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CHECKLIST 
RISK ASSESSMENT OF UPCOMING EVENT 
ON UNIVERSITY PREMISES

On University premises a large number of events are arranged each year; visits, conferences, lectures, concerts etc. They can be available to the public or for invited guests only. 
It is important that information regarding approaching events will reach the Security Office in advance, to allow the Office to create a collected picture of current events at the entire University. The goal is to ensure that events can be realized safely and securely for delegates, university personnel and students, and without disturbances or damages.
A particular event need not be controversial, unless there is an event with the opposite viewpoint next door. In cases like this it is possible to discuss possible solutions beforehand to ensure that both events can be realized in a safe and secure way.
At events where invited guests have their own personal guard this will only protect them, noone else nor the premises. The risk picture of a high risk person can transfer to the University, thereby creating a threat. In this case some security raising measures might be necessary, such as a guard or patrolman.
The event organiser is responsible for filling in the checklist and sending it to the Security Office at sakerhet@uu.se at least 5 working days before the event. The Security Office will use this to do a risk analysis and assess the need for security raising measures. 
All costs concerning security raising measures will be billed to the event organizer.

In the event of a serious incident at, or in connection to, the event – 

Call the University emergency number 018- 471 2500.

A. General information
	Event 

	Please attach detailed schedule for the event!
Title:

Brief description:  

Date and time:

Location: 

Public or limited to invited guests only:

	Organiser (Department, association, etc.)

	Responsible person:
Contact:

	Speaker, lecturer 

	Please attach list of speakers, if any!


	Guests, delegates

	Please attach list of delegates, if any!
Estimated number of guests:

VIP guests, if any:

	Billing address in case of security measures

	

	Additional information to the Security Office 

	


B. Risk assessment
	  
	Yes/No (if Yes, please comment)

	a) Are there any controversial topics on the agenda?
	

	b) Are there any kinds of threats or previous incidents associated with any speaker or delegate?
	

	c) Are there any other events that might be exposed to risks at the same location and time?
	

	d) Have there been any previous incidents in connection to similar events world-wide? 
	

	e) Are there other factors that might influence threats and risks due to reports in media, number of delegates etc.?
	


C. Planned security measures
	  
	Yes/No (if Yes, please comment)

	a) Is there an evacuation plan showing emergency exits, assembly points, etc.? This and other security directions shall be communicated to the delegates at the start of the event.
	

	b) Is there a procedure in place (registration, list of participants, personal tickets, badges, entrance control etc.) to ensure that only preregistered delegates are allowed to attend the event?
	

	c) Is there an action plan in place (a safe escape route etc.) in the event of a personal attack or other act of violence from the audience? 
If there is a risk according to the assessment above, measures need to be taken, such as not having audience behind the speakers, guards positioned between speaker and audience, etc.
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