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    Risk Assessment Form

	Date:
10th January 2015
	Assessed By:
John Smith
	Managers Signature:
	Department / Location:
	Risk Matrix – High – Medium – Low (Risk)

	
	
	
	
	Severity x Likelihood = Risk Rating
	Likelihood

	
	
	
	
	
	Certain (5)
	Very Likely (4)
	Likely (3)
	May happen (2)
	Unlikely (1)

	
	
	
	
	Severity
	Death (5)
	25
	20
	15
	10
	5

	
	
	
	
	
	Major Injury (4)
	20
	16
	12
	8
	4

	What Is Being Assessed:
UK Daytrip 
	Review Date:
On going
	
	Over 7 day Injury (3)
	15
	12
	9
	6
	3

	
	
	
	Minor Injury – Treatment off site (2)
	10
	8
	6
	4
	2

	
	
	
	Minor Injury – First aid on site (1)
	5
	4
	3
	2
	1


	Describe the hazard & how it can cause harm
	Who might be harmed and how?
	Existing  control measures
	Risk Rating

Likeliness x Severity =  RR
	Additional control measures
	Revised rating

Likeliness x Severity = RR

	
	
	
	L
	S
	
RR
	
	L
	S
	RR

	Sightseeing 
Visiting museums, cafes, pubs

Participants become separated from the group and became lost


	Participants 
Stress

Various injures


	Every participant to have trip leaders’ mobile number. Trip leader to have mobile switched on at all times
Trip leader to carry named list with every participants name and mobile number on it

A meeting point should be designated in case of an emergency (possibly the drop off point) participants briefed on this during the journey

	1
	3
	3
	Emergency  guidelines
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	Travelling to and from the destination

Vehicle accident

Being left behind – vehicle leaving without participants

	Participants

Various serious injuries

Mental trauma
	All passengers must wear a seat belt

No alcohol consumption is permitted on the vehicle 

Passengers do not distract the driver at anytime

Do not travel in any vehicle you consider not to be road worthy

Trip leader should carry a named list with the names of all the participants and mobile numbers on it.

Trip leader to conduct a head count every time participants leave the vehicle before setting off

	1

1
	[image: image2.jpg]5

2
	5

2
	University emergency number – 0115 8482222

Emergency services 999
	
	
	

	Sightseeing 

Visiting museums, cafes, pubs

Participants became unwell or have an accident
	Participants
Various illnesses/injuries
	Trip leader should be informed immediately and the emergency services called if necessary
	1
	3
	3
	
	
	
	

	Sightseeing 

Visiting museums, cafes, pubs

Drinking alcohol
	Participants
Illness and dehydration 

(not thinking straight)


	The trip leader and at least one committee member should not drink alcohol during the trip in case of an emergency.
All licenced venues should promote sensible drinking and offer free tap water
	1
	3
	3
	
	
	
	

	Sightseeing 

Visiting museums, cafes, pubs

Risk of being mugged for valuable belongings 
	Participants
Various assault injuries

Trauma


	Participants encouraged in advance not to bring valuable belongings with them on the trip, and to be extra vigilant with their belongings.
Anyone who is a victim of a mugging should call 999 and report it and obtain a crime number for claiming on their person insurance


	1
	4
	4
	
	
	
	


All completed assessment forms must be signed off by the departmental Line Manager or Head of Department, & a copy sent to the House Services Manager
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For All Student Groups

NTU Emergency number:  0115 8482222 (24 hours a day) 

Email: ntsuemergencycontact@su.ntu.ac.uk   NTSU Emergency Contact(checked Monday – Friday 7:00-17NTSU Emergency Contact:30) (weekends less frequently)

Nottingham Trent Students’ Union Reception:  0115 8486200                            (Monday – Friday 8:00 – 20.00) 

(Weekends 9:00 - 18:00)

Fleet Vehicle breakdown number:  08003891708



Accident/Incident Form (used to report all accidents/Incidents no matter how small) 



Risk Assessments 

Activity organisers have a duty of care towards their participants and have a responsibility to ensure their health and safety. Nottingham Trent Students’ Union asks all student groups to complete a risk assessment and complete all relevant forms when organising an event. 

NTSU Emergency ContactNTSU Emergency Contact

First Aid 

If your student group participates in activities in which you will be in remote areas (e.g. hill-walking) it is expected that you will have at least one trained first aider at each event. Training will be provided through the Students’ Union for students who would like to be trained. The Union should be kept updated on current First Aiders and this information must be included in risk assessments relating to planned activities. First Aid kits are available from the activities office to be signed out by any registered society. 



Incidents /Accidents in the Students’ Union 

Where an incident or accident occurs on NTSU campus please contact Reception during working hours (01158486200) and or security control outside of these hours (01158482222). If first aid is required they will arrange this for you. Once the situation has been dealt with by staff members you will be asked to fill in the relevant forms. (Always keep the Activities team informed)



Incident/Accidents outside of the Students’ Union 

The following process should be followed in the event of an incident or accident during a student group activity or event: 

1. Assess the situation calmly and using your common sense decide on a safe course of action. 

2. If there is a minor injury, a trained first aider from your group or a first aider at the venue should attend the injury and make a decision about further action to be taken. 

3. In the event of a serious injury, the designated first aider or the activity leader should arrange for the emergency services to be called by dialling 999. Be prepared to give them as much information as possible about the condition of the casualty and to follow their instructions. 



4. Where you are in an isolated area, ensure the safety and welfare of the rest of the team and do not leave any participant by themselves. If the group splits up, ensure there is an understanding of responsibilities between the groups and each has a leader. 



5. Where a casualty is taken to hospital, it is advised that another member of the group should accompany them and the remaining members of the group should return to University by the pre-arranged mode of transport. 



6. At the first safe and reasonable time, Nottingham Trent Students' Union must be notified of the situation, any actions taken and any plans implemented to deal with the situation going forward. For any minor accidents where no support is needed from the Union and it is only necessary to report the incident/accident please email your completed form to ntsuemergencycontact@su.ntu.ac.uk  To report a serious accident or when support is needed please call University Security on 01158482222 (24 hours a day). University security will record all information and ensure this is passed to the relevant Union staff member. 



7. When notifying University security that an accident has occurred provide them with a telephone number of where you are calling from in case you get cut off and be ready to provide the following information: 



· Your name and where you are calling from and your student group 

· The name of the activity involved and your location 

· A brief description of the incident  

· The name(s) and numbers of students involved in the accident/incident 

· The name of the hospital where any casualties have been taken 

· The name and number of any police officers in attendance 



8. The Student Activities team must be informed about any accident or incident, however minor, and the relevant forms must be completed within 24 hours of the incident and sent to anil.parmar@su.ntu.ac.uk

 

9. Where a serious incident or fatality has occurred involving a student it is the role of the police to inform relatives. For this reason it is essential that NO ONE speak to the media or contact relatives to inform them of an accident. You must also ensure that you do not give any information to anyone, other than the Union or University Staff members who are dealing with the incident. Unofficial statements may also affect proceedings if there is any resulting legal action against trip organisers or Union officials. 



In the event of a fleet vehicle breakdown

· Ensure that the vehicle is not left where it is likely to cause a danger to other road users

· Decide on the safest course of action to take regarding passengers

· Call the recovery service (AA)  - 08003891708

· Drivers should not attempt to repair the vehicle themselves

Accident-near miss form.pdf

ARF/2
Accident/Near Miss Report Form

Date of Accident/Incident: Time: l

Exact Location:

1. The injured person 2.Nature of injury - tick as appropriate
Full Name: Fracture ] Head ]
Cut ] Back ]
Age: Laceration [ ] Arm ]
Bruise ] Hand ]
Male [] Female [] Sprain ] Leg ]
Burn ] Foot ]
Job Title/Course: Scald ] Other ]

(please specify below)
Student Number:

Department/Section: Noinjury [
Left [] Right []

3. Other details
Was first aid treatment given ? Yes[] No[] Givenby:

Physical assault
Other - please specify

Sports facilities

Sharps

Other - please specify below
Describe briefly agents involved:

4. Cause of accident - tick as appropriate 5. Agents involved - tick as appropriate
Contact with moving machinery ] Machinery ]
Struck by moving object ] Portable tools ]
Struck by moving vehicle ] Vehicle ]
Struck against something stationary ] Materials handled, used or stored  []
Lifting/handling/carrying ] Respirable agent ]
Slip/trip/fall on same level ] Floor, ground or stairs ]
Fall from height (distance in metres) [] ( ) Working Surface U]
Harmful substance U] Building operations U]
Fire ] Ladder scaffolding ]
Electricity Ol Electrical supply Ol
0 0
[ 0
[

6. Description of accident/incident

Describe what happened including what the injured person was doing at the time: (Use page 2 if more space is needed)

Name of any witness:
Has the accident resulted in the injured person being absent from work/study?  Yes[] No []

The following to sign:

Injured: Date:
Date:
Supervisor/manager
Person in attendance/First aider:
Date:

Was an amblance/police called state which:







ARF/2

Use this sheet if you need to inform us of any additional information.

Completed forms should be sent to Clifton SU reception,
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