Leeds University Union
Risk Assessment

	Name of Group
	The Calligraphy Society
	Date of Assessment
	22/11/2010

	
	
	
	

	Hazards?
	Who might be harmed and how?
	What are you doing already?
	What further action is necessary?

	
	
	
	Action required
	By whom
	when
	Done

	Ink 
	Members – spillages, allergic reaction
	Using hypoallergenic inks, natural materials, ensuring members are warned of the likelihood of spillages
	If a reaction occurs, ensure the member washes the area thoroughly with water.
	Any Committee Member Present
	As appropriate
	Y

	Bamboo pens
	Members, cutting themselves on the wood, splinters
	Make sure that the committee are appropriately briefed on how the pens should be prepared
	Ensuring the pens are not too sharp and are smooth (no splinters).
	Committee
	At the start of the year and before sessions as appropriate
	Y

	Trips/Slips
	Members, tripping over chairs, loose cabling etc.
	Ensuring the chairs are kept in neat and orderly rows
	Check seating plans for all rooms we use and ensure estate services sorts out cabling if not adequately covered
	Any Committee Member Present
	Before each meeting
	Y

	Fire
	Smoke inhalation, burns.
	Brief committee and teachers on fire evacuation procedures
	Have made members aware of the fire exits and the method in which to leave the building
Ensure fire exits are kept clear at all time
	Committee
	Each Session
	Y

	Paper 
	Paper cuts
	Ensuring members know to be careful.
	Get a set of plasters, in case if a cut
	Membership Services Officer
	Before first
class
	Y

	Stanley Knife
	Cuts 
	The teacher is the only one authorised to use the knife and therefore members are not at risk.
	Make sure no one other than the teacher uses the knife
	Teacher
	At the start of the year
	Y

	
Food / Drink

	People with allergies, 
	Only boxed food is consumed, with a note kept of all ingredients in-case of an allergic reaction.
	Make a note of all members who are allergic to certain foods and cater accordingly.
	Membership Services Officer
	When members register
	Y

	
Meeting / Class spaces

	Attendees – if inappropriate room is used
	Check rooms are appropriate capacity-wise before booking them. Also check for the presence of enough tables for the attendees and projectors (if required by the calligrapher).
	Book rooms well in advance to make sure we get our preferred room. 
	Gen Sec
	When Booking Rooms
	Y



	Carried out by
	Shafiq Pandor
	Review Date
	01/02/11
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