SCHOOL/SERVICE DEPARTMENT:
Conference Department – TELFORD Campus
 Marquee Set Up By SA Building
RISK ASSESSMENT FORM

Location…Marquee to be erected infront of SA building     Environment/Activity/Equipment…Marquee……..Sheet …1….of…2….

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
	
	
	

	F, M
	Marquee set up and dismantle by approved supplier

Is the marquee set up in a safe and professional manner? Risk of blowing down, coming un-hinged from the floor, ropes flying around.

	Marquee suppliers.

Operations staff

Visitors

University staff


	3
	4
	12
	Suppliers provide their own separate risk assessment.
Campus manager to be made aware and Risk, Health & Safety – both parties to inspect marquee on day of erecetion.
	3
	1
	3
	Only use approved suppliers.

	A, D
	Entrance to SA Reception

Does the marquee prevent people from entering SA or SB building?

The hazard of public through ways being blocked. In the case of a fire, would the marquee block people’s exit?

	All people entering via front to SA and SB buildings.
	4
	4
	16
	Plans provided in advance and agreed with internal departments to ensure enough access in and out is provided.

The marquee provides adequate entrance to the front by the public bus stop and to the side by SB building, People can either walk through the marquee, 2 entrances available, or they can enter SA building via the public rear access.


	4
	1
	4
	Check final erection is the same as the plans submitted. 

	G, H, D
	Power to the marquee.

Is this safe & secure?

Cables for people to trip over, exposed connections. Is the power supply safe, of the right voltage, danger of fire?
Trees nearby to accelerate fire.
	Exhibitors

Delegates

People in the marquee at the time
	4
	4
	16
	There is a generator and a heater on the side of the marquee. This is fenced in.

Wires are not showing.

15 of the stands have power sockets, wires taped down and not loose.
Fire extinguishers in SA building.

Marquee is in view of the main reception which is staffed 24 hrs, any incidents should be noticed quickly.

	4
	1
	4
	Ensure marquee supplier provides up to date method statement, risk assessment and check when power generator was last certified as safe.

Take into account any other bookings on the campus at the same time – young children and general volume of people.  

	M
	Security to possessions in the marquee.

How do we stop thefts and damages?
	Exhibitors
	1
	4
	4
	The client has taken out insurance when the marquee was hired up to £5 million public liability cover. The exhibitors have a contract with the event organiser. and it is their own responsibility to ensure items are secure. The client is aware the marquee is open for public access 24hrs.


	1
	1
	2
	Exhibitors own responsibility.
Any incidents will be logged on IRIS and forwarded to the conference department to investigate.

	K
	What happens in the case of a fire in the marquee?
With the smoking legislation, people do stand in the courtyard to smoke, which is close to the marquee.
	Exhibitors in marquee

SA Reception area

Evacuation of SA, marquee and maybe SB building
	4
	3
	12
	2 marquee evacuation points to be used.

Fire extinguishers in marquee as well as in SA reception. fire exit signs above doors in marquee.

Supply to install 4 extinguishers in marquee.
	4
	2
	8
	Temporarily move the smoking bin away from the marquee and erect signage.


Completed by      Louise Callaghan      Date    November 2016   

Reviewed by                                         Review Date (s)  November 2018
