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Society Master Risk Assessment 2025-26

Keeping people safe and well is the top priority in the planning and delivery of activities. This risk assessment is designed to cover the risks and mitigations for your usual, day-to-day society activities and should be adapted to your society’s specific activities. Your society needs to complete this ONCE for the year, but it should be reviewed after any incidents or accidents.
All committee members are responsible for ensuring society activities are carried out in line with your risk assessment. If you need any support with completing your master risk assessment, please contact yourcommunities@sunderland.ac.uk.
Separate risk assessments MUST be completed for the following:
· Trips outside of Sunderland
· One-off activities and events not covered by your master risk assessment.
· Large scale events (e.g. ball, celebration OR any activity/event with a 50+ capacity)

Completing your risk assessment
Save and edit this template to make it relevant to your society. E.g. if your activities will never involve food, you can remove this as a hazard. Consider the following and the hazards they may include:
· Where will your event take place? Do you need to visit the venue to check the facilities and accessibility?
· Will you be providing food and drink at your events? Who will be responsible for preparing and serving food? 
· Will you be fundraising for your group or for an external charity?
· Will you be going on any trips? How will you make sure no-one gets lost? Will you be organising transport? (You should submit individual trip risk assessments separately, so they are tailored to the event.) 
· Will you be using equipment/tools in your activities?
· Will your events involve physical activity?
· Will you be outdoors for activities? How will you react to severe or changing weather?
· Are there any sensitivities to consider regarding your activities?
· How else can you make sure everyone has a good (and safe) time?
Remember that a risk assessment should not only consider physical safety, but mental/emotional safety, and the stability and reputation of your society. Further guidance on carrying out a risk assessment is provided at the end of this document.
	Society name:
	

	Description of usual society activities (delete/add more as applicable):
	· Socials on campus
· External guests on campus and online
· Bake sales or food on campus
· Workshops on campus 
· Socials within Sunderland (SR postcode)

	Risk assessment completed by (name and committee position):
	

	Date:
	

	Authorised by SU (Office use only):
	



	
What is the HAZARD? (What could cause harm)

	
WHO could be harmed and HOW?
	

Control measures to reduce risk (what will be in place to keep people safe)
	
Risk Rating (see guidance)
	Optional: ADDITIONAL control measures required (Is there anything else you could/should be doing?)

	
	
	
	L
	S
	L x S
	

	Trip and slip hazards e.g. spillages, wires, objects in the way of walkways.
	People in the location of the activity may slip/fall or trip resulting in minor to moderate injuries, such as cuts, bruises and fractures.
	· Before an event, committee members/event leads to ensure that all areas are well lit, including stairs. 
· The venue will be checked for potential trip hazards, such as cables. 
· Possible hazards will be removed, or participants warned.
· Students are responsible for their own safety and wellbeing when walking or travelling around Sunderland for off-campus activity.
	2
	2
	4 (low)
	Use signage if floors are wet and arrange cleaning with venue staff. Request that participants store personal belongings out of the way to not create trip hazards e.g. keep bags tucked under desks. Report any defects on campus.

	Fire
	People in the venue may be affected with burns, smoke inhalation, and severe/fatal injuries.
	· Events will take place in well maintained venues where venue staff will manage fire safety. In the event of a fire, participants should evacuate the area and follow the guidance of venue staff. 
· All participants to be briefed on location of fire exits and fire procedure.
	1
	4
	4 (low)
	Notify staff if any participants may need assistance in case of a fire e.g. getting downstairs. Ensure good fire safety practises are in place: pathways are kept clear, fire exits are not blocked, and fire doors kept closed.

	Lack of appropriate first aid equipment or experience
	Activity participants could sustain greater physical injury due to lack of first aid.
	· Should emergency first aid be required by any participant the other participants should take appropriate action by contacting venue staff or 111 or 999. Always call 999 in an emergency. 
· For on-campus activities, University security should be contacted in the first instance, unless it is an emergency. 
· The committee or another nominated participant should notify the Students’ Union as soon as possible.
	1
	3
	3 (low)
	

	Participants contracting or spreading infectious diseases.
	Could impact all in the vicinity of an event. Spread of viruses and diseases could impact participants with moderate to severe illness.
	· Application of and adherence with government advice. Respect for others in relation to personal space and wearing of face coverings. Attendees are encouraged to get vaccinated and boosted, where applicable.
· Attendees are advised not to attend if experiencing any COVID 19 symptoms and/or test positive Maintaining a strong cleaning and hand hygiene regime use of hand sanitisers hand washing guidance to be followed use of cleaning materials, where provided cover the mouth and nose with a tissue or sleeve (not hands) when coughing or sneezing (Catch it — Bin it — Kill it) University attendees should adhere to sickness reporting procedures Comprehensive ventilation risk assessment undertaken, and appropriate control measures taken.
	1
	4
	4 (low)
	In the event of a Public Health emergency in conjunction with PHS Refer to Government guidance and adjust control measures accordingly Follow contingency plan (outbreak management plan) in the event of a Public Health emergency in conjunction with PHS.

	Manual Handling and Misuse of Equipment 
	Anyone lifting or moving equipment may sustain personal injury, e.g. sprains, back pain, and work-related upper body/limb disorder (WRULD), due to lack of correct technique.
	· Only committee members (and SU staff where applicable) will handle equipment and furniture associated with the activity. 
· Use correct manual handling technique.
· When moving furniture only lift light furniture, otherwise push or pull them into place. At least 2 people should be pushing or pulling each furniture piece. If larger items need to be moved ensure there are at least 4 people to help to prevent any injuries/accidents. 
· DO NOT attempt to move any staging or heavy furniture or move more than an individual is comfortable with.
· Use trollies to transport boxes and other heavy items when collecting deliveries etc. 
· Break down large packages and those in loose packaging into smaller more manageable loads. 
	2
	2
	4 (low)
	Seek training on manual handling where required.

	Children/under 18s at event
	Students un 18 & children of students.

Safeguarding and welfare issues of young people.
	· Participants are not permitted to attend with children. Terms and Conditions for all events on the Students’ Union website state this.
· Anyone under the age of 18 who is not a student at the University of Sunderland should not be admitted into the event for safeguarding reasons. Society members should be made aware of this in advance of any activities.
· If a student attends an activity with a child/children under 18, the committee will ask them to leave.
· Ensure students under the age of 18 are not alone – at least 2 other members should be present.
	1
	4
	4 (low)
	· Seek further advice if needed.
· Reports any safeguarding concerns to the Students’ Union immediately.

	Lack of information and poor planning 
	Participants may be confused about what’s going on and get distressed, leading to negative feeling to the society.
	· Plan events a good time in advance.
· Details of the activity to be clearly communicated to all participants in a reasonable time prior to the date and time of the activity/event. 
· Committee members to brief all participants on the risk assessment requirements.
· All participants to be made aware of the activity/event lead.
· Separate risk assessments should be completed for Trips outside of Sunderland and Large-scale events (e.g. ball, celebration OR any activity/event with a 50+ capacity)
	1
	2
	2 (very low)
	Ask members for feedback.

	Excessive alcohol consumption
	Intoxication may cause illness, result in loss of personal valuables, or put individuals in vulnerable situations.
	· One committee member to remain sober at all times to ensure that alcohol is not getting out of hand. In the case of any suspicions, committee members to make staff of the venue aware immediately. 
· Committee members to advise participants of the risks of excessive alcohol consumption and ensure they know who to report it to if they see it. 
· Water should be available for free at social events.
· In an emergency, committee and participants to follow the procedure as outlined in this document.
	2
	3
	6 (medium)
	· Check in with individuals during and at the end of the event.
· Report any incidents to the Students’ Union.
· Hold a variety of socials, not all centred around bars.

	Overcrowding/too many participants
	Everyone in the venue at risk of personal injury. Crowds can be triggering for neurodivergent participants or those with anxiety.
	· Committee to confirm capacity of venue prior to advertising and make members aware of the potential numbers at the event.
· Require people to sign up before the event. 
· Volunteers from the society to sign participants in as they arrive and ensure movement around the room occurs in an orderly fashion.
	1
	2
	2 (very low)
	Identify a quieter space that participants can move to if they become overwhelmed.

	Drug use
	Participants overdosing – causing short-term or long-term illness, personal injury, and distress.
	· The Students’ Union has a zero-tolerance approach to the use of drugs within societies.
· In the case of any suspicions, committee members to make staff of the venue aware immediately. 
· In an emergency, committee and participants to follow the procedure as outlined in this document. 
	1
	4
	4 (low)
	· Check in with individuals during and at the end of the event.
· Report any incidents to the Students’ Union.


	Weather conditions
	Participants may suffer injury or inconvenience due to travelling in severe adverse weather e.g. a storm.
	· Committee to encourage participants to wear clothing suitable for the weather.
· The activity/event will be postponed/cancelled should weather conditions compromise the safety of students travelling to/from the event.

(For outdoor activities, additional controls should be added)
	1
	2
	2 (very low)
	Monitor weather conditions and complete a dynamic risk assessment accordingly.

	Inaccessible venue or activity
	Some people may be excluded from an event, or have a less enjoyable time, if the venue or activity is not accessible for them.
	· Using accessible venues for events in consideration of the membership e.g. wheelchair access and hearing loop systems. The Students’ Union Social Space, City Space and other University spaces are wheelchair accessible via lift and have accessible and gender-neutral toilet facilities.
· Committee members to ask for additional access requirements to make sure attendees are comfortable and ensure that all venues are fully accessible, including toilet facilities. 
	1
	3
	3 (low)
	Ask members for feedback to see if anything more needs to be done to make events accessible.

	Electrical equipment
	People coming into contact with electrical equipment could be electrocuted. Faulty equipment could result in fire (see above).
	· Committee members to visually inspect sockets and plugs before use. 
· Unsafe electrical items to be removed from use. 
· Equipment borrowed from the Students’ Union has received up to date testing. Electrical equipment provided by another venue should be maintained and tested.
	1
	3
	3 (low)
	Additional electrical equipment should be in good condition – check recent test date.

	Waste and untidiness
	Leaving a mess may result in penalties to the society and create hazards for those using the space after.
	· At the end of an event, waste materials will be disposed of correctly and the area/room left in the state and design layout it was found.
	1
	3
	3 (low)
	Take photos to prove how the space was before and left after an event.

	Cash handling
	Students and Students’ Union negatively impacted due to theft and fraud.
	· The Students’ Union operates on a cashless system and societies are not permitted to take in cash payments for activities and events. Committee members to book card reader and/or set up a cashless ticket on the SU website or JustGiving page to take payments.
	1
	2
	2 (very low)
	If cash is present and a theft is attempted, students should release cash immediately to avoid harm and notify University Security and the Students’ Union as soon as possible.

	Food and drink - contamination and hygiene
	May result in food poisoning, and the spread of bacteria and viruses through consumption of food/drink.
	· Food and drink provided by a professional kitchen, or from reputable manufacturers/retailers with a hygiene rating of at least 4. External caterers need to provide a copy of their Public Liability Insurance (PLI).
· Food items provided are individually wrapped to avoid direct handling. Otherwise, clean tongs should be used to serve items like pizza, that cannot be wrapped.  
· Use-by-date and condition of food products checked before serving.
· Only food items covered in the Students’ Union Bake Sale Policy can be prepared by society members. The policy must be strictly adhered to when baking goods.
· Food items kept refrigerated and/or covered before the event. 
· Food served on clean, food safe, surfaces. Good hand hygiene is promoted, including hand washing and hand sanitiser. Cuts should be covered by plaster and kitchen gloves.
· If visiting a restaurant, the rating will be checked beforehand – rating should be at least 4. 
	1
	4
	4 (low)
	· All societies to sign bake sale policy prior to such an event taking place.
· Monitor the situation during the event, and ensure good hygiene is practised.
· Seek medical assistance if required.

	Food and drink - allergies
	Participants with allergies - Anaphylaxis (minor to severe).
	· Correct labelling on any food products - full ingredients list available with allergens highlighted. Organisers to be made aware of any existing allergies. 
· Food and drink provided by a professional kitchen, or from reputable manufacturers/retailers. 
· If visiting a restaurant, participants with severe allergies should check the menu in advance and speak to the restaurant if unsure.
· Individual food items like sweets to be individually wrapped, to avoid cross-contamination.
	1
	4
	4 (low)
	· All societies to sign bake sale policy prior to such an event taking place.
· Monitor the situation during the event and ensure food items are not mixed.



	Food and drink - dietary requirements
	Individuals may feel excluded if their dietary requirements are not catered for.
	· Organisers to make sure that standard dietary requirements are covered e.g. vegetarian and vegan - consider feasibility of halal and kosher options. 
· Make sure it is clear what items are suitable for dietary requirements. 
· Reserve food if limited.
	1
	3
	3 (low)
	Ask to be made aware of any dietary requirements in advance.

	Travel - between venues and after an evening event
	Minor to severe injuries could result from road accidents, walking alone in the dark, or walking by water at night.
	· Share information about how to get home safely from the venue before the event e.g. free university minibus.
· If walking: Plan a route that uses pedestrian pathways and crossings and walk between venues in a group(s). Avoid walking by deep water if possible.
	1
	4
	4 (low)
	· Ask if members have any accessibility requirements and plan safe travel accordingly e.g. wheelchair accessible taxi.
· Check in with participants about how they are getting home - match people who can travel/walk home together.

	Guest speakers and external guests 
	Those attending the event, and other students and staff, due to
offensive or triggering language from speaker, either prior or during the event, resulting in reputational risk and upset.
	· Guest speakers should be researched in advance. Committee should discuss potential speakers with a staff member before sending an invitation.
· Guest speaker/external guest requests to be submitted to the Your Communities team at least 6 weeks in advance to be approved by the University for safeguarding purposes.
· Committee members should report any concerns about external speakers or guests to the Students’ Union as soon as possible.
	1
	4
	4 (low)
	Monitor the reception to guest speakers and external guests and seek support from staff if needed.

	Offensive comments, bullying and harassment
	Members may feel intimidated, upset or unwelcome, negatively impacting their wellbeing, and causing them to stop attending events.
	· Students are representatives of the Students’ Union and University and are expected to adhere to the University’s Student Code of Conduct, as well as the Society Member’s Code of Conduct.
· Remind participants of expected behaviour and set boundaries.
· Encourage an inclusive and welcoming environment and ask for members’ feedback.
· For online events: Two committee members to host and monitor the chat.
	2
	2
	4 (low)
	Challenge inappropriate behaviour, if safe to do so (see controls below), and report incidents if needed. Check in with individuals who seem upset or withdrawn. Seek advice from the SU staff if required.

	Violence, aggression,
unwanted visitors, verbal and/or physical
assault, encounters with members of the public  
	Attendees may suffer aggression and injuries from unwanted visitors/attention. 
	· Students are representatives of the Students’ Union and University and are expected to adhere to the University’s Student Code of Conduct, as well as the Society Member’s Code of Conduct.
· If committee members are concerned about an attendee or attendees’ behaviour, they should assess the situation and act accordingly in a calm manner and ask the person/s to leave if there is continued disruption. 
· Committee members should alert security / venue staff if there is a risk to personal safety or threatening behaviour is exhibited. Students should never attempt to directly deal with a situation where personal safety is at risk.
· Students should not engage with members of the public who are displaying disruptive behaviour. Committee members should discourage participants form engaging in any dialogue with other members of the public that may be perceived as confrontational.  
· Link to online events should only be made available to members who have signed up to the event through the Society’s webpage. 
· Committee members should feel confident to remove people from an online call or forum (e.g. Discord) if necessary.
	1
	4
	4 (low)
	Follow guidance in society training – dealing with conflict and refer to guidance document on Committee Hub. 

Committee members should notify the Students’ Union of any issues as soon as possible, inclusive of any online behaviour issues.


	Personal data
	Loss or sharing of personal data impacts on the privacy of individuals.

Serious data breaches may result in the Students’ Union being fined or facing legal action.
	· Committee members will take steps to be aware of data protection and how to avoid loss or sharing of personal data. 
· BCC function will be used for sending out emails to members from the society email account.
· Social media groups/pages are opt-in for students. 
· Sign-ups for events will take place through the SU website or other approved platforms – paper sign-up sheets should be avoided. Only information necessary for the event will be collected from participants.
· Members must give written permission before their contact details are shared with others.
· Participants must be made aware when photos are taken at events and be asked permission to use their photo online.
· Society records should only be accessible to the current committee. 
· Any data that is no longer needed should be destroyed.
	1
	3
	3 (low)
	If personal data is lost or accidentally shared, the Students’ Union must be notified straight away.

	Financial sustainability
	The society will not be able to hold events without the funds to cover costs.
	· The committee budgets for events that will incur costs. 
· Regular society running costs are covered through membership fees and tickets for events.
	1
	4
	4 (low)
	· Hold fundraising campaigns to increase funds, following the correct processes. 
· Apply to the Communities Fund for one-off events or equipment purchases.

	Fundraising - Clarity of the charity
	If it’s not clear where fundraising money is going, donors may make a complaint, and this may impact the reputation of the society and Students’ Union.
	· All fundraised monies should come through the Students’ Union via card machine or the SU website or be donated through a JustGiving page.
· Clearly display the charity name, logo and charity number on all fundraising marketing material, including the percentage of income going to the charity. This includes fundraising for the society itself (Your SU is a registered charity, no.1148212).
	1
	4
	4 (low)
	Societies should not solely rely on one means of fundraising (e.g. bake sales) and try to diversify income and fundraising.

	Add more as applicable to your society
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Risk Management Guidance
[bookmark: _heading=h.hrmbvi72my9][bookmark: _heading=h.m6zwyljb6u61]As an organisation, we are responsible for managing risks that are considered ‘reasonably foreseeable’, with control measures that are ‘reasonably practicable’. For each new academic year, societies need to consider the risks of their activities and complete an annual master risk assessment.
How to carry out a risk assessment:
1. Identify hazards - this is what could potentially cause harm.
2. Assess the risk - this considers the likelihood that someone could be harmed and the severity of injury and will give you a risk rating.
3. Consider what you are already doing to remove or mitigate this risk. Re-assess the risk rating with these measures in place.
4. Consider if there is anything else you can do to eliminate or reduce this risk.
5. Decide who will be responsible for managing this risk.
6. Review your risk assessment throughout the year, especially after any incidents or accidents – you must report these to Your SU.
[bookmark: _heading=h.9oq1tfizvvfq]
[bookmark: _heading=h.we2vis98brol]A written risk assessment demonstrates that you have carried out your responsibilities as a committee to help keep yourselves and your members safe. However, it is important that you follow through with the actions included in the risk assessment and continue the process of identifying hazards and reducing risk during activities too. 
Dealing with new hazards as they arise is known as a ‘dynamic risk assessment’. You should keep a record of any additional controls you introduce in your dynamic risk assessment and review your master risk assessment after the activity.
As committee you are responsible for your society and members. If you do not follow the safety controls within your risk assessment and Your SU’s processes, you may make yourself personally liable. Please seek staff support if you are ever unsure about something and do not hesitate to cancel an activity if you do not believe it can be delivered safely and without negative consequence.

Risk Rating
Hazard: Something that has a potential to cause harm.
Risk: The extent of harm that could arise from a hazard. This is given a rating, which is calculated using the formula below. 
	Risk Rating = Likelihood (L) x Severity (S)



The risk rating identifies whether the risk is acceptable for the activity to go ahead as planned, or if some element must be changed to make it so. Where it is not possible to bring a risk down to an acceptable level, it is unlikely that the activity can go ahead. In this situation, you should discuss your options with a staff member.

	Hazard Likelihood 
	Definition 
	Points rating 

	Highly unlikely 
	Not known to occur. Only under freak conditions could there be any possibility of an incident.
	1

	Remote
	Remote possibility of an incident but is known to have occurred - probability is very low. 
	2

	Can occur
	The incident may occur if additional factors precipitate it, but it is unlikely to happen without them. Can be reasonably foreseen.
	3

	Likely 
	Will happen often, with previous history of such incidents.
	4

	Highly likely
	Quite foreseeable. If things continue as they are, there is almost 100% certainty that an incident will happen, e.g. bare, exposed electrical wires causing, or unstable stacks of heavy boxes causing injury.
	5



	Hazard Severity
	Definition 
	Points rating 

	Minor
	Minor injury such as a bruise or graze, with no risk of disease.
No lasting impacting or consequence for the society.
	1

	Significant
	Injury which would impact an individual for over three days or cause occupational illness.
Leaves activity participants with negative feelings towards the society.
	2

	Serious
	Temporary disability causing injury or disease capable of keeping an individual off work/university for multiple days. 
Results in members leaving the society.
	3

	Major
	Serious injury or permanent disability to an individual e.g. loss of limb. 
Results in significant impact to the reputation or finances of the society.
	4

	Fatal
	Death and widespread destruction e.g. fire, explosion, toxic release, and building collapse. 
Results in significant impact to the reputation or finances of Your SU and/or University of Sunderland.
	5



Risk Rating Matrix
Use the matrix below to determine the level of risk associated for each of the hazards identified.
	
	Severity

	
	Minor
	Significant
	Serious
	Major
	Fatal

	

Likelihood
	Highly Unlikely
	1
	2
	3
	4
	5

	
	Remote
	2
	4
	6
	8
	10

	
	Can occur
	3
	6
	9
	12
	15

	
	Likely
	4
	8
	12
	16
	20

	
	Highly Likely
	5
	10
	15
	20
	25


	Risk rating
	Level of risk
	Are further corrective actions required?

	1-2
	Insignificant
	No action needed.

	3-4
	Low
	Broadly acceptable. Continue to monitor the activity.

	5-9
	Medium
	Moderate. Identify additional cost-effective measures 
to reduce risk, implement and monitor.

	10-16
	High
	Highly risky. Urgent action must be taken to identify additional controls and reduce risk.

	17-25
	Very high
	Unacceptable. Immediate action required. Stop activity and identify controls or change the activity to bring the risk down to an acceptable level.



[bookmark: _heading=h.gjdgxs]Incidents and Accidents
This includes ‘near misses’ or ‘dangerous occurrences’, where no-one was harmed but could have been e.g. scenery collapsing on a theatre production set but missed those in the vicinity.
If an accident occurs, find a First Aider, if required. They are trained to manage situations of physical injury and can apply dressings to minor wounds.
You need to make notes about an accident/incident:
· What’s happened? Including date and times. 
· Who’s involved? Get witness names and contact details.
· Who have you told? What action have you taken?

Use these notes to complete the Incident and Accident form immediately after the event and send it to Your SU - this should be done within 7 days.
Update your risk assessment if needed, to avoid the situation happening again. Speak to a staff member for advice.
Sometimes incidents are the result of not following the measures set out in the risk assessment. Therefore, it is very important that all committee members have read and understood the risk assessment and are taking responsibility for upholding it. 

In an emergency
This is a major incident, which may involve severe injury, or the potential for this to occur.

In an emergency:
· Try to keep as calm as possible.

· As much as possible make sure everyone is safe, but only if it is safe for you to do so.

· Call any emergency services required (999, or 112 in Europe). Follow any instructions the emergency services give you.
	If on campus, alert Campus Security: 0191 515 2028 - save this number!

· Notify Your SU (0191 515 3030 – save this number too) of the incident immediately. Outside of Your SU office hours contact Campus Security if a student is hospitalised, or if there has been a fatality. 

· Do not speak to the media about the incident, this includes posting on your social media accounts. You should make sure your members also adhere to this, as this can cause additional or unnecessary worry for the friends and relatives of those involved. All media requests will be managed by Your SU and University, so please direct journalists to: yoursu@sunderland.ac.uk.
This type of event is very unlikely to occur but being prepared means that you will know how to act if it does. Remember that it is important that you notify Your SU of all your events and activities, so that staff can quickly help you with any situation, as the necessary information will already be on record.
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