date
	[bookmark: Text18]     
	
	
	


Please print a copy, sign it and keep for your record
Please ensure the Risk Assessment is signed by the individual carrying out the assessment 

	
	Severity
	
	
	Risk Level

	Likelihood
	Superficial
	Minor
	Serious
	Major
	Extreme
	
	Very low
	Acceptable risk - no action required

	Unlikely
	Very low
	Very low
	Low
	Low
	Moderate
	
	Low
	Tolerable risk - further control measures not required, but status must be monitored

	Possible
	Very low
	Low
	Low
	Moderate
	High
	
	Moderate
	Further control measures required to reduce risk as far as is reasonably practical

	Likely
	Low
	Low
	Moderate
	High
	Very high
	
	High
	Urgent action required to allow activity to continue

	Very likely
	Low
	Moderate
	High
	Very high
	Very high
	
	Very high
	Risk intolerable - activity must cease until the risk has been reduced

	Extremely likely
	Moderate
	High
	Very high
	Very high
	Very high
	
	
	


See ‘Matrix for risk evaluation’ for further guidance.
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