SCHOOL/SERVICE DEPARTMENT:
Conference Department – Use of Halls of Residence           RISK ASSESSMENT FORM

Location – At Any Campus     Environment/Activity/Equipment – Conference Use
Hazard Identification Reference

	(a) Confined  Spaces
	(b) Falls from Height
	(c) Striking by Mobile Plant
	(d) Trip or Slip
	(e) Collapse
	(f) Manual Handling
	(g) Electrical
	(h) Hazardous Substances
	(i) Radiation
	(j) Noise & Vibration
	(k) Fire
	(l) Explosion
	(m) Others


Severity (S)





Likelihood (L)





Risk Factor (R)


S x L= R
	1   Negligible - all in a day's work
	1   Improbable
	<4   Risk may need to be controlled      LOW        

	2   Minor - minor injury with short term effect
	2   Remote - unlikely
	4-6  Risk must be controlled                  MEDIUM

	3   Severe - major injury/disability (reportable)
	3   Possible - may or could well occur
	7-9  Hazard must be controlled             HIGH

	4   Extreme - fatal
	4   Probable - expected to occur, several times
	>9   Hazard must be avoided                VERY HIGH



	Hazard Ref.
	Hazard Description
	People at risk
	Initial Assessment
	Control Measures
	Residual 

Risk
	Action/Comments

	
	
	
	
	
	S 
	L
	R
	
	
	
	S
	L
	R
	
	
	



	m
	Evacuation points – guests not knowing how, where to evacuate the building.

	Visitor
University staff

Other residents


	4
	4
	16
	Signage in Halls
Evacuation point signs

Muster point signs outside

All doors inside are fire doors, as there is only one main exit out of the building
	4
	1
	4
	Monitor check-in procedure
Ensure missing signage is replace throughout the year

	m
	Slow evacuation - disabled / less mobile guests not knowing where refuge points are, what to do in case of a fire


	Visitor

University staff

Other residents


	4
	4
	16
	Signage in Halls

Evacuation point signs

All doors inside are fire doors, as there is only one main exit out of the building
	4
	1
	4
	Monitor check-in procedure

Ensure missing signage is replace throughout the year

Review if there is enough information on refuge points in Halls

	m
	Language barrier – foreign guests not being able to read advice leaflets or H&S notices.


	Visitor

University staff

Other residents


	4
	4
	16
	Internationally recognised signage is used where possible, eg no smoking signs.

For groups, we ask one of the group to translate signs into their own language where possible.
	4
	2
	8
	Monitor the volume of bookings coming in, Additional signage in other languages may be warranted. 

	k
	Smoking – guests smoking in their bedrooms, causing the alarms to be activated and fire hazard. 


	Visitor

University staff

Other residents


	4
	4
	16
	No smoking signs
Warning letter system in place

Cleaners log incidents on ACR forms, details passed to Conferences. 

Fines for covering up alarms
	4
	3
	12
	Smoking bins provided outside.
Guest bedrooms monitored, via Operations staff.

	m
	Unknown guests in rooms, visitors who are not booked in, staying with other guests in Halls.


	Visitor

University staff

Other residents


	1
	4
	4
	Check-in system in place to monitor arrivals and departures.
Operations staff have a list of which rooms are in use.

Security staff monitor comings and goings.
	1
	3
	3
	Monitor the situation. Likely to occur with our own students who stay on in the summer, if they invite friends back to stay.

	b
	Falling, tripping down stairs.

	Visitor
	4
	4
	16
	Rubber stairs, with marked strip edge.
Hand rail.

Lots of lighting.
	4
	2
	8
	There are no lifts in the Halls of residence which guests are advised of. Guests can request to be on the ground floor.

	k
	Fire – kitchens, leaving appliances on, covering smoke detectors.
	Visitor

University staff

Other residents


	4
	4
	16
	Signage in kitchens.
Operations staff conduct regular checks with ACR forms.

Smoke alarms fitted

Guests can be fined for covering smoke alarms
	4
	3
	12
	Not all blocks have communal kitchens. 

	a, d, m
	Violence – risk of guests not getting on and arguments, fights erupting in halls, causing injury to one or more people. 


	Visitor

University staff

Other residents


	3
	3
	12
	Using KX events system, plan which guests are allocated where to avoid conflict in types of groups.
	3
	1
	3
	

	m
	Thefts / damage of personal items in bedrooms.

Theft of people stealing the lead off the roof.


	Visitor

University staff

Other residents


	3
	4
	12
	Front door locks
Check-in procedure

Safety lock on doors.

Safety locks on windows

CCTV security

24 hr Operations Security
	3
	2
	6
	Incidents logged on IRIS.
Crime numbers can be provided.

	b
	Falling out of windows on the first or second floors.


	Visitor

University staff

Other residents


	4
	4
	16
	Window locks installed.

	4
	1
	4
	Tested annually.

	m
	Operations staff at risk if in a one to one situation with guests, especially under 18 year olds
	Visitor

University staff

Other residents


	3
	3
	9
	Operations staff notified what types of customers we have in to stay in advance.
Customers asked to vacate by 10am.

Separate risk assessment completed for Summer School bookings.
	3
	2
	6
	Review risk assessment for summer schools.

	d, m 
	Walking to and from accommodation in the dark.

Trip, slip, fall, be attacked. 


	Visitor
	2
	4
	8
	Street lighting
CCTV cameras

Security on patrol
	2
	2
	4
	.

	m
	Ill health due to guest drinking water in the kitchen or bedroom.


	Visitor

Other residents


	3
	3
	9
	Blocks unused for long periods of time, Property Services to be alerted prior to using the block for guests, for the water to be tested.

	3
	1
	3
	Monitor block usage and communicate with Property Services.

	m
	Diseases spreading – one guest who is ill, contaminating other guests in the same corridor, building.
	Visitor

University staff

Other residents


	4
	4
	16
	Operations staff most at risk, as likely to find guest in room.
Notify emergency services for hospital treatment.

A confined corridor can be allocated where possible.

Other guests written to immediately.
	4
	2
	8
	No further action.

	d
	Slipping in the shower being knocked unconscious.
	Visitor
	3
	3
	9
	Operations staff most at risk, as likely to find guest in room.

If applicable, notify emergency services for hospital treatment.


	3
	1
	3
	Unlikely due to size of shower cubicle to be able to slip or fall. 

	m
	Damage to University property – graffiti, broken items, etc.
	Visitor
	2
	4
	8
	All guests advised to inform reception of any items damaged on arrival to avoid being charged for repairs.
	2
	3
	6
	This depends on the type of booking, as to how likely this will be to happen.

	m
	Too cold – heating not working in the block
	Visitor
Other guests
	2
	4
	8
	If heating malfunctions.

Offer guests to move blocks.

Offer additional blankets.

Offer refund, if appropriate.

Notify Property Services and get a timescale to fix the heating. 
	2
	3
	6
	Ensure conference team know what to do in this instance.

	m
	Mixing groups –under 16 year olds in accommodation
	Visitor

Other guests
University staff
	4
	4
	16
	Under 16 year olds must be divided by gender and by booking. 
Must be supervised by their nominated legal safe guardians.

No other groups / adults can be on the same floor, preferably not in the same block.
	4
	1
	4
	Conference department involved with check-in and bedroom allocation to control and monitor the system.



	m
	Mixing groups – under 18 year olds on campus
	Visitor

Other guests
University staff
	4
	4
	16
	Under 18 year olds must be in their own blocks and not mixed with other bookings.
Adult supervision is a minimum of 1:15.
	4
	1
	4
	Conference department involved with check-in and bedroom allocation to control and monitor the system.




Completed by  Louise Callaghan         December 2016  

Reviewed by                                        Review Date (s)  December 2017
