Queens’ College Generic Meeting Risk Assessment
	                                                                                   

	
Hazard
	Risk
	Control Measures
	Residual Risk

	Fire & Emergency 

	Moderate
	· Emergency exits must be kept clear at all times.
· The organiser will ensure the capacities of function, seminar, meeting and conference rooms are not exceeded during the event.
· No smoking except at designated smoking area (shelter halfway along Grove Road).
· If a continuous alarm sounds, leave the building by the shortest route to the assembly point as directed by the organiser or by following local signage. 
· Organisers should make themselves familiar with these and take the lead in any evacuation if there are no College staff in attendance.
· Keep moving if possible and be patient at pinch points.  
· Do not congregate at exits or at the entry to the assembly point.
· If the assembly point is congested or busy move into the next available open space (e.g. adjoining courtyard).
	Low

	First Aid

	Moderate


	· If first aid is required, make contact with the Porters Lodge.
· If appropriate those not immediately involved in treatment or reassurance should leave the room.
	Low/moderate



	Transmissible diseases (e.g. COVID -19)


	Moderate

	· Anyone displaying symptoms of, or testing positive for, a readily transmissible disease (e.g. Covid-19, seasonal flu etc.) should not attend the event.
· Ventilation to the venue can be increased by opening windows etc. when weather conditions permit.
· Most building entrances, larger function rooms and court areas will contain hand sanitiser stations.
	Low/Moderate






	Falls
	Low
	· Good housekeeping. Areas to be cleaned and well maintained. Signs to be used for wet floors. Obstacles to be removed.
· Reporting of any issues observed to the Porters’ Lodge.
	Low

	Maintenance
	Low
	· Any faults with the room, furniture and equipment should be reported to Maintenance. 
	Low



Possible Further Action Required - Events with electrical equipment, food or drink not provided by the College; involving manual handling, work at height (e.g. stepladders), power tools, amplified noise/music; attended by children or those that may need assisted evacuation (e.g. wheelchair users, partially sighted) will require further risk assessment.
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