
RISK 
ASSESSMENT
GUIDANCE
>> ALL THE INFORMATION YOU NEED TO FILL
OUT A RISK ASSESSMENT FOR YOUR EVENT

DATE: MARCH 2020



YES

1.  DOES YOUR EVENT INVOLVE FOOD?

NOEXTERNAL CATERER

ALLERGIC REACTIONS

FOOD HYGIENE

Make sure food is handled using gloves and is kept in separate 
containers to avoid cross contamination. 
Be aware of the risk of cross - contamination from handling money, 
then food.
All food items must be disposed of at the end of the day.
Also make sure baked goods are made in a clean environment.

GO TO QUESTION 2 .YES NO

Check their public liability and food hygiene certificates.

Have a list of all ingredients available and visible next to the food 
product. If the situation was to occur, call 999 and security immediately.



MONEY HANDLING
(£5.00-£50.00)

2.  DOES YOUR EVENT INVOLVE HANDLING MONEY?

YES NO

NO

NO

THE LEVEL OF CASH

YES

GO TO QUESTION 3.

Ensure someone stays with the money at all times.

Make sure money is kept in a secure container and is 
only accessed when a sale is made.
Pay into the Helpdesk within 3 working days.

Pay into the Helpdesk immediately.

YES

YES

MONEY HANDLING
(£50.00-£100.00)

MONEY HANDLING
(£100.00+)



3. DOES YOUR EVENT INVOLVE EQUIPMENT?

YES NO

Make sure equipment is li�ed and handled in a 
manner compliant with health and safety guidelines.

SETTING UP / DOWN

Ensure that you provide any PPE or safety equipment 
needed to take part in the activity.

SAFETY EQUIPMENT

Make sure wires are kept tidy to prevent trip hazards.

TRIP HAZARDS

USING ELECTRICAL
EQUIPMENT

Ensure it is PAT tested and that only commi�ee 
members handle the equipment.
No drinks or liquids on or near electrical equipment.

YES NO

GO TO QUESTION 4.



4. WHAT IS THE SIZE OF YOUR EVENT?

Ensure capacity of the room is not exceed.
Make sure everyone is aware of fire exits and assembly points.

Make sure to not block escape routes or fire exits.

YES NO

Have specific people in charge of checking designated areas, 
if safe to do so.
Monitor a�endance using a ticketing system.
Inform Royal Holloway security that the event is taking place.

FIRE SAFETY

GO TO QUESTION 5.

NOYES

FIRE SAFETY

YES NO

FIRE SAFETY

SMALL
(SEMINAR ROOM)

MEDIUM
(LARGE SEMINAR ROOM)

LARGE
(LECTURE THEATRE)



5. WHERE ARE YOU HOLDING YOUR EVENT?

CAPACITY

NOISEYES

YES

STUDENTS SEPARATED 
FROM GROUP

NO

NO

Students to share phone numbers with trip 
organisers to contact if this occurs.
Send round details prior to the event of where 
everyone is going.

If in a residential area keep noise to a minimum.
If the event is large-scale make local residents aware.

If heading to a venue (pub/restaurant), inform venue 
prior to event that a large group will be a�ending.

NO

YES YES

ON CAMPUS OFF CAMPUS

FIRE SAFETY

GO TO QUESTION 6.

Don’t exceed the 
capacity of the room.

Inform Royal Holloway 
security that the event 
is taking place.

LARGE SCALE EVENT



6. WHO IS THE AUDIENCE FOR YOUR EVENT?

IDENTITY (LOW)

IDENTITY (MEDIUM)

GDPR

IDENTITY

Have a members list 
printed to check names 
against.

NO

GO TO THE NEXT PAGE

YES

People will purchase tickets prior to the event 
taking place, this list will be printed for the event 
College cards will be checked on arrival

People will sign their names on an a�endance list 
on arrival.

EXTERNALS

NOROYAL HOLLOWAY 
STUDENTS

YES

GROUP MEMBERS

YES

GDPR

NO

Only commi�ee 
members will handle the 
members list.
It will be disposed of
confidentially and 
securely a�er the event.

GO TO QUESTION 7.



6/A. WHO IS THE AUDIENCE FOR YOUR EVENT?

GO TO QUESTION 7.

YES

Inform Royal Holloway security so they are aware that 
there are external people and may be coaches on campus.

INCREASED TRAFFIC
ON CAMPUS NO

Have an a�endance list ready to monitor who is a�ending 
the venue.

YES

EXTERNALS

IDENTITY



Have an a�endance list in case of an emergency 
that can be checked.
Have easily identifiable event leaders who have 
been briefed.
Inform Royal Holloway security if on campus.

7.  HOW LONG IS THE EVENT GOING TO LAST?

GO TO QUESTION 8.

Have an a�endance list. 
Share contact numbers with event leaders.

Have a designated sleeping area near the exit.
Speak with the SU to coordinate sleeping 
arrangements.

YES

YES

YES

NO

NO

NO

OVERNIGHT STAY

ALL DAY

24 HOUR / 48 HOUR
EVENTS



8. ARE YOU HAVING ALCOHOL AT YOUR EVENT?

GO TO QUESTION 9.

Have non-alcoholic alternatives available and ensure no one 
is forced to drink alcohol.

INTOXICATION

Ensure everyone has a plan to get safely home.
Have water available. 
Have at least one member of the group who is responsible and 
isn’t drinking in case of emergencies.

YES NO

NOT WANTING TO 
DRINK ALCOHOL



9. DOES YOUR EVENT INVOLVE A SENSITIVE TOPIC?

NOYES

SENSITIVE TOPIC

Provide content 
warnings and allow 
anyone to leave the 
venue at any time.

GO TO QUESTION 10.



10. DOES YOUR EVENT INVOLVE A PERFORMANCE?

YES

YES

GO TO QUESTION 11.

Have warnings for the audience if lights are being used.
Will be used by professionals only.

ARE THERE
LIGHTING EFFECTS? NO

YES

Make sure all areas are kept clear of any obstructions.
In rehearsals, make sure everyone is aware of stage and surroundings.
Any props in the performance must be cleared when possible.

SLIPS, TRIPS
AND FALLS

Will be used by professionals only and will discuss with SU tech.

FIRE RISK

Follow prescribed fire safety procedure in the building and will make 
relevant cast and crew members aware of these procedures in 
rehearsals and before each show.

ARE YOU USING
TECH EQUIPMENT? NO

GO TO THE NEXT PAGE

NO



10/A. DOES YOUR EVENT INVOLVE A PERFORMANCE?

Be aware of any potential health issues of cast and crew. If a cast 
member falls ill, get them o� stage and call an ambulance if necessary.
Have commi�ee members present to facilitate this.

GO TO QUESTION 11.

MEDICAL EMERGENCY



HIGH PROFILE

A speaker from Royal 
Holloway University
Representative from a 
company or charity

11.  DOES YOUR EVENT INVOLVE A GUEST SPEAKER?

Have an a�endance list that people can sign on 
entering the venue.LOW PROFILE

IDENTITY

IDENTITYMEDIUM PROFILE

GO TO THE NEXT PAGE

Political figure
Local councillor
Activist
May have some security 
requirement

Someone of high importance
Has security requirements

ATTENDANCE 
/ INTRUDERS

SECURITY ISSUES 
FOR SPEAKER

Have a ticketed event on the group webpage. 
A�endance list will be printed prior to the event and 
can be ticked o� on arrival.

Have a commi�ee member remain by the entrance to 
monitor anyone else entering the venue.

Only those on a�endance list able to a�end the event.
Inform Royal Holloway security so they are aware the 
event is taking place.

GO TO QUESTION 12 .

WHAT LEVEL
OF SPEAKER? GO TO QUESTION 12 .NOYES



11/A. DOES YOUR EVENT INVOLVE A GUEST SPEAKER?

IDENTITY

SECURITY ISSUES 
FOR SPEAKER

PHOTOGRAPHY &
LIVE STREAMING

There will be a photographer to document the event from the commi�ee.
Other a�endees will be asked to refrain from taking photos until the end of the event.

Have a ticketed event on the group webpage. A�endance list will be printed prior to the 
event and can be ticked o� on arrival. 
Only current Royal Holloway students will be able to a�end and will have to show college ID
on arrival.

Only those on a�endance list will be able to enter the venue.
External security will be present to facilitate this.
All a�endees will be searched on arrival by security. There will be a cloakroom where large 
items, bags and coats can be kept securely. Once searched, a�endees will be given a 
wristband so can clearly be identified.
Inform Royal Holloway security who will facilitate the arrival and departure of the speaker.

HIGH PROFILE

GO TO THE NEXT PAGE



11/B. DOES YOUR EVENT INVOLVE A GUEST SPEAKER?

INTRUDERS OR OTHER 
PEOPLE IN THE BUILDING

ADVERTISEMENT 
OF THE EVENT

OUTBREAKS IN THE 
AUDITORIUM

Location will not be revealed until the day of the event via email to those who have signed up 
to the event.

The entire building will be booked out for the purpose of the guest speaker event.
No other events shall be taking place in the building. Only those with a wristband will be able 
to enter the auditorium. 
There will be no late entry and no re-entry if someone chooses to leave.

Freedom of speech will be adhered to, but if outbursts are deemed a risk to the speaker, they 
will be removed.
There will be a disclaimer at the beginning of the talk to inform all in a�endance that there is 
a chance that they may take o�ence and are welcome to leave at any point. They would not 
be allowed to re-enter.

HIGH PROFILE

GO TO QUESTION 12 .



12. WILL YOU BE RECORDING OR HAVING PHOTOGRAPHY AT THE EVENT?

YES NO

YES NO

Ensure all equipment is PAT tested and the area is clearly signed 
and secured.
Have posters advertising it recording and tell people to make a 
designated person aware if they do not wish to be filmed.

Have posters advertising there will be photography and tell 
people to make a designated person aware if they do not wish to 
be inlcuded.

VIDEO RECORDING
/ LIVE STREAMING

PHOTOGRAPHY

YOU’RE NOW
GOOD TO GO!

YES NO

Attach your risk assessment to the event proposal form here:
su.rhul.ac.uk/studentgroupeventproposal

http://su.rhul.ac.uk/studentgroupeventproposal


@SURHUL / SU.RHUL.AC.UK


