
University of Cambridge, Department of Physics
Risk Assessment for: Out of hours talks, seminars, workshops and networking events in the Maxwell Centre.
	This risk assessment addresses the most frequent out of hours events held within the Maxwell Centre (excluding the laboratory facilities): 

· Talks, seminars and workshops held in the seminar rooms. 
· Breakout sessions in the boardrooms and meeting rooms.
· Networking events and drinks receptions held in the kitchen area, atrium and balcony.
‘Out of hours’ is defined in the Cavendish policy [insert hyperlink when published] on the topic, and is currently any time before 0800 and after 1900 Monday to Friday and all day at weekends and most bank holidays.

For each event a staff member from the Cavendish Laboratory will act as host and must be familiar with the out of hours health and safety, security and emergency procedures. The Maxwell Centre Administrator will meet with the host prior to the event if they require further briefing or information. A contact telephone number for the host must be provided in advance of the event and details of this sent to Facilities in case of enquiries.

At Maxwell events where the doors are requested to remain open outside after 5:00pm, before 8:30am, or on weekends, there must be appropriate personnel covering the foyer accordingly throughout to ensure that the building remain secure.

Larger, more complex or bespoke events with further considerations will be risk assessed separately.


	List the significant hazard(s).1  
	Describe what could go wrong – that is, say who might be hurt and how.2
	Is the risk high, medium or low?3
	Please list the existing and/or intended control measures which will reduce the likelihood of all this happening.4
	Suggest here any further actions which may be beneficial.  Say who will carry them out and by when.

	Manual handling of chairs, tables and equipment/ exhibition items; handling of Seminar room partitions
	Staff and visitors may suffer musculo-skeletal problems and/or drop items on themselves and others
	Medium
	· Avoid moving items if at all possible (leave room layouts as is, if possible)

· Staff moving furniture must have manual handling training

· Enough people should be available to help move items
	· Manual handling (separate) risk assessment needed for general moving of furniture 

· Staff moving partition must be shown how to do it



	Poor housekeeping  - items left on floor (especially when setting up exhibitions)
	Visitors and staff can trip and be injured in a fall
	Low
	· Maxwell cleaning staff keep areas tidy and clean daily

· Maxwell administrator checks the building weekly/ before allowing use of seminar rooms
	Staff host to check areas are clear of slip and trip hazards before visitors and others are allowed in

	Fire or other major emergency
	Anyone in the building could be killed or seriously injured if stuck in building during  a fire. This is especially a risk for people with mobility and other impairments

	Medium
	· Fire precautions, fire risk assessment, fire wardens and emergency arrangements are in place

· Safe exit routes allow slow exit of people safely over 1 hour
· Fire safety refuges and call points are in place
· Pagers available for people with hearing difficulties
· Building emergency poster in place – meeting organizers must read these and at the start of the event, bring everyone’s attention to evacuation arrangements.
· Evacuation chairs are in place, and a number of staff are trained in their use
· Staff member familiar with the building will be present at all times and will instruct and support visitors in an emergency

· People running events will act as ‘fire warden’ for the event
	The host must instruct others involved in organising the event on emergency evacuation and obtaining first aid. 


	Overcrowding / large scale emergency evacuation
	Visitors and staff in buildings could be at risk in case of panic in an emergency
	Medium
	· Large events will have a separate risk assessment and appropriate number of stewards

· Numbers will be regulated by ticketing or host stopping access when rooms are near capacity (to be checked)
	Ensure risk assessment is appropriate

	Health issues or accidents, in the absence of first aiders
	Cavendish members and  visitors could suffer ill health or be injured and their condition deteriorate  through lack of medical assistance.
	Medium 
	· A member of staff will be present at all times.
· Maxwell Administrator to ensure meeting organizer and staff know to call an ambulance and security in case of any serious problems
· ‘Emergencies’ notice displayed throughout the Centre
	The host must familiarise themselves with the emergency procedure and make an announcement at the start of the event if appropriate/ possible.

	Food provided for event
	Un-hygienically prepared or served food/ food left out for some time, could make people ill.
They could have an allergic reaction to the food. 
Leaving food waste out can attract vermin/go off
	Low/ Medium
	· Ordering food from a reputable company (University  and Environmental Health approved)
· Hosts must ask about any special dietary requirements at time of booking 
· Food providers must label ingredients clearly/ provide information while serving
· Uneaten food will be disposed of at the end of the event (use food waste bins outside kitchen).
	

	Electrical items used in presentations 
	Risk of electric shock / fire from faulty equipment
	High 
	· Electrical goods used should be in good working order, with PAT test sticker upon them. Hosts will visually check equipment for obvious signs of damage.
· Avoid speakers bringing in electrical equipment – ask for presentations on USB sticks.
	

	Visitors wandering into other parts of the premises
	Visitors may be stuck and not found in an emergency evacuation or not found in case of ill health or injury – risk of theft
	Medium
	· Areas involved in the event will have a staff member overseeing them

· Areas not involved will be made ‘out of bounds’ by closing of security glass doors

· There is no access to hazardous lab areas. 
	Lab visits to be assessed separately

	Public events with controversial topics/ Presence of disruptive people
	Violence and aggression from some participants could injure speaker/others
	Low
	· Any such events will be separately risk assessed

· If anyone is violent, University Security or Police will be called
	

	Lost children / vulnerable adults
	Protection issues for vulnerable or young people
	Low
	· Any events involving children or vulnerable adults will be separately risk assessed
	

	Is special monitoring (e.g. hearing test, eye test, health surveillance) required?  If so, please enter details and also contact the University Occupational Health Service.   
N/A
	What personal protective equipment (PPE) is required (e.g. overalls, gloves, respiratory protection, eye protection)?  You must ensure that any PPE specified is suitable for the purpose.
None.



Please complete this section to confirm that this constitutes a suitable and sufficient assessment of risk.

	Name of assessor:


	Signature:
	Date:


	Name of supervisor:

	Signature:
	Date:




This assessment should be reviewed regularly (usually every 12 months), or earlier if there is a material change to the process, the equipment, location or relevant safety technologies.  It should also be reviewed when new people are involved, or after an accident or incident has taken place.

	Reviewed by (name)
	Signature
	Date
	Indicate changes here5
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