
 
 
 
University of Lincoln Students’ Union 

Annual Risk Assessment for Activities 
 

 Activity Details 

Activity Name K-Wave Appreciation Society 

Date Of risk Assessment Completion 01/05/2019 

Risk Assessment Review Date 01/05/2020 

 Ongoing Assessment 

The Risk Assessment process must be ‘on-going’ and ‘dynamic’. 

In other words, professional judgements and decisions regarding safety will need to be made during the activity. If the control measures aren’t sufficient, 
the activity must not proceed. 

All personnel involved with the running of the activity must receive very clear guidance and instructions for the management of the activity and be very 
clear about their own roles and responsibilities for each aspect of the event and carry these out under the guidance given. 

The whole team must be told that under no circumstances are they to admit liability in case of any accidents; all incidents or questions involving insurance 
must be referred to Lincolns Students’ Union as soon as possible, no later than the working next day. 

 
What is an Annual Risk Assessment? 

 
An Annual Risk Assessment is a risk assessment done once a year that covers all regular society or sport activity during that year period. It is designed to cover the 
regular activities that your society or sport undertakes (E.g. Meetings, Training, Competitions, and Trips in the UK). Larger-scale events and activities will need to be risk 
assessed separately and in more detail depending on the type of event (E.g. Trips abroad or to high risk sites, Guest Speakers). 

 
How to fill out the Annual Risk Assessment 

 
Like the normal Risk Assessment, the Annual Risk Assessment has the same sections requiring the same inputs. However the main difference of this assessment is that the 
hazards should be more general. It is there to cover all general activity that you undertake as a society. We have produced a template Annual Risk Assessment for you to 
use, this contains a wide selection of hazards that the majority of societies will encounter through the year. If your society does more activities with additional hazards, or 
the hazards are slightly different to the ones listed, you must add these or make the necessary changes. 



Risk Rating Guide 
Below is a simple guide to help risk assessors determine the risk rating of each hazard 
identified. 

A Risk Assessment should be ‘Suitable and Sufficient’. That is to say: 

♦ It should identify the risks arising in connection with the activity. 
♦ The level of detail included should be proportionate to the risk. 
♦ It must consider all those who might be affected i.e. staff, students, etc. 
♦ It should be appropriate to the activity and should identify the period of time for 

which it is to remain valid. 
 
 
Risk = Likelihood X Consequences 

 
Likelihood Score  The consequence Score 

Highly 
Unlikely 

1 Slightly Harmful Bruising, minor cuts, grazes, Strains, Sprains, 1 

Unlikely 2 Harmful Loss of consciousness, blood loss, burns, breaks or injury resulting in Visit to A&E. 
Other non-permanent chemical effects. Corrosive toxic, flammable substances, mild 
chemical irritation of eyes or skin. Harmful, irritant substances 

2 

Likely 3 Extremely 
Harmful 

Permanent /partial/total disablement or other reportable injury/disease. Single 
Death or Multiple Death 

3 

 
Risk Rating Action Risk 

Score 
Insignificant 
Risk 

No further action required unless incidents occur 1 

Low Risk No additional controls may be needed overall, but specific hazards may be reduced. Monitoring is required to ensure 
controls are maintained. Review if an incident occurs or more effective controls become available. 

2 

Medium Risk Efforts should be made to reduce the risk over a defined period of time. 4 
High Risk Work should not be started until the risk has been reduced. If work is in progress Urgent action should be taken to 

reduce or control risks. 
6 

Extreme Risk The activity should cease until risks have been reduced to an acceptable level. 9 



 

Hazard What are the risks & 
potential injuries? 

Who is at 
risk? 
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Who is 
responsible for 
the control? 

Area of Activity: Dance Classes/Nights 

Injury from 
surroundings 

Falling over, 
Knocking into, 
Falling off, 
Objects falling. 

Everyone 1 Whenever a society session begins, members will be reminded not 
to act irresponsibly whilst in the room. 
Anyone who is seen acting irresponsibly will be asked to stop their 
actions. 
If their actions continue then they will be asked to leave the society 
meetup. 
If in the event, an injury is sustained then the trained first aider of 
the committee will attend to that member. 

1 Committee 

Injury from 
physical activity 
(Dancing) 

Falling, 
Slipping, 
Bumping into chairs etc, 
Bumping into fellow 
members, 
Potential sprains, bruises 
or broken bones. 

Everyone 2 Since this activity is a physical one, a room which is adequate in 
terms of space will first be found before the activity takes place. 
Once a room has been located, all chairs and other objects in the 
way will first be moved to a safe and secure distance so that no 
members will get injured from any of it. 
Having a large room would hopefully allow for the members taking 
part to have enough space to move in. 
Committee members will keep a close eye on any areas in which 
space becomes decreased which could lead to injury and will take 
appropriate action to keep members from either falling into objects 
or other members. 
If injuries do occur, then space will be made for the first aider to 
treat such injury. 

1 Committee 

No Disabled 
Access 

Cannot access the room Society 
members 
with 
disabilities 

1 Make sure the room that is being used for the event can be 
accessed by everyone and will be checked prior to the event for the 
accessibility to disabled individuals so there are no problems that 
occur last minute, and all members of the society can attend. 

1 Committee 

Fire Burns, 
Inhalation of smoke 

Everyone 3 All members attending will be made aware of where the fire exits 
are located in the event of a fire. 
A register will also be taken with all those in attendance on it so 
everybody’s whereabouts can be accounted for. 

2 Committee 

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 

Area of Activity: Socials like movie nights, without food. 
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the control? 

Electricity Shocks, 
Burns, 
Fires 

Everyone 3 Check the standard of the equipment before using it to see if there 
are any broken pieces or exposed wires. 
If there is any such damage to the equipment, it will not be used 
and will be reported to a technician in order for it to be fixed. 

2 Committee 

Loose bits of 
equipment 

Tripping over wires or 
bits of equipment, 
potential broken bones, 
bruises or sprains. 

Everyone 2 All equipment will be checked before the session beings. 
Any loose bits of equipment (such as loose wires) will be put or 
tucked away so that the floor is clear of any hazards that can lead to 
accidents. 

1 Committee 

No Disabled 
Access 

Cannot access the room Society 
members 
with 
disabilities 

1 Make sure the room that is being used for the event can be 
accessed by everyone and will be checked prior to the event for the 
accessibility to disabled individuals so there are no problems that 
occur last minute, and all members of the society can attend. 

1 Committee 

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 

Fire Burns, 
Inhalation of smoke 

Everyone 3 All members attending will be made aware of where the fire exits 
are located in the event of a fire. 
A register will also be taken with all those in attendance on it so 
everybody’s whereabouts can be accounted for. 

2 Committee 

Area of Activity: Socials like movie nights, with food 

Electricity Shocks, 
Burns, 
Fires 

Everyone 3 Check the standard of the equipment before using it to see if there 
are any broken pieces or exposed wires. 
If there is any such damage to the equipment, it will not be used 
and will be reported to a technician in order for it to be fixed. 

2 Committee 

Loose bits of 
equipment 

Tripping over wires or 
bits of equipment, 
potential broken bones, 
bruises or sprains. 

Everyone 2 All equipment will be checked before the session beings. 
Any loose bits of equipment (such as loose wires) will be put or 
tucked away so that the floor is clear of any hazards that can lead to 
accidents. 

1 Committee 

No Disabled 
Access 

Cannot access the room Society 
members 
with 
disabilities 

1 Make sure the room that is being used for the event can be 
accessed by everyone and will be checked prior to the event for the 
accessibility to disabled individuals so there are no problems that 
occur last minute, and all members of the society can attend. 

1 Committee 

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 
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Fire Burns, 
Inhalation of smoke 

Everyone 3 All members attending will be made aware of where the fire exits 
are located in the event of a fire. 
A register will also be taken with all those in attendance on it so 
everybody’s whereabouts can be accounted for. 

2 Committee 

Food Allergies Allergic reactions Members 
who suffer 
from 
allergies 

3 Before the event takes place, a list of all members allergies or those 
who may have an allergy will be taken so that any food either used 
or eaten is appropriate for them. If any food is brought in by society 
members, food will be labelled with potential allergens so people 
who suffer from that allergy can remain safe from it. 

2 Committee 

Food 
Contamination 

Food Poisoning Everyone 3 Food will be checked to make sure it is safe prior to its use and is 
sufficient. If the food is from a restaurant, the cleanliness and 
standards of such restaurant will be checked beforehand. If food is 
provided by members, food will be checked for the level of hygiene 
and whether it reaches the health and safety guidelines so that it is 
safe for consumption. 

2 Committee 

Area of Activity: Food tasting sessions (snacks) 

Food Allergies Allergic reactions Members 
who suffer 
from 
allergies 

3 Before the event takes place, a list of all members allergies or those 
who may have an allergy will be taken so that any food either used 
or eaten is appropriate for them. If any food is brought in by society 
members, food will be labelled with potential allergens so people 
who suffer from that allergy can remain safe from it. 

2 Committee 

Food 
Contamination 

Food Poisoning Everyone 3 Food will be checked to make sure it is safe prior to its use and is 
sufficient. 
Food will be kept at a distance from other food items to ensure that 
there is no cross-contamination. 
If there is food left over, it will be properly disposed of or stored in 
a correct and hygienic manner in accordance to the food guidelines. 
If the food is from a restaurant, the cleanliness and standards of 
such restaurant will be checked beforehand. If food is provided by 
members, food will be checked for the level of hygiene and whether 
it reaches the health and safety guidelines so that it is safe for 
consumption. 

2 Committee 

Cleanliness of the 
room 

Food Poisoning Everyone 3 The room that would be used for the tasting sessions will be 
checked so that it is of a high standard and clean to ensure an 

2 Committee 
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    hygienic environment so that any food using within the session is 
not contaminated by the room. 

  

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 

Fire Burns, 
Inhalation of smoke 

Everyone 3 All members attending will be made aware of where the fire exits 
are located in the event of a fire. 
A register will also be taken with all those in attendance on it so 
everybody’s whereabouts can be accounted for. 

2 Committee 

Area of Activity: Trips 

The Society 
splitting into 
groups 

Members getting lost Everyone 1 Before any trip is taken, all members of the society will be given the 
numbers of the committee in the event of an emergency. A register 
will be taken before the trip occurs and attendance will be checked 
constantly throughout the day to ensure all members are safe. 
Before leaving for an event, committee members will check who is 
present to make sure no member is left behind. If members are split 
into groups for a brief period, a meeting point will be made at the 
location of the event and attendance will also be account for there. 

1 Committee 

Medical 
Conditions of 
members 

Illness due to condition 
or not having medication 
if necessary 

Everyone 2 Before any trip is taken, any medical conditions that members may 
have or suffer from will be noted down so that every precaution can 
be taken to ensure their safety and health. Those who require 
medication will be responsible for it. The medication taken will also 
be noted as a precaution. A first aider and first aid kit will also be 
present at the activity/trip in the event of any emergency. 

1 Committee 

No Disabled 
Access 

Cannot access the venue Society 
members 
with 
disabilities 

1 Make sure the venue that is being used for the event can be 
accessed by everyone and will be checked prior to the event for the 
accessibility to disabled individuals so there are no problems that 
occur last minute, and all members of the society can attend. 

1 Committee 

Exposure to sun Sun burns, dehydration, 
sun stroke, headaches, 
eye strain 

Everyone 2 Weather will be checked before any trip taken. As a precaution, a 
reminder will be sent to members to bring sunscreen. Members will 
also be told to bring plenty of water for the day. At the location of 
the trip, an area in the shade will be located in order for members 
to not be in the sun for too long and allows them to rest without the 
risk of the sun. 

1 Committee 
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Area of Activity: Party/Celebratory Nights 

Alcohol Drinks Spilled leading to Everyone 3 Members attending the event will be monitored at all times. Any 2 Committee 
Consumption slips and falls   drinks that are spilled will be immediately cleaned up to prevent any  

 Over-consumption   accidents from occurring. The first aid kid will also be brought along  
 Hostility and violence   in the event of it happening and will be aided by our trained first  
    aider.  
    Members will be monitored to prevent any over-consumption that  
    could lead to any incidents happening such as members being  
    unable to walk or accidents. If there is any instance that a member  
    becomes incapable, proper measures will be taken to ensure their  
    safety such as providing them with water and helping them home.  
    Any instance that members become hostile, they will be asked to  
    leave the event. If they refuse, then proper measures will be taken  
    to ensure that they are escorted out of the event and room.  
    Water will remain accessible throughout the entire of the evening.  

Injury from Falling over, Everyone 1 Whenever a society session begins, members will be reminded not 1 Committee 
surroundings Knocking into,   to act irresponsibly whilst in the room.  

 Falling off,   Anyone who is seen acting irresponsibly will be asked to stop their  
 Objects falling.   actions.  
    If their actions continue then they will be asked to leave the society  
    meetup.  
    If in the event, an injury is sustained then the trained first aider of  
    the committee will attend to that member.  

Injury from Falling, Everyone 2 A room with adequate space will be used. Having a large room 1 Committee 
physical activity Slipping,   would hopefully allow for the members taking part to have enough  
(Dancing) Bumping into chairs etc,   space to move in.  

 Bumping into fellow   Committee members will keep a close eye on any areas in which  
 members,   space becomes decreased which could lead to injury and will take  
 Potential sprains, bruises   appropriate action to keep members from either falling into objects  
 or broken bones.   or other members.  
    If injuries do occur, then space will be made for the first aider to  
    treat such injury.  

No Disabled Cannot access the room Society 1 Make sure the room that is being used for the event can be 1 Committee 
Access  members  accessed by everyone and will be checked prior to the event for the  

  with  accessibility to disabled individuals so there are no problems that  
  disabilities  occur last minute, and all members of the society can attend.  
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Fire Burns, 
Inhalation of smoke 

Everyone 3 All members attending will be made aware of where the fire exits 
are located in the event of a fire. 
A register will also be taken with all those in attendance on it so 
everybody’s whereabouts can be accounted for. 

2 Committee 

Electricity Shocks, 
Burns, 
Fires 

Everyone 3 Check the standard of the equipment before using it to see if there 
are any broken pieces or exposed wires. 
If there is any such damage to the equipment, it will not be used 
and will be reported to a technician in order for it to be fixed. 

2 Committee 

Loose bits of 
equipment 

Tripping over wires or 
bits of equipment, 
potential broken bones, 
bruises or sprains. 

Everyone 2 All equipment will be checked before the session beings. 
Any loose bits of equipment (such as loose wires) will be put or 
tucked away so that the floor is clear of any hazards that can lead to 
accidents. 

1 Committee 

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 

Area of Activity: Nights Out (involving alcohol) 

Alcohol 
Consumption 

Drinks Spilled leading to 
slips and falls 
Over-consumption 
Hostility and violence 

Everyone 3 Members attending the event will be monitored at all times. Any 
drinks that are spilled will be immediately cleaned up to prevent any 
accidents from occurring. 
Members will be monitored to prevent any over-consumption that 
could lead to any incidents happening such as members being 
unable to walk or accidents. If there is any instance that a member 
becomes incapable, proper measures will be taken to ensure their 
safety such as providing them with water and helping them home. 
Any instance that members become hostile, they will be asked to 
leave the event. If they refuse, then proper measures will be taken 
to ensure that they are escorted out of the event and room. 
Water will remain accessible throughout the entire of the evening. 

2 Committee 

Excessive 
consumption of 
alcohol 

Over-consumption 
Loss of consciousness 
Vomiting 

Everyone 3 Members at the event will be monitored at all times to prevent any 
over-consumption of alcohol. At least one member should refrain 
from consuming any alcohol to stay aware at all times. Any member 
that appears to be over-consuming alcohol, they will be provided 
with water and a safe area to sit/stand, so they do not come into 
harms way. If any member becomes incapable, proper measures will 
be taken to ensure their safety such as providing water and a safe 

2 Committee 
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    area for them to situate. They will also be helped home by members 
to ensure their safety. Any members who begin to feel nauseous or 
do indeed vomit will be given water and escorted home to ensure 
their safety. 

  

Inappropriate 
behaviour/Alcohol 
-induced 
behaviour 

Hostility 
Violence 
Physical injury from 
behaviour 

Everyone 2 Any instance that members become hostile, they will be asked to 
leave the event. If they refuse, then proper measures will be taken 
to ensure that they are escorted out of the event and room. 
If any members act inappropriately that may result in physical injury, 
they will be asked to refrain from such actions. If they continue, they 
may be asked to leave. If a member does end up injuring 
themselves from their behaviour, proper measures will be taken in 
terms of first aid. 

1 Committee 

Tripping and 
Slipping 

Slipping on alcohol 
resulting in physical 
injury 
Tripping on surroundings 
resulting in physical 
injury 

Everyone 2 Any drinks that are spilled will be cleaned up to prevent any slipping 
from occurring. If a member slips resulting in a physical injury,  
proper measures in terms of first aid will be taken if necessary. 
Members will monitor the surroundings to make sure everywhere is 
safe and prevent other members from tripping (such as chairs, stairs 
etc.). if a member does trip which results in a physical injury, proper 
first aid will be administered if necessary. 

1 Committee 

Noise 
(environment is 
too loud) 

Headaches from noise 
Ear pain from the noise 

Everyone 2 If any member begins to find venues too loud to be in, water and 
getting fresh air outside the venue should help. Members will stay in 
groups to ensure safety and any member who begins to suffer from 
noise/loudness, removing them from that atmosphere so they can 
recover is of key importance. Members will be monitoring others to 
see if this occurs and will provide aid if it does. Members will be 
made aware that if they deem it too loud that they can take a break 
outside the venue and can re-join if they wish to after they feel they 
have recovered. 

1 Committee 

Members walking 
alone 

Possibilities of an attack Everyone 3 If any events finish at a relatively late time, members will be 
encouraged to walk with others who live in the same area, so no 
one is alone. 

2 Committee 

Injury from 
surroundings 

Falling over, 
Knocking into, 
Falling off, 
Objects falling. 

Everyone 1 Whenever a society session begins, members will be reminded not 
to act irresponsibly whilst in the room. 
Anyone who is seen acting irresponsibly will be asked to stop their 
actions. 

1 Committee 
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    If their actions continue then they will be asked to leave the society 
meetup. 
If in the event, an injury is sustained then proper first aid measures 
will be taken. 

  

Injury from 
physical activity 
(Dancing) 

Falling, 
Slipping, 
Bumping into chairs etc, 
Bumping into fellow 
members, 
Potential sprains, bruises 
or broken bones. 

Everyone 2 A room with adequate space will be used. Having a large room 
would hopefully allow for the members taking part to have enough 
space to move in. 
Committee members will keep a close eye on any areas in which 
space becomes decreased which could lead to injury and will take 
appropriate action to keep members from either falling into objects 
or other members. 
If injuries do occur, then space will be made for the first aider to 
treat such injury. 

1 Committee 

Handling of cash Theft Everyone 2 Assign responsibility of society funds (whether for accommodation 
or deposits) to treasurer and committee only. Keep funds hidden or 
safely stored. Keep aware of it at all times. Remind members to be 
vigilant of personal belongin 

1 Committee 



Sign Off 
The undersigned believe this assessment to cover all significant risks associated with the above activity and accept their responsibilities for ensuring 
associated controls are in place 

 

Authorisation 

Position Print Name Sign Date 

President Jenna Moon Jenna Moon 26/04/2019 

Societies Assistant Jessica Skill 
 

 

09/09/2019 

Please detail how this risk assessment will be communicated to all parties who must comply: 
 

Communication 

Who needs to understand this 
assessment? 

How will this be communicated to them? Person Responsible Date 

Committee Members 

Members 

Briefing email will be sent out to members. 

A meeting will be held before the separate 
events to discuss the risks and control 
measures. 

Members of the activity will also be informed 
of guidelines and rules to ensure safety. 

Committee 18/05/2018 
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