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Risk Assessment
	Risk Assessment Type
	Events

	Assessment carried out by
	

	Date assessment carried out
	TBC



	What are the hazards?
	Inherent Risk
	Residual Risk
	Who might be harmed and how?
	What is already being done to control the risks?
	What further action is necessary to control the risks?
	Who needs to carry out the action?
	When is the action needed by?
	Actioned Y/N?

	Health & Safety at Events including (but not limited to): slips and trips, lifting heavy items
	6
	4
	Staff members could be at risk of injury, eg, trip or fall, when working externally at an exhibition venue. 
	· General good housekeeping is carried out at all times
· Trailing leads or cables are moved or protected
· Staff keep stand area clear, eg no boxes 
left unattended, deliveries stored immediately
· Staff to mop up or report any spillages to venue
· Staff are advised never to try to move an item which could cause a strain
· Staff advised to always consult the stand manager before removing any bulky items
· If an item is to be lifted staff are made aware of correct lifting procedure and advised to refer to the Health and Safety Policy
· Staff to always be aware to keep good footing

	Staff to be vigilant of surroundings and ensure they are aware of venue protocols including emergency exit procedure
	Event Organiser
	Always when attending an event
	

	Computers, laptops and similar work equipment

	4
	2
	Staff members could be at risk of injury, eg electric shock from faulty computer equipment
	· All ISEP computer equipment is PAT tested annual by the IT Manager
· Event organiser to ensure that all computer equipment all working safely prior to event
	Staff to maintain safety checks prior to each and every event
	Event Organiser
	Always when attending an event
	

	Fire at External Event Venue 
	3
	3
	If trapped, staff could suffer injury or fatal injuries from smoke inhalation/burns.
	· Any member of staff attending a meeting or event at an external venue is required to make themselves aware of any fire precautions in place at the location and to know where the fire exits are located.
· Any member of staff attending a meeting or event at an external venue is required to adhere to all H&S instructions provided should the fire alarm or other emergency be raised.
· New staff are instructed on their responsibilities with regard to health and safety at their induction/onboarding session.
· A H&S briefing is undertaken prior to each face to face meeting or event at an external venue.

	Staff to be vigilant of surroundings and ensure they are aware of venue protocols including emergency exit procedure
	Event Organiser
	Always when attending an event
	

	Safeguarding: Special arrangements required or event is open to children, young adults or vulnerable people
	4
	4
	Children, young adults or vulnerable people could be at risk if specific arrangements have not been considered.
	· Event organiser must refer to the Safeguarding Policy if any special arrangements or considerations need to be applied to an event.
· Where an event is open to children, young adults or vulnerable people, this risk assessment MUST be signed off by the Director of Operations (or Head of Membership Operations in their absence) prior to arranging the event.
· Any concerns or incidents can be reported to the ISEP team using the report form here.
· Any concerns or incidents can be reported to ISEP’s Safeguarding POC, Sue Buxey, Director of Operations (s.buxey@isepglobal.org) or Harvey Griffith, Head of Membership Services (h.griffith@isepglobal.org) in their absence.
	Event organiser to check safeguarding policy prior to arranging an event to consider all requirements.
	Event Organiser
	Always when attending an event
	





Risk Assessment: Risk Rating Matrix (to use for all risk assessments)

	LIKELIHOOD
	IMPACT

	
	INSIGNIFICANT
Corrective action – unlikely to cause medium to long term impact

1
	MINOR
Likely to disrupt parts of the business


2
	MODERATE
Likely to cause disruption to key business functions and will require material inventions
3
	MAJOR
Likely to cause long term negative impact on the performance of ISEP

4
	CATASTROPHIC
Likely to seriously threaten the viability of ISEP


5

	ALMOST CERTAIN
The event is expected to occur in most circumstances
	5
	
	
	
	
	

	LIKELY
The event will probably occur in most circumstances
	4
	
	
	
	
	

	MODERATE
Given time, likely to occur
	3
	
	
	
	
	

	UNLIKELY
More likely to occur under normal conditions
	2
	
	
	
	
	

	RARE
The event may occur only in exceptional circumstances 
	1
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