	covid-19 risk assessment for college events and meetings


	reference no. (compliance manager to add)
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	proposed event/activity:
	
	venue :
	

	date of event:
	
	number of stewards:
	

	event organiser(s) /              responsible person(s):
	
	total no. of attendees:
	
	maximum capacity of venue:
	


ASSESSMENT OF RISKS

	risk
	questions


	responses – how will risk be managed?
	risk ok?
	any further actions

	transmission of covid-19
	Attendees with Covid-19 symptoms

How will organisers ensure people with symptoms don’t attend?

How will organisers ensure people who have been in close proximity of a person with Covid don’t attend?

	· Guests must not attend if:   

· they are self-isolating.

· they have received a positive test result in the weekly University testing programme.
· they have been contacted by NHS Test & Trace to advise they have been in contact with someone who may have the virus (unless they are fully vaccinated, or exempt).
· they experience any symptoms of Covid-19 on the day of the event.
	Yes

No
	☒
☐

	

	transmission of covid-19
	Ventilation 

How will available ventilation be maximised?


	· Windows should be opened before the event starts and remain open throughout.

	Yes

No
	☐
☐

	

	transmission of covid-19
	Aerosol spread

How will aerosol spread be managed?


	
	Yes

No
	☐
☐

	

	social distancing


	Capacity

How will numbers be monitored?  Where will stewards be positioned?

	
	Yes

No
	☐
☐

	

	social distancing


	Dispersal after the event
How will congestion be avoided when the event ends?
	· Designated stewards will ask students to leave the premises as soon as the event is over and encourage guests to keep moving.


	Yes

No
	☐
☐

	

	disabilities

	People with disabilities
What access arrangements will be in place for guests with limited mobility or other disabilities?  How will guests in wheelchairs or on crutches evacuate if the fire alarm sounds? How will the Porters know if a guest will need assistance to evacuate if the fire alarm sounds?

	
	Yes

No
	☐
☐

	

	hand hygiene 
	Hand sanitisation

What sanitising/hand washing facilities will be provided and where will they be located?

Who will ensure hand sanitiser is available? 

	· Hand sanitiser provided at entrance.
· Stewards will check sanitiser levels before the event.

	Yes

No
	☒
☐

	

	face coverings
	Face coverings
Will face coverings need to be worn at the event?


	
	Yes

No
	☐
☐

	

	cleaning
& contact with contaminated surfaces
	Cleaning arrangements before the event

Who will clean/sanitise the venue?

How will contact with contaminated surfaces be managed?
	· Regular Covid-19 cleaning by College staff.   

	Yes

No
	☐
☐

	

	cleaning
	Arrangements for clearing up and cleaning after the event

How will venue be cleared, cleaned and sanitised after the event?
	· Ihasco manual handling training for designated organisers.  
· Return furniture to normal places at the end of the event. 
· Wipe chairs and tables which have been moved/used.
· Wipe/sanitise worktop surfaces which have been used eg as a pop up Bar in the Diamond.


	Yes

No
	☐
☐

	

	catering


	Food & drink 
How will refreshments (if any) be provided in a Covid-19 secure manner?  
	
	Yes
No

	☐
☐

	

	compliance with college premises licence 
	Serving alcohol

Opening hours

Who will ensure that stewards who will be serving drinks have been trained?

How will stewards ensure that students under the age of 18 are not served alcoholic drinks?
	· Bar training for designated Supervisors attending the event.  
· Supervisors will not consume alcoholic drinks.
· Students’ Tutor will email student under 18 years of age to remind of alcohol laws.
	Yes
No
N/A


	☐
☐
☐

	

	fire
	Faulty electrical equipment

How will organisers ensure electrical appliances have been inspected and are safe to use?


	· College PAT testing programme.
· Organisers will check electrical equipment has a valid PAT test sticker dated within the last 12 months.  Request maintenance staff complete any outstanding PAT tests before the event.

· Any non-College electrical equipment brought to the event must have a current PAT test.  
	Yes

No


	☒
☐

	

	fire
	Emergency evacuation
How will organisers ensure students are able to evacuate safely, following the correct procedure if the fire alarm sounds?  


	· Fire exits kept clear at all times.

· Stewards will familiarise themselves of the fire evacuation procedure, all routes of escape and the fire assembly point. 
· If the fire alarm sounds:

· The event will be stopped.

· Stewards will immediately direct guests out via the nearest safe route of escape and to the fire assembly point.

· Instruct students to maintain social distancing at the fire emergency assembly point and to remain there until the Duty Porter gives further instruction.
	Yes

No


	☐
☐

	

	fire
	Smoking 
(Smoking is not permitted in the in or within 5m of any buildings.)

How will organisers ensure compliance with the College Smoking Policy?
	· Stewards will enforce the no smoking policy if necessary.
	Yes

No


	☒
☐

	

	slips and trips
	Slippery floors
Obstructed walkways
How will the risk of slips and trips be monitored and dealt with? 
	· Stewards will monitor for spillages and mop floor, ensuring area is left dry.
	Yes

No


	☐
☐

	

	manual handling
	Injuries moving tables and chairs while setting up for the event/performances
	· Stewards will complete Ihasco manual handling training.
	Yes

No


	☐
☐

	

	security
	Leaving the venue unlocked could result in unauthorised access/theft.
	
	Yes

No


	☐
☐

	

	ADD HERE ANY OTHER INFORMATION TO SUPPORT THIS RISK ASSESSMENT:  


	Has the Dean has approved this event?
	Yes

No


	☐
☐


	Risk assessment completed by:  


	Signature:
	Email:
	Date: 

	Risk assessment approved by: Martin Pierce, Bursar

(Master, Vice Master, Dean, Senior Tutor or Bursar
	Signature:


	Date: 




All completed and signed risk assessments should be sent to the Compliance Manager (Sue Barnes – slb54@cam.ac.uk) 

