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RISK ASSESSMENT ANALYSIS (Imperial Research Teams Only)

Please use this document to record how you will deliver your activity safely in a public setting at the Great Exhibition Road Festival 2025. 

Key deadlines:
· 31 March – Deadline to speak to your Faculty Safety Officer (or other safety role) if you also need to complete Part B. 
· 9 April– Deadline to submit final risk assessment to your Zone Manager (Part A and Part B)

Instructions for completion
Part A – This Risk Assessment Applies to All Activities
1. Everyone should complete Part A. If your activity fits one of the formats listed in section 2B, you do not need to complete Part B. If you are doing more than this or using specific materials, chemicals or equipment, you must complete Part B. 

2. To complete Part A you need to: 
a. Review and complete sections one and two. Select the risks and control measures that apply to your activity. You can remove control measures that do not apply to your activity. Equally, you should add extra control measures for specific risks that apply to your activity accordingly. 
b. Sign the declaration at the end of Part A only. 
c. Ask your Department Safety Officer (or other safety role e.g. Lab Safety Manager) to confirm that your activity can be delivered safely within the control measures listed. If they cannot be, then you must also complete Part B. Please speak to your Zone Manager if unsure.
d. Submit your signed form to your Zone Manager by Wednesday 9 April.
e. Adhere to the control measures when delivering your activity at the Festival.

Part B – Additional Hazards and Control Measures
1. You must also complete Part B, if your activity falls outside the formats listed in section 2B, or if you are using specific materials, chemicals or equipment. Your Faculty Safety Officer (or other comparable safety role) can support you with this. Please speak to them before 31 March to allow enough time for feedback before the final submission date.

2. To complete Part B you should: 
a. Review sections three and four. Use section three to think through risks starting from set up to pack down. 
b. Complete the template in section four if you have selected an item in the red box to show what control measures you will have in place.
c. Sign the declaration at the end of Part B.
d. Ask your Faculty Safety Officer (or comparable role) to confirm that the identified risks and control measures are adequate for your activity.
e. Submit your signed document to your Zone Manager by Wednesday 9 April 2025.
f. Adhere to the control measures when delivering your activity at the Festival.
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PART A –  RISK ASSESSMENT APPLICABLE TO ALL ACTIVITIES
	SECTION ONE – ABOUT YOUR DEPARTMENT, YOUR TEAM, YOUR PLANS AND INTENTIONS 
To be completed by the lead person planning and running the activity at the festival.

	Name:                                                                                     
	
	Position in College:  
	

	Phone:
	
	Email Address:
	

	Department:  
	
	Faculty:
	
	Festival Zone:
	

	Zone Manager’s Name:  
	
	Activity ID (Ask your Zone Manager):  
	

	How many people from your department will run the activity each day?
	Number of Staff:
	
	Number of Students:
	

	Name of Festival Activity:
	

	Please summarise below a description of the activity. Make sure to include what you are doing, any materials/equipment you are using and how you/the public are interacting with them.

	




	SECTION TWO – ABOUT THE TIMES, LOCATION AND ACTIVITY 

	[bookmark: _Hlk114755629]Section 2A: Where will your activity be located?
	Section 2B: What is the set-up for your activity? 

	Please give the specific location and session times (if appropriate) of your planned activity on campus. Ask your Zone Manager if unsure. 
Internal Space
· College Main Entrance ☐
· City and Guilds Building 
· Shields space ☐
· LT200 ☐
· Business School 
· Foyer ☐
· LGS (drum lecture theatre) ☐
· LGR (lecture theatre under the stairs) ☐
· Discussion rooms ☐
· LG19A/B (seminar rooms) ☐
· Vaults ☐
· Sir Alexander Fleming Building
· Foyer ☐
· Seminar rooms ☐
· Sherfield Building
· Queen’s Tower Rooms ☐
· Dyson Building – internal spaces ☐
· Beit Quad – Marquee
· Beit Quad – Internal  ☐
· Flowers building
· Ground Floor Foyer ☐
· G43☐
· G44☐
· G47 A/B ☐
Outside Space
· Exhibition Road ☐
· Prince’s Gardens ☐
· Prince’s Gardens – Large Central Marquee ☐
· Imperial College Road ☐
· Dangoor Plaza Lawn ☐
	☐ Exhibit with free standing display boards only (no tables/chairs/other items)
☐ Simple tabletop exhibits stand with table, chairs and simple interactive activities or information. (No power/water/chemicals).
☐ Tabletop exhibits stand as above plus the use of tech and other basic interactive equipment e.g. laptop, screens and visual aids). If bringing specialist lab equipment or materials, please complete Part B to provide more information.
☐ Tabletop exhibits stand as per one of the above plus small promotional items. Small items can be roller banners, small models and displays, non-toxic dry items. Please note food items are not permitted unless it is part of a food demonstration or activity and agreed in advance with your Zone Manager. You will also need to complete Part B for this.

If you are doing one of the above, and this is all that you are doing, then you only need to complete Part A and must adhere to the control measures in the generic risk assessment. 

If you are doing more than this, for example making workshops or interactive games, please complete Part B where you will be required to provide additional information. 



RISK ASSESSMENT APPLICABLE TO ACTIVITIES DEFINED IN SECTION 2B
Select the hazards below that apply to your activity. If none apply or you need to adjust the rating which increases the overall risk rating, complete Part B.

Risk Matrix

	
Severity / Likelihood
	1
Almost Impossible
	2 
Unlikely
	3 
Possible
	4
 Likely
	5 
Almost Certain
	
	
RAG 
(Red, Amber, Green) 
scores 
explained
	
1 - 6
	
Low risk (Effective measures are in place)

	1 - Low risk (non-injury)
	1
	2
	3
	4
	5
	
	
	
8 - 12
	Medium risk (Review controls to assess additional measures to put in place to reduce the hazard)

	2 - Minor (first aid may be required)
	2
	4
	6
	8
	10
	
	
	
	

	3 - Serious (injury – few than five days off)
	3
	6
	9
	12
	15
	
	
	
	

	4 – Major/Injury (more than four days off)
	4
	8
	12
	16
	20
	
	
	
15 - 20
	High risk (Activity should not go ahead until sufficient controls are in place and signed off by the College Safety Team)

	5 – Major/Fatal (Serious injury – requires hospitalisation / risk of death)
	5
	10
	15
	20
	25
	
	
	
	



	 Risk ID 
	Identified Risks and how people can be harmed
	Who can be harmed
	Existing Control Measures
	Assessment of risk score with current controls
	Action plan and/or additional control  measures to enhance mitigation.
	Assessment or residual risk with additional control measures 
	Risk Manager
	Overall risk rating

	
	
	
	
	Likelihood 
1 Almost Impossible – 5 Almost Certain
Severity 
1 Low Risk – 5 Major/Fatal
	
	Likelihood 
1 Almost Impossible – 5 Almost Certain
Severity 
1 Low Risk – 5 Major/Fatal
	
	

	
	
	
	
	Likelihood 
	Severity 
	Risk factor 
(RAG)  
	
	Likelihood 
	Severity
	Risk factor 
(RAG) 
	
	

	
	
	
	
	 
	
	
	
	Probability 
	Severity 
	
	
	

	
	
	
	
	[ L ] 
	[ S] 
	[ L x S] 
	
	[ L ] 
	[ S] 
	[ L x IS] 
	
	

	1.
	Transporting materials and equipment to and from the festival site  
	 
	 
	 
	 
	 
	 
	 
	 

	a.
☐

	Trolley failure: Collapsing or overturning trolley used for set-up or pack down resulting in personal injury or damage to property from inappropriate use.

	Staff
Volunteers
	Trolley should be appropriate and suitable for the load being transported.

Wheels and stability must be suitable for the surface.

No open toe shoes when transporting large loads.

Heavy or awkward loads should be operated by more than one person. If operating alone, staff should be able to see over the load with a clear view and be able to safely access doors.
	3
	2
	6
	Visual check to be carried out before use to identify loose or damaged wheels, break failure and other defect. Trolley should not be used if problem identified.

Trolleys should be pushed not pulled where possible.
Materials should be delivered to a location close to the point of use by vehicle where possible.


	2
	2
	4
	Activity team leader
	

	b
☐

	Crossing Roads with a trolley:
Collision with road user or loss of control of trolley causing personal injury or damage to property
	Staff
Volunteers
Public

	The public highway should be avoided where possible. If unavoidable, persons should cross at designated crossing points, e.g. zebra or pelican crossing.

Non-hazardous materials and equipment should be transported in suitable containers. 
Mount (and dismount) pavements using drop curbs to avoid lifting trolleys on/off pavements.
	2
	2
	4
	Vehicle to be used if items cannot be transported safely by trolley.


	2
	2
	4
	Activity team leader
	

	2.
	Use of vehicle for set up and pack down 
	
	
	
	
	
	
	
	
	

	a.
☐

	Inappropriate use of vehicle or adherence to campus process:
Collision with object or persons resulting in  personal injury or damage to property when transporting items to and from campus.

Theft from vehicle:
Resulting in the loss of expensive or hazardous substances or equipment.
	Staff
Students
Public
Contractors

	Vehicles requiring access  to campus or parking must be booked in advance through your Zone Manager. This includes couriers or taxis dropping off or collecting.

Driver must hold a full driving licence and be authorised to drive the vehicle if it belongs to the College.

Driver should hold comprehensive motor insurance.

Follow designated vehicle routes on site as directed by security.

Reputable company to be used to transport hazardous materials. Part B should be completed for this.

Vehicle to be locked when unaccompanied to prevent theft of equipment, material and/or vehicle.
	2
	3
	6
	Adhere to festival vehicle movement restrictions during set up, live event and pack down periods.

Follow speed limit which is 5mph. 

Hazard lights or amber beacon to be used when the vehicle is moving.

	1
	3
	3
	Activity team leader
	

	3.
	Manual handling during set up and pack down
	
	
	
	
	
	
	
	
	

	a.
☐


	Manual Handling:
Poor manual handing practice resulting in personal injury, for example when lifting items during set up and pack down.
	Staff
Volunteers
	Staff should have access to trolleys to move items. See control measures above for trolley use. 

Staff to only undertake manual handling if able and comfortable to do so.

	3
	3
	9
	The lift should be planned to work out a suitable process, e.g. what needs moving, where.

Ask for help with heavy or awkward items if a trolley is not available. 

Staff must follow manual handling procedure:
1. Feet should be apart with one leg slightly forward to maintain balance.
2. Bend knees and keep back straight. 
3. Lift with legs – avoid jerking or straining.
4. Place the load down following the above actions.
	2
	3
	6
	Activity team leader 
	

	4.
	Use of promotional materials 
	
	
	
	
	
	
	
	
	

	a.
☐

	Collapse of pull up banner on stand:
Due to incorrect installation or damaged equipment causing personal injury.
	Staff
Volunteers
Public 
	Follow manufacturer’s instructions for installation and take down.

Item to be placed on a secure level ground.

Anything bigger than a standard pull up banner must be agreed with your Zone Manager in advance.

	2
	2
	4
	Position the item where it will not be bumped or cause persons to trip over the swing out feet. 

If located outside, avoid using banners in the open and/or windy conditions. You will be asked to take them down in this instance.

Staff to carry out visual inspection throughout the day to ensure the item remains correctly installed.
	1
	2
	2
	Activity team leader
	

	5.
	Use of small pieces of equipment or materials during activity
	
	
	
	
	
	
	
	
	

	a.
☐

	Choking on Small Items:
Children and vulnerable adults choking on small items used in the activity like batteries, marbles, pins, magnets, pens or marker caps, crayons, erasers or uncooked legumes.
	Public 

	Only use small items if  essential to the activity. 

Small items are secure and/or out of view.

All staff working on the activity should know the process for requesting first aid.

Activity lead to discuss the activity,, materials and equipment with the Zone Manager in advance. Completion of Part B may be required to ensure risks and control measures are suitably assessed.  
	2
	3
	6
	Children/vulnerable persons should be supervised by their guardian whilst participating in the activity.

Consider setting restrictions for participation if deemed necessary.
The Zone Supervisor and Safety team reserve the right to remove items deemed risky to the public if not managed correctly.

Note: food items, for example sweets and samples, are not permitted unless agreed in advance with the Zone Manager.
	2
	3
	6
	Activity team leader 
	

	6. 
	Electrical equipment in use for the activity  
	
	
	
	
	
	
	
	
	

	a.
☐


	Faulty or damaged electrical equipment used in activity:
Personal injury or fatality from burns, electric shock or fire from equipment used as part of the activity.

	Staff
Volunteer
Contractor
Public 

	Electrical equipment should have a valid PAT test certificate within the past 12 months. 

Equipment purchased in the last two years do not usually require a PAT test certificate. Check with your local safety officer or Zone Manager if unsure.

Equipment with damaged cables or plugs should not be used.

Extension leads can be requested from the Zone Manager within the deadline.

Switch off equipment if overheating. Seek advice from Zone Supervisor during the festival if needed.
	2 
	3
	6 
	Extension leads should be plugged directly into one power socket. Daisy chaining is not permitted and will be removed if seen.

Ensure power is kept clear of liquids at all times. 

Ensure cables are taped down securely to avoid trips and falls, and damage to equipment. 

Staff to familiarise themselves safety briefings given by the Festival team, for example noting exit routes and location of fire extinguishers. 

	 1
	 3
	3 
	Activity team leader
	 

	7.
	Arts and craft materials and equipment 
	
	
	
	
	
	
	
	
	

	
	Personal injury or irritation from materials and equipment:
Contact with substances or misuse of equipment and/or materials, like scissors, paint, paint brushes, glue, pencils, crayons resulting injury (e.g. cuts) or irritation.
	Public
Volunteers 
	Visual inspection carried out on materials and equipment regularly for damage and remove item(s) accordingly.

Ensure sharp items, e.g. scissors or scalpels, are accounted for during and at the end of the session. 

Round headed scissors and safety craft blades should be used where possible. Round headed scissors.  

Ensure participants do not use excessive amounts of glue.  Adhesives to be water based, not solvent based and should be non-toxic.
	2
	2
	4
	Group size should be appropriate for the activity and manageable to allow staff to safely deliver the activity and monitor participation.
Children should always be supervised by their guardian during participation. 

Consider setting age restriction. 

Consider supplying gloves. 

Encourage participants to wash hands after activity.

Materials should be prepared as much as possible.

Staff to clearly explain the activity, ensuring guardians are present.

Immediate activity area to be kept clean and tidy to prevent trips and slips. 
	1
	2
	2
	Activity team leader
	



DECLARATION (Remember, if you are also completing Part B, you do not need to sign here).
I confirm that the activity can be run safely under the generic risk assessment at the Great Exhibition Road Festival 2025, and there are no additional hazards involved. 
	
	Full name
	Signature
	Date

	Completed by: (Named person in section one)
	
	
	


	Reviewed by Department Safety Officer:
(state role if different)
	
	
	


	Reviewed by Zone Manager:

	
	
	



PART B – ONLY COMPLETE THIS SECTION IF YOUR ACTIVITY IS NOT DEFINED IN 2B. 
THIS SECTION IS TO DEFINE AND EVALUATE OTHER HAZARDS AND MITIGATIONS
	Activity format: Please tick the format for your activity  

	☐ Demonstration or science show in lecture theatre.
☐ Demonstration or science show in lecture theatre with audience hands on participation, e.g. handing materials or equipment.
☐ Stand with activities involving food items (e.g. sweets, samples).
☐ Stand with art and craft creative activities other than standard crayons, pencils, craft paper, scissors etc. (for example, if you are planning to use super-glue, tick  this box)
☐  Stand with demonstration e.g., with chemicals, powders or another hazard.
☐  Stand with audience participation, e.g., audience handling objects taken outside the lab or other equipment.
☐  Stand with additional space (e.g., for robots, floor standing equipment).
☐  Creative workshop with a making element other than simple art and craft workshop e.g. audience using sharp needles, heavy items.
☐  OTHER give details:  


Now complete Section 3A, 3B and 3C 

	SECTION THREE – TRANSPORT, INFRASTRUCTURE, ACTIVITY AND EQUIPMENT

	

3A: Getting to and from the festival site
	3B: At the festival 
	3C: Equipment and materials used for your activity

	Select all hazards which apply
	Tell us about any temporary structures you are bringing for your activity. Please select accordingly. 
	Select all that apply and include control measures for each one in your risk assessment:

	 ☐ Transporting items to and from site (e.g. kerbs, road crossing, traffic, pedestrians, crossing roads)
☐ Using a vehicle
☐ Use of trolley 
☐ Manual handling
☐ Personal security / lone working
☐ Security of equipment and personal items
☐ Poor level access to and at site 
☐ Storage of materials and equipment 
☐ Waste disposal at the end of each session
 ☐ Other (give details): 

Now complete section 3B




	☐  Inflatables* 
☐  Temporary structure including marquee* 
☐  Other* (give details):
☐  I am not bringing any of the above 
* These aspects require specific input from the Festival Safety Team.

Now complete section 3B1
	☐ Food including sweets and samples as part of the activity. 
☐ Creative activity with substances like paints, inks, varnishes, spray paints etc
☐ Activity with sewing, crocheting or similar element.
☐ Equipment – specialist electrical 
☐ Equipment - machinery
☐ Equipment – pressure*
☐ Equipment – mobile (e.g. Robots) *
☐ Extremes of temperature (e.g. hot plate)
☐ Naked flames
☐ Pyrotechnics
☐ Water
☐ Tools
☐  Live animals/insects*
☐  Laboratory animal allergens*
☐ Genetically modified micro-organisms*
☐ Non-GM biological agents*
☐ UV/Lasers/microwave or other non-ionising radiation*
☐ Chemicals and gases*
☐ Cryogens*
☐ Ionising radiation*
☐ Fumes, dusts*
☐ Powders
☐ OTHER* (give details): 

*Existing departmental and/or research risk assessments may also be requested along with input from the College Safety team.  

Now complete section 4 to write your risk assessment. You can use the matrix to calculate your score.

	· 
	3B1: Select hazards that could affect the delivery of your activity at the festival. Include control measures in your risk assessment.
	· 

	· 
	☐ Slips, trips and falls e.g., cables from equipment, spills, boxes, uneven ground, poor housekeeping.
☐ Change in weather: cold, wet, windy, extreme heat.
☐ Working at height – falls or dropping items.
☐ Falling objects – e.g., display board or equipment falling over or off a display.
☐ Disposal of hazardous waste material and packaging.
☐ Environmental noise (emitting or being exposed to).
☐ Lighting levels.
☐ Heating and ventilation.
☐ Electric shock or electrocution.
☐ Hot or cold burns from equipment/substances.
☐ Cuts from tools.
☐ Choking or allergic response.
☐ Asphyxiation from substances being used. 
☐ Exposure to hazardous substances or wavelengths.
☐ Poor handover to new team.
☐ Hazards or warning signs not visible.
☐ Other (give details): 

Now complete section 3C
	· 




	SECTION FOUR: WRITE A RISK ASSESSMENT FOR THE ADDITIONAL HAZARDS IDENTIFIED IN SECTION 3a, CONTROL MEASURES AND EMERGENCY PROCEDURES

	Risk ID
	Identified Risks and how people can be harmed
	Who can be harmed
	Existing Control Measures
	Assessment of risk score with current controls
	Action plan and/or additional control measures to improve mitigation. 
	Assessment or residual risk with control measures implemented
	Risk Manager
	Overall risk rating

	
	
	
	
	Likelihood 1 Almost Impossible – 5 Almost Certain
Severity 1 Low Risk – 5 Major/Fatal
	
	Likelihood 1 Almost Impossible – 5 Almost Certain
Severity 1 Low Risk – 5 Major/Fatal
	
	

	
	
	
	
	Likelihood
	Severity
	Risk factor
(RAG) 
	
	Likelihood
	Severity
	Risk factor
(RAG)
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	[ L ]
	[ IS]
	[ L x S ]
	
	[ L ]
	[ IS]
	[ L x IS]
	
	

	8.
	Insert hazard and description
	
	
	
	
	
	
	
	
	
	
	

	a
	
	
	
	
	
	
	
	
	
	
	
	



Describe any additional emergency procedures that apply.

	








DEECLARATION
I confirm that the activity can be run safely at the Great Exhibition Road Festival 2025 under the control measures outlined in Parts A and B.

	
	Full name
	Signature
	Date

	Completed by: (Named person in section one)
	
	
	


	Reviewed by Department Safety Officer:
(state role if different)
	
	
	


	Reviewed by Zone Manager:

	
	
	




	
	
	




See guidance notes which may be helpful. 
1. Please ensure you read the document carefully and complete appropriate sections. Speak to your Zone Manager if you need further guidance. Your local safety department can also assist.

2. Activities involving hazardous substances must, at a minimum, record:
a) The name of the substance, the hazards presented (including any hazard statements or workplace exposure limits).

b) The quantity being handled (this has a direct bearing on the consequences should something go wrong).

c) Consider any transport issues (both on and off campus. If hazardous substances are taken outside the College, they may fall within the scope of the transport of dangerous goods regulations. There may also be insurance implications if private vehicles are used for business purposes.

d) Describe what precautions need to be in place to prevent exposure (including PPE).

e) Consider waste disposal issues and describe how these will be managed.

f) Please clearly describe your emergency procedures including spillage control and first aid. The precautions need to be proportional to the type of quantity of substance involved. 
3. Precautions need to be realistic. If running water is required to treat an eye splash, running water must be readily available. If a spillage is possible, the materials to deal with it need to be at hand. If hazardous waste is generated (including that from a spillage clean-up) it needs to be disposed of appropriately; this may involve getting it back to the lab safely in the first instance. These issues can become more problematic when working off site or outside the lab. It is not uncommon to see risk assessments where text is cut and-pasted from the safety data sheet without consideration as to whether the necessary means are available or workable.

4. Activities involving carcinogenic, teranogenic, highly toxic, highly flammable, or corrosive substances should be avoided. If planning to use such substances, the activity needs to be approved by the Faculty Safety Adviser and the College Safety Department.

5. Activities involving biological agents and live animals need to be approved by the Faculty Safety Adviser and the College Safety Department. In some cases, approval may be required from CBS too.

6. Activities involving radioactive sources need to be approved by the Departmental Radiation Protection Officer or the Safety Department Radiation Protection team.

7. Consider lone working. Can a lone worker manage the task on their own, particularly in an emergency? If lone working is required, describe how this will be managed to ensure the safety of the lone worker. This should be considered for set up, the live festival and during pack down. 

8. Think carefully before engaging your Faculty Safety Officer. You should be speaking to your local safety department first.  Faculty Safety Officers only need to know about information in the red boxes.  
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