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	ANNUAL RISK ASSESSMENT
	Degree of Risk
	Risk Rating Matrix

	
	Society Name:
	LUU Polish Society 

	Category:
	Language and Culture 

	Author(s):
	Zuzanna Bargiel 

	Author(s) signature and date:
	[image: ] 18/06/2026 

	Staff Sign Off
	President- Sebastian Zuk 
Secretary- Antoni Krawczyk 
Treasurer- Salma Al Tawaya 
Social Secretary- Zuzanna Bargiel 


	Locations:
	Leeds University Union 

	Details of Activity:
	Hosting events that promote Polish culture and community engagement. Including Independence Day celebrations, traditional film screenings, Polish cuisine. 

	People who may be affected:
	Society Members and participants, staff  


	Summarise changes: 
	No Changes Needed



	
	Likelihood

	5
	Inevitable

	4
	Highly Likely

	3
	Probable

	2
	Unlikely

	1 
	Remote possibility




	Severity

	5
	Very high - multiple deaths

	4
	Highly - death, serious injury, permanent disability

	3
	Moderate - Off Uni/work for at least 5 days

	2
	Slight - First aid treatment

	1
	Nil - Very minor




	
	Severity 

	

Likelihood
	
	1
	2
	3
	4
	5

	
	1
	1
	2
	3
	4
	5

	
	2
	2
	4
	6
	8
	10

	
	3
	3
	6
	9
	12
	15

	
	4
	4
	8
	12
	16
	20

	
	5
	5
	10
	15
	20
	25




	Risk rating score
	Action

	1 - 4
	Broadly acceptable – no action required

	5 - 9
	Moderate - Reduce risks if reasonably practicable

	10 - 15
	High risk - Priority action to be undertaken

	16 - 25
	Unacceptable - Action must be taken immediately
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	Identify Hazards
	Estimate the risk
	Evaluate the risk
	Evaluate residual risk

	Hazard
	How may harm result?
	Likelihood
	Severity
	Rating
	Risk control measures
	Likelihood
	Severity
	Rating
	Further action required? 

Only fill out if additional control measures are needed to be implemented or reviewed

Include timescales and who is responsible for implementation

	Slips, Trips & Falls 
	Falls due to uneven flooring, wet surfaces, cables, poor lighting 
	3 
	2 
	6 
	Ensure all event spaces are inspected 30 minutes before start; tape down loose cables; use non-slip mats near food/drink areas; promptly clean up spills with signage displayed until dry. 
	1
	1
	1
	Regular venue checks during event 
Committee members to check venue for hazards 30 minutes before event starts (Event Lead responsible). 


	Manual Handling 
	Strains, sprains, back injuries from lifting equipment/furniture 
	3
	2
	6
	Train committee members on correct lifting technique; use trolleys for heavy items like sound equipment or decorations; ensure at least two people assist when moving tables or boxes. 
	1
	2
	2
	 
Remind volunteers about safe lifting 


	Fire Safety 
	 
Injury, smoke inhalation, equipment damage 

	3
	4
	12
	Confirm fire exits are clear before each event; ensure all committee members know evacuation routes; designate one member to brief attendees on fire safety procedures at the start. 
	1
	2
	2
	Confirm fire exits with venue before each event 
Confirm fire exits and extinguishers with venue at least 1 week before event (Event Coordinator responsible). 


	Electric Hazard 
	Electric shocks, burns, fire 
	3
	4
	12
	Only use PAT-tested equipment provided by the Union; avoid daisy-chaining extension leads; keep drinks and food away from electrical setups; have a Tech Officer inspect cables before use. 
	1
	2
	2
	 
All AV/tech gear inspected during setup by Tech Officer 


	Crowd Management 
	Overcrowding, bottlenecks, evacuation issues 
	3
	3
	9
	Limit ticket sales to venue capacity; assign two committee members to monitor entry/exit; brief volunteers on how to direct crowd flow and identify blocked areas. 
	1
	2
	2
		Responsibilities assigned 15 min before doors open, to ensure lack of overcrowding 

	Food Safety & Hygiene 
	Allergic reactions, food poisoning 
	3
	3
	9
	Collect allergen info from attendees in advance; label all food clearly; ensure one trained food handler oversees serving; provide gloves and hand sanitiser for anyone handling food. 
	1
	2
	2
		Commitee to collect allergen info before food order placed 

	External Hazards 
	 
Weather (rain,heat), noise 

	2
	3
	6
	For outdoor events, set up weather contingency (gazebos, tents, sunscreen, water stations); check weather forecast 24h before; relocate or reschedule if winds exceed safe limits. 
	1
	2
	2
	Forecast checked 24 hrs before event by Event Lead 

	Health & Wellbeing 
	Pre-existing conditions, stress, mental health, accessibility 
	2
	3
	6
	Provide a designated quiet space for attendees; keep a stocked first aid kit on-site; ensure at least one first-aid-trained person is present; display emergency contact details visibly.Provide a designated quiet space for attendees; keep a stocked first aid kit on-site; ensure at least one first-aid- trained person is present; display emergency contact details visibly. 
	1
	2
	2
	Ensure first aider present & kit stocked before event starts by committee 
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