Guild Group Annual Risk Assessment 2025/26

Group Annual Risk Assessment
The annual risk assessment is used to risk assess all society activity excluding activities that are required to be risk assessed individually. 
Remember: Before undertaking this risk assessment, you must complete the Activities and Events training – Click here. 
Use the Student Committee Handbook for Risk Assessing & Group Safety to help you complete your assessment. You can find a copy here – Click here..
If you are unsure about anything, please contact: activities@exeterguild.com 
Once completed, please submit here (hyperlinked)
	Sections to be completed by Group 

	Sections to be completed by Student Guild Representative



	Group
	Speak Easy Society

	Assessed by 
	Samuel Tough
	Date
	21/07/2025

	Signed off by 
	
	Date
	



Activity Log – You can add to your annual risk assessment during the year if you have missed out an event. Please complete the table below if you have added additional activities or amended the risk assessment in any way since first sign off. 
	What has been amended? 
	Who has amended? 
	Amendment date:
	Who has reviewed 
(Guild representative initials only)
	Review date: 

	
	
	
	
	

	
	
	
	
	



Add more rows as required 






Recognised Governing Body – please complete if your core activity involves sport/fitness activity

	Sport / Activity
	N/A

	Recognised National Governing Body (if applicable):
	N/A

	Coaching arrangement [Delete/add those that are not relevant]
	N/A



Activities – In the table below list all activities your society will participate in over the upcoming year.
If an activity includes an external speaker, an overnight stay (UK or abroad) or is a performance or large-scale event it will need to be risk assessed individually. You can find out more here 
Below is a list of common activities societies are participating in:
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Society Core Activity
Forum Stalls 
Welcome week activity 
Picnics 
Pub visits
Restaurant visits
Intramural sport teams 
Craft activities
Training sessions 
Competitions 
Conferences
Clubbing 
Cafe / Coffee meetups 
Film screenings 
Quiz / Games night
Day trips
Winter/Summer balls (Under 150 attendees) 
Bowling 
Beach trips
Talks (Internal speaker only) 
Volunteering
Fundraiser
	
	
	




	
	
	




	Activity Description log 

	
Activity Type e.g. Fitness Class, Games Session, Craft session etc
	Describe the activity, what it involves, how it will be run?
	
Frequency event will take place.
	[bookmark: _Int_hPUE6fVe]Details of Equipment to be used during the event. Please indicate whether provided by group

	1
	Society Social Nights 
	Weekly social events at pubs and local entertainment venues in Exeter. 

These will vary each week and can include bowling, karaoke, pub crawls, clubs. They are the most casual of events that are run by Speak Easy Society.
	Weekly
	N/A

	2
	Classic Roundtable Debates
	Debating events in a casual pub setting, typically with a private room booked.

Students from each side of the argument debate 2-3 current affairs motions that address some of the most controversial and pressing topics. These events will be chaired.

This model offers the opportunity for students to interact with peers with opposing views, as well as prominent professionals in society who espouse those views regularly in a comforting and jovial setting. 

Students can stand up and talk as little or as much as they wish- it is about having a platform where everyone is comfortable to share their views without judgement.

	Two in every three weeks
	Gavel
Laptop

	3
	Free Speech Workshops
	Informal discussions in a casual pub setting.

Students will discuss 3-4 current affair issues relating to free speech and expression. There will be an informal debate and discussion about these issues. These events may have a private room in a pub but will not be chaired.

Alternatively, workshops may be more geared towards the public speaking element of debating- occasionally in collaboration with Public Speaking Society.
	Every three weeks
	N/A

	4
	Internal Debate Nights or Speaker Events
	Events typically held in a lecture theatre.

Speakers set out a position on an issue agreed previously and aim to convince the audience of their position.

Speakers are asked questions by the chairman and student panel in our debates.

These debate nights allow for speaker freedom and one-on-one debate, permitting speakers to decide on the best approach for their arguments themselves.  We set motion-topics rather than specified motions to allow speakers to debate in the direction of their choosing.

Please note, this is a risk assessment for internal debates only with student and staff speakers.

	From time to time
	Camera and filming equipment

Gavel

Water and glasses for speakers

Speak Easy banner

	5
	Day Trips
	These are day-long socials outside Exeter, typically in the surrounding area in Devon and the South West.
They have included a “Race Across Devon” event before which included pub stops with challenges. Events are typically held over the weekend.
	Once or twice a term
	First aid kit

	6
	Winter Dinner
	A formal event that is held at the end of term 1 to celebrate Christmas and New Year. This typically includes a three-course meal and drinks afterwards.
	One-off
	Music set

	7
	Forum Stalls & other on-campus publicity
	Speak Easy will promote themselves using the Guild’s Forum Stall booking system and using promotional material across campus such as on Forum Hill.

This will help the society gain membership.
	From time to time
	Speak Easy banner

Promotional materials

Any other features of stalls





	
	
	


The students’ Guild Risk Assessment form requires you to provide certain pieces of information about you. This information may be shared with 3rd parties like University of Exeter or the Police for example. This ensures we involve all necessary parties in which to feed into the decision-making process.
For more information regarding who we share personal information with, please visit our student privacy statement on our website here. https://www.exeterguild.com/page/your-privacy-students

Activity Type 1: Society Social Nights
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Pubs and entertainment venues must be accessible with public transport, ramps, lifts etc. Non-alcoholic drinks must be provided by the establishments to make sure everyone can attend. Larger attendances and events in earlier weeks will have walking buses. One committee member must remain sober to monitor any issues.

	On Campus or Off Campus
	Typically off campus (occasionally at the Ram or Isca)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Prioritising local venues that are in walking distance; travelling in groups on public transport if necessary; using sustainable venues with low plastic usage.

	[bookmark: _Int_8vkFayxR][bookmark: _Int_2z7nCL2a]Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue first aid to be used during socials- and emergency services to be contacted if necessary. Sober committee member to liaise as required.



	Hazard Category
	Identified Hazards and how you might be harmed? 
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified; how could it cause injury – what are the risks?  
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”



	Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Confirm with premises that fire controls are in place.
Fire exits to be checked if clear with people at the event aware where the exits are.
Any fire evacuation requires designated sober committee member(s) to liaise with venue staff.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Slips, trips and falls

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue – higher risk for anyone drunk or impaired
	Spills to be reported and/or cleaned up immediately. Designated sober committee member to make sure walkways and floors are clear. Venue first aid, venue staff, Estate Patrol and emergency services will help if necessary if there are trips or falls.  Committee are to follow all standard manual handling practices throughout the event.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Alcohol provided by pubs

	Pubs serve alcohol and there is a risk of drunkenness and the effects that may come with this. This may range from aggressive behaviour, disorientation, a complete loss of inhibitions, difficult social situations. These effects could come internally/externally at these venues and the risk of alcohol needs to be minimised. There are also certain risks such as smashed glass bottles etc.
	Anyone attending an event with alcohol could be affected but a much higher risk for individuals consuming alcohol
	At least one committee member to remain sober for the entirety of an event.
Alcohol intake, any unusual behaviour to be monitored by the designated sober committee member.
People past their alcohol limit will taken home with safe routes- committee members to make sure that attendees get home safely with accompaniment if necessary.
Immediately report any smashed glass bottles etc.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Aggression and violence caused by alcohol or otherwise

	Physical injury and the impact of threatening behaviour is a risk – this is exacerbated by alcohol, but it must be considered a risk everywhere.
	Anyone is at risk in a venue.
	Members of committee will step in to de-escalate any aggression and prevent any harm.
Any further escalation will lead to Estate Patrol/University Security being called with venue staff and emergency services to support if necessary.
Initiations are banned at Speak Easy Society.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink hygiene issues
	A risk of health issues such as food poisoning. It will also not be appealing for pleasant for members.
	Anyone is at risk in a venue serving food. A higher risk for people consuming food, particularly items that require refrigeration.
	Food and drink establishments to be checked for good hygiene practices beforehand and monitored throughout any event.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink intolerance
	A risk of allergic reaction to food and drink items, causing significant health impacts. Potential risk of seizures and a need for emergency services.
	Anyone with food allergies or intolerances
	Allergies to be noted at the start of any event by committee so we can liaise with venue staff to make sure that there are no reactions due to allergies/intolerances.  The DWI officer will make sure allergies are recorded.
If an allergic reaction has occurred, committee should liaise with venue staff and the emergency services to deal with it.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Night time and darkness
	Reduced visibility creates risks if not in a well-lit area such as slip, trips and falls (see above). 

Increased risk of alcohol related-incidents; perhaps violence

Female members at greater risk of harassment incidents
	Anyone travelling to and from an evening event, with heightened risk in the winter
	Designated sober committee member/social secretary to plan walking bus if necessary to events with safe routes/accompaniment planned for safe routes back to accommodation.
Attendees to not be left alone whilst out and about on a social.
DWI officer will put plans in place prior to the event.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary.
	Anyone
	Committee will know how many are attending in advance. Sober committee members to help clear any crowds and make sure all attending the social are safe. Committee to work together to keep society together at events
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Any other risks
	N/A
	Anyone
	The designated sober committee member(s) will assess any other developing welfare, safeguarding, reputational risks as the event goes on.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)



Add more columns if necessary 

Activity Type 2: Classic Roundtable Debates
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Pubs must be accessible with public transport, ramps, lifts etc. Downstairs private rooms to be used if available. Non-alcoholic drinks must be provided by the establishments to make sure everyone can attend. Larger attendances and events in earlier weeks will have walking buses. One committee member must remain sober to monitor any issues.

	On Campus or Off Campus
	Typically off campus (occasional use of seminar rooms and the Ram)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Prioritising local venues that are in walking distance; travelling in groups on public transport if necessary; using sustainable venues with low plastic usage. Rubbish to be cleaned up and recycled if possible. Glasses to be used over plastic cups/bottles.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue first aid to be used during socials- and emergency services to be contacted if necessary. Sober committee member to liaise and administer first aid if required.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Confirm with premises that fire controls are in place.
Fire exits to be checked if clear with people at the event aware where the exits are.
Any fire evacuation requires designated sober committee member(s) to liaise with venue staff.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Slips, trips and falls

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue – higher risk for anyone drunk or impaired
	Spills to be reported and/or cleaned up immediately. Designated sober committee member to make sure walkways and floors are clear. Venue first aid, venue staff, Estate Patrol and emergency services will help if necessary if there are trips or falls.  Committee are to follow all standard manual handling practices throughout the event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Alcohol provided by pubs

	Pubs serve alcohol and there is a risk of drunkenness and the effects that may come with this. This may range from aggressive behaviour, disorientation, a complete loss of inhibitions, difficult social situations. These effects could come internally/externally at these venues and the risk of alcohol needs to be minimised. There are also certain risks such as smashed glass bottles etc.
	Anyone attending an event with alcohol could be affected but a much higher risk for individuals consuming alcohol
	At least one committee member to remain sober for the entirety of an event.
Alcohol intake, any unusual behaviour to be monitored by the designated sober committee member.
People past their alcohol limit will taken home with safe routes- committee members to make sure that attendees get home safely with accompaniment if necessary.
Immediately report any smashed glass bottles etc.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Aggression and violence caused by alcohol or otherwise

	Physical injury and the impact of threatening behaviour is a risk – this is exacerbated by alcohol, but it must be considered a risk everywhere.
	Anyone is at risk in a venue.
	Members of committee will step in to de-escalate any aggression and prevent any harm.
Initiations are banned at Speak Easy Society.
Ensure emergency arrangements in place for events.  
Have a clear escalation procedure in place for incident reporting.  
Safezone app will be used for on campus activities to raise help. 
Emergency services to be called in the event of an emergency off campus.   
All members to follow code of conduct and behave in a manor representative of the Guild values.  
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink hygiene issues
	A risk of health issues such as food poisoning. It will also not be appealing for pleasant for members.
	Anyone is at risk in a venue serving food. A higher risk for people consuming food, particularly items that require refrigeration.
	Food and drink establishments to be checked for good hygiene practices beforehand and monitored throughout any event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink intolerance
	A risk of allergic reaction to food and drink items, causing significant health impacts. Potential risk of seizures and a need for emergency services.
	Anyone with food allergies or intolerances
	Allergies to be noted at the start of any event by committee so we can liaise with venue staff to make sure that there are no reactions due to allergies/intolerances.  The DWI officer will make sure allergies are recorded.
If an allergic reaction has occurred, committee should liaise with venue staff and the emergency services to deal with it.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Night time and darkness
	Reduced visibility creates risks if not in a well-lit area such as slip, trips and falls (see above). 

Increased risk of alcohol related-incidents; perhaps violence

Female members at greater risk of harassment incidents
	Anyone travelling to and from an evening event, with heightened risk in the winter
	Designated sober committee member/social secretary to plan walking bus if necessary to events with safe routes/accompaniment planned for safe routes back to accommodation.
Attendees to not be left alone whilst out and about on a social.
DWI officer will put plans in place prior to the event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary.
	Anyone
	Committee will know how many are attending in advance. Sober committee members to help clear any crowds and make sure all attending the social are safe. Committee to work together to keep society together at events.  Monitor WhatsApp groups for attendance levels.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	[bookmark: _Hlk207976191]Offensive speech with hate speech laws broken
	Although we pride ourselves on being a free speech society, when speech becomes hate speech directed an individual without any argumentative backing – there are problems as there may have been a breach of law. This is particularly concerning if it is disrespectful and/or threatening.

Risks here include mental health impact, reputational damage, bullying and poor behaviour. 
	Anyone is at risk of offence 
	
Speakers will comply with the law regarding hate speech. – Example PDF hyperlinked here   

The Chair will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights. 
 
	President
Roundtable Secretary
Sober Committee Member

	Sensitive topics with disagreement with beliefs
	The main risk here is that individuals may not be prepared for sensitive topics that they may find difficult. They may have strong views and not wish to debate.

Speak Easy will not stop doing sensitive topics but we must give members and attendees warning of what will be discussed to minimise the risk of someone who may be uncomfortable talking about a topic. Committee must be able to provide support for this risk.
	Anyone, but particularly people who may have personal experience on issues. Moral/ethical issues are typically difficult.
	We will make sure to advertise that certain topics are being discussed at the roundtables prior to the discussion to allow people to make an informed judgement about whether to come or not. We are open that Speak Easy is a platform for free speech and expressing your view without judgement- disagreement is encouraged. Free speech is protected under the Higher Education Free Speech Act 2023. The Roundtable Secretary will issue disclaimers and contacts if topics are sensitive and, alongside the President, both will make sure that any discomfort around the debates is discussed appropriately with attendees, the Guild etc beforehand, during and after the event.
	President
Roundtable Secretary
Sober Committee Member

	Other
	Risk of Reputational damage to group due to content being delivered by external speaker/groups. 
 
Risk of Reputational to the Students’ Guild due to content being delivered by external speaker/group.  

	Attendees, group
	· Communications prepared for public distribution confirming the legality of the event/discussion, in line with freedom of speech law/expression – Example text hyperlinked here. 
 
· The Guild will be informed of any concerns regarding reputational impact. 

	Committee, Guild

	Other
	Risk of offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.   
	Attendees, Grroup
	Speakers will be informed that if they wish to hand out material during the event, this will require Guild approval.  
 
 In the unlikely event material is handed out without Guild approval, this will be reported to the Guild. 
 
Event hosts will make it clear to attendees and speakers that the material has not been approved and direct them to support they can access if the material has caused concern or offended them. 

	




Add more columns if necessary 

Activity Type 3: Free Speech Workshops
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Pubs must be accessible with public transport, ramps, lifts etc. Downstairs private rooms to be used if available. Non-alcoholic drinks must be provided by the establishments to make sure everyone can attend. Larger attendances and events in earlier weeks will have walking buses. One committee member must remain sober to monitor any issues.

	On Campus or Off Campus
	Typically off campus (occasional use of seminar rooms and the Ram)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Prioritising local venues that are in walking distance; travelling in groups on public transport if necessary; using sustainable venues with low plastic usage. Rubbish to be cleaned up and recycled if possible. Glasses to be used over plastic cups/bottles.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue first aid to be used during socials- and emergency services to be contacted if necessary. Sober committee member to liaise and administer first aid if required.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Confirm with premises that fire controls are in place.
Fire exits to be checked if clear with people at the event aware where the exits are.
Any fire evacuation requires designated sober committee member(s) to liaise with venue staff.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Slips, trips and falls

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue – higher risk for anyone drunk or impaired
	Spills to be reported and/or cleaned up immediately. Designated sober committee member to make sure walkways and floors are clear. Venue first aid, venue staff, Estate Patrol and emergency services will help if necessary if there are trips or falls.  Committee are to follow all standard manual handling practices throughout the event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Alcohol provided by pubs

	Pubs serve alcohol and there is a risk of drunkenness and the effects that may come with this. This may range from aggressive behaviour, disorientation, a complete loss of inhibitions, difficult social situations. These effects could come internally/externally at these venues and the risk of alcohol needs to be minimised. There are also certain risks such as smashed glass bottles etc.
	Anyone attending an event with alcohol could be affected but a much higher risk for individuals consuming alcohol
	At least one committee member to remain sober for the entirety of an event.
Alcohol intake, any unusual behaviour to be monitored by the designated sober committee member.
People past their alcohol limit will taken home with safe routes- committee members to make sure that attendees get home safely with accompaniment if necessary.
Immediately report any smashed glass bottles etc.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Aggression and violence caused by alcohol or otherwise

	Physical injury and the impact of threatening behaviour is a risk – this is exacerbated by alcohol, but it must be considered a risk everywhere.
	Anyone is at risk in a venue.
	Members of committee will step in to de-escalate any aggression and prevent any harm.
 Ensure emergency arrangements in place for events.  
Have a clear escalation procedure in place for incident reporting.  
Safezone app will be used for on campus activities to raise help. 
Emergency services to be called in the event of an emergency off campus.   
All members to follow code of conduct and behave in a manor representative of the Guild values.  
Initiations are banned at Speak Easy Society.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink hygiene issues
	A risk of health issues such as food poisoning. It will also not be appealing for pleasant for members.
	Anyone is at risk in a venue serving food. A higher risk for people consuming food, particularly items that require refrigeration.
	Food and drink establishments to be checked for good hygiene practices beforehand and monitored throughout any event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Food and drink intolerance
	A risk of allergic reaction to food and drink items, causing significant health impacts. Potential risk of seizures and a need for emergency services.
	Anyone with food allergies or intolerances
	Allergies to be noted at the start of any event by committee so we can liaise with venue staff to make sure that there are no reactions due to allergies/intolerances.  The DWI officer will make sure allergies are recorded.
If an allergic reaction has occurred, committee should liaise with venue staff and the emergency services to deal with it.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Night time and darkness
	Reduced visibility creates risks if not in a well-lit area such as slip, trips and falls (see above). 

Increased risk of alcohol related-incidents; perhaps violence

Female members at greater risk of harassment incidents
	Anyone travelling to and from an evening event, with heightened risk in the winter
	Designated sober committee member/social secretary to plan walking bus if necessary to events with safe routes/accompaniment planned for safe routes back to accommodation.
Attendees to not be left alone whilst out and about on a social.
DWI officer will put plans in place prior to the event.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary.
	Anyone
	Committee will know how many are attending in advance. Sober committee members to help clear any crowds and make sure all attending the social are safe. Committee to work together to keep society together at events. Monitor WhatsApp groups for attendance levels.
	President
Roundtable Secretary
Sober Committee Member

(working with venue staff, emergency services)

	Sensitive topics with disagreement with beliefs
	The main risk here is that individuals may not be prepared for sensitive topics that they may find difficult. They may have strong views and not wish to debate.

Speak Easy will not stop doing sensitive topics but we must give members and attendees warning of what will be discussed to minimise the risk of someone who may be uncomfortable talking about a topic. Committee must be able to provide support for this risk.
	Anyone, but particularly people who may have personal experience on issues. Moral/ethical issues are typically difficult.
	We will make sure to advertise that certain topics are being discussed at the roundtables prior to the discussion to allow people to make an informed judgement about whether to come or not. We are open that Speak Easy is a platform for free speech and expressing your view without judgement- disagreement is encouraged. Free speech is protected under the Higher Education Free Speech Act 2023. The Roundtable Secretary will issue disclaimers and contacts if topics are sensitive and, alongside the President, both will make sure that any discomfort around the debates is discussed appropriately with attendees, the Guild etc beforehand, during and after the event.
	President
Roundtable Secretary
Sober Committee Member

	Offensive speech with hate speech laws broken
	Although we pride ourselves on being a free speech society, when speech becomes hate speech directed an individual without any argumentative backing – there are problems as there may have been a breach of law. This is particularly concerning if it is disrespectful and/or threatening.

Risks here include mental health impact, reputational damage, bullying and poor behaviour. 
	Anyone is at risk of offence 
	
Speakers will comply with the law regarding hate speech. – Example PDF hyperlinked here   

The Chair will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights. 
 
	President
Roundtable Secretary
Sober Committee Member

	Sensitive topics with disagreement with beliefs
	The main risk here is that individuals may not be prepared for sensitive topics that they may find difficult. They may have strong views and not wish to debate.

Speak Easy will not stop doing sensitive topics but we must give members and attendees warning of what will be discussed to minimise the risk of someone who may be uncomfortable talking about a topic. Committee must be able to provide support for this risk.
	Anyone, but particularly people who may have personal experience on issues. Moral/ethical issues are typically difficult.
	We will make sure to advertise that certain topics are being discussed at the roundtables prior to the discussion to allow people to make an informed judgement about whether to come or not. We are open that Speak Easy is a platform for free speech and expressing your view without judgement- disagreement is encouraged. Free speech is protected under the Higher Education Free Speech Act 2023. The Roundtable Secretary will issue disclaimers and contacts if topics are sensitive and, alongside the President, both will make sure that any discomfort around the debates is discussed appropriately with attendees, the Guild etc beforehand, during and after the event.
	President
Roundtable Secretary
Sober Committee Member

	Other
	Risk of Reputational damage to group due to content being delivered by external speaker/groups. 
 
Risk of Reputational to the Students’ Guild due to content being delivered by external speaker/group.  

	Attendees, group
	· Communications prepared for public distribution confirming the legality of the event/discussion, in line with freedom of speech law/expression – Example text hyperlinked here. 
 
· The Guild will be informed of any concerns regarding reputational impact. 

	Committee, Guild

	Other
	Risk of offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.   
	Attendees, Grroup
	Speakers will be informed that if they wish to hand out material during the event, this will require Guild approval.  
 
 In the unlikely event material is handed out without Guild approval, this will be reported to the Guild. 
 
Event hosts will make it clear to attendees and speakers that the material has not been approved and direct them to support they can access if the material has caused concern or offended them. 

	





Add more columns if necessary 

Activity Type 4: Internal Debate Nights
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Bateman Lecture Theatre is typically used and there is step free access. This room is accessible by lifts and wheelchairs with appropriate evacuation procedures in place from the university. Walking buses from the event to any popular post-event locations may be in place. Any room changes will prioritise step free access.

	On Campus or Off Campus
	On campus
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Rubbish to be cleared and recycled where necessary. Reuse of sustainable society resources such as glasses, gavel, posters etc.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid to be provided by the committee and, by request, by the university. Estate Patrol and emergency services will assist if necessary.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	
Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Fire exits to be checked if clear with people at the event aware where the exits are. Bateman Lecture Theatre has two exits- and both must remain clear at all times.
Any fire evacuation requires designated committee member(s) to liaise with university site staff and estate patrol.
Committee members to guide attendees down the stairs and not use the lift; university site staff should use wheelchair evacuation protocols if necessary.
Cameras and electrical equipment to be safety tested prior to the event.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Slips, trips and falls 

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue 
	All spills to be cleaned up by the committee immediately. If there is a wet floor, the university site staff should be informed and signage/a cone should be used to show the slippery surface. The President and VP Events, as responsible for the event, should make sure that the walkways are floor surfaces are clear. Estate Patrol and emergency services, if necessary, will be called if an accident occurs, injuries are sustained and the university team are unable to immediately resolve with first aid. Committee are to follow all standard manual handling practices throughout the event.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Presence of alcohol and drugs

	Alcohol and drugs are banned. The presence of such items presents risks such as drunkenness, disorder and poor behaviour. These substances are illegal in this setting and has risks to the individual, the reputation of the society and the university
	Anyone attending could be affected by the presence of alcohol and drugs at these events
	Alcohol and drugs are not allowed at these events and this will be made clear from the outset. If anything is seen during the event, the attendees in question will be asked to put it away immediately. If this is not followed, the individuls will be asked to leave the event. If the situation escalates further or it becomes dirsruptive, the event will be halted and the incident will be reported to the university and Estate Patrol in order that the individuals be removed from the event. 
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Aggression
	When discussing sensitive or difficult topics, there is a risk of aggression towards individuals. This may create a hostile atmosphere and may make people feel intimidated.
	Anyone but particularly on sensitive topics that may be overwhelming
	Ensure emergency arrangements in place for events.  
Have a clear escalation procedure in place for incident reporting.  
Safezone app will be used for on campus activities to raise help. 
Emergency services to be called in the event of an emergency off campus.   
All members to follow code of conduct and behave in a manor representative of the Guild values.  
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary. There are so many seats in Bateman Lecture Theatre and if there are excess people, it could lead to more obstacles, furthering the risk of slips, trips and falls and making fire evacuation more difficult. Disabled access must too be considered here.
	Anyone – those with claustrophobia may be worst affected
	Tickets will be sold on FIXR beforehand with committee members checking tickets on the door- this will ensure that the expected attendees matches the number of tickets sold and the capacity of the lecture theatre. This prevents crowds and the gathering from becoming too large. They must be monitored regularly and an upper limit must be set on tickets. It must be made clear that events are for Guild members and Guild Associates only.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Food & Drink 
	Food and drink is banned because it presents too many allergic and hygiene risks that could cause reactions etc. It is also a distraction.
	Particularly those with allergies; but anyone is affected by distraction and poor hygiene
	No food and drink will be served at these events, except for water. If food and drink is consumed, we will ask the attendees to put it away until the event concludes. This removes allergies, intolerances etc from being a concern at this event.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Offensive speech with hate speech laws broken
	Although we pride ourselves on being a free speech society, when speech becomes hate speech directed an individual without any argumentative backing – there are problems as there may have been a breach of law. This is particularly concerning if it is disrespectful and/or threatening.

Risks here include mental health impact, reputational damage, bullying and poor behaviour. 
	Anyone is at risk of offence 
	
Speakers will comply with the law regarding hate speech. – Example PDF hyperlinked here   

The Chair will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights. 
 
	President
Roundtable Secretary
Sober Committee Member

	Sensitive topics with disagreement with beliefs
	The main risk here is that individuals may not be prepared for sensitive topics that they may find difficult. They may have strong views and not wish to debate.

Speak Easy will not stop doing sensitive topics but we must give members and attendees warning of what will be discussed to minimise the risk of someone who may be uncomfortable talking about a topic. Committee must be able to provide support for this risk.
	Anyone, but particularly people who may have personal experience on issues. Moral/ethical issues are typically difficult.
	We will make sure to advertise that certain topics are being discussed at the roundtables prior to the discussion to allow people to make an informed judgement about whether to come or not. We are open that Speak Easy is a platform for free speech and expressing your view without judgement- disagreement is encouraged. Free speech is protected under the Higher Education Free Speech Act 2023. The Roundtable Secretary will issue disclaimers and contacts if topics are sensitive and, alongside the President, both will make sure that any discomfort around the debates is discussed appropriately with attendees, the Guild etc beforehand, during and after the event.
	President
Roundtable Secretary
Sober Committee Member

	Other
	Risk of Reputational damage to group due to content being delivered by external speaker/groups. 
 
Risk of Reputational to the Students’ Guild due to content being delivered by external speaker/group.  

	Attendees, group
	· Communications prepared for public distribution confirming the legality of the event/discussion, in line with freedom of speech law/expression – Example text hyperlinked here. 
 
· The Guild will be informed of any concerns regarding reputational impact. 

	Committee, Guild

	Other
	Risk of offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.   
	Attendees, Grroup
	Speakers will be informed that if they wish to hand out material during the event, this will require Guild approval.  
 
 In the unlikely event material is handed out without Guild approval, this will be reported to the Guild. 
 
Event hosts will make it clear to attendees and speakers that the material has not been approved and direct them to support they can access if the material has caused concern or offended them. 

	




Activity Type 5: Challenge Days & Day Trips
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Trains and buses with step-free access will be used where possible.

	On Campus or Off Campus
	Off campus (sometimes starting and finishing at the Ram)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Any travel between locations will be on foot or by public transport. E-tickets will be used rather than paper tickets on trains/buses. Paper straws will be used in pubs instead of plastic and rubbish will be cleared away and recycled where possible.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	A first aid kit will be carried by a designated sober committee member. Venue first aid can also be used for the stops on the day. Estate Patrol (if in Exeter area) and emergency services will be contacted if necessary.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Confirm with premises that fire controls are in place.
Fire exits to be checked if clear with people at the event aware where the exits are.
Any fire evacuation requires designated sober committee member(s) to liaise with venue staff.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Slips, trips and falls

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue – higher risk for anyone drunk or impaired
	Spills to be reported and/or cleaned up immediately. Designated sober committee member to make sure walkways and floors are clear. Venue first aid, venue staff, Estate Patrol (if in Exeter) and emergency services will help if necessary if there are trips or falls.  Committee are to follow all standard manual handling practices throughout the event.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Alcohol provided by pubs

	Pubs serve alcohol and there is a risk of drunkenness and the effects that may come with this. This may range from aggressive behaviour, disorientation, a complete loss of inhibitions, difficult social situations. These effects could come internally/externally at these venues and the risk of alcohol needs to be minimised. There are also certain risks such as smashed glass bottles etc.
	Anyone attending an event with alcohol could be affected but a much higher risk for individuals consuming alcohol
	At least one committee member to remain sober for the entirety of an event.
Alcohol intake, any unusual behaviour to be monitored by the designated sober committee member.
People past their alcohol limit will taken home with safe routes- committee members to make sure that attendees get home safely with accompaniment if necessary.
Immediately report any smashed glass bottles etc.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Aggression and violence caused by alcohol or otherwise

	Physical injury and the impact of threatening behaviour is a risk – this is exacerbated by alcohol, but it must be considered a risk everywhere.
	Anyone is at risk in a venue.
	Members of committee will step in to de-escalate any aggression and prevent any harm.
Any further escalation will lead to Estate Patrol/University Security being called with venue staff and emergency services to support if necessary.
Initiations are banned at Speak Easy Society.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Food and drink hygiene issues
	A risk of health issues such as food poisoning. It will also not be appealing for pleasant for members.
	Anyone is at risk in a venue serving food. A higher risk for people consuming food, particularly items that require refrigeration.
	Food and drink establishments to be checked for good hygiene practices beforehand and monitored throughout any event.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Food and drink intolerance
	A risk of allergic reaction to food and drink items, causing significant health impacts. Potential risk of seizures and a need for emergency services.
	Anyone with food allergies or intolerances
	Allergies to be noted at the start of any event by committee so we can liaise with venue staff to make sure that there are no reactions due to allergies/intolerances.  The DWI officer will make sure allergies are recorded.
If an allergic reaction has occurred, committee should liaise with venue staff and the emergency services to deal with it.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary.
	Anyone
	Committee will know how many are attending in advance. Sober committee members to help clear any crowds and make sure all attending the social are safe. Committee to work together to keep society together at events. Monitor WhatsApp groups for attendance levels.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Travel risks
	People getting separated; First Aid issues; transport issues
	Anyone attending
	We will travel as a group and in sub-groups to make sure that everyone stays together. Tickets will be paid for and planned in advance to avoid rushing for trains or buses. Committee members will double up the necessary items for the day trip – for example, 2 first aid kits.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Day trip risks
	Not being aware of itenary of day, length of day; people will need to bring medication, sun cream etc and may be unprepared
	Anyone attending – particular concern given to people who may need to bring medication as we will be away from Exeter
	President and organising committee members to inform attendees of the itinerary and remind them to bring medication, anything needed for activities. Committee to make sure everyone is aware of the timings and the route in advance.
	President
Social Secretary
Sober Committee Member

(working with venue/transport  staff, emergency services)

	Weather
	Poor weather conditions could lead to injury, distress or loss/damage of belongings
	Attendees
	Weather conditions will be checked in advance, and plans will be adjusted accordingly or cancelled if necessary
	Committee

	Any other risks
	N/A
	Anyone
	The designated sober committee member(s) will assess any other developing welfare, safeguarding, reputational risks as the event goes on.
	President
Social Secretary
Sober Committee Member

(working with venue staff, emergency services)




Activity Type 6: Winter Dinner
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The venue selected for the winter dinner will be a step-free venue that is fully accessible. A range of food and drink options will be made – including non-alcoholic, vegetarian, vegan, allergen-friendly options etc.

	On Campus or Off Campus
	Off campus
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Venues used for the winter dinner will be sustainable with a consideration of recycling and reuse of cutlery, carbon footprint etc. Vegan options will be available. The venue used will be close enough to Exeter to enable attendees to arrive on foot.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue first aid to be used during socials- and emergency services to be contacted if necessary. Sober committee member to liaise if required.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Confirm with premises that fire controls are in place.
Fire exits to be checked if clear with people at the event aware where the exits are.
Any fire evacuation requires designated sober committee member(s) to liaise with venue staff.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Slips, trips and falls

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue – higher risk for anyone drunk or impaired
	Spills to be reported and/or cleaned up immediately. Designated sober committee member to make sure walkways and floors are clear. Venue first aid, venue staff, Estate Patrol and emergency services will help if necessary if there are trips or falls.  Committee are to follow all standard manual handling practices throughout the event.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Alcohol provided by pubs

	Pubs serve alcohol and there is a risk of drunkenness and the effects that may come with this. This may range from aggressive behaviour, disorientation, a complete loss of inhibitions, difficult social situations. These effects could come internally/externally at these venues and the risk of alcohol needs to be minimised. There are also certain risks such as smashed glass bottles etc.
	Anyone attending an event with alcohol could be affected but a much higher risk for individuals consuming alcohol
	At least one committee member to remain sober for the entirety of an event.
Alcohol intake, any unusual behaviour to be monitored by the designated sober committee member.
People past their alcohol limit will taken home with safe routes- committee members to make sure that attendees get home safely with accompaniment if necessary.
Immediately report any smashed glass bottles etc.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Aggression and violence caused by alcohol or otherwise

	Physical injury and the impact of threatening behaviour is a risk – this is exacerbated by alcohol, but it must be considered a risk everywhere.
	Anyone is at risk in a venue.
	Members of committee will step in to de-escalate any aggression and prevent any harm.
Any further escalation will lead to Estate Patrol/University Security being called with venue staff and emergency services to support if necessary.
Initiations are banned at Speak Easy Society.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Food and drink hygiene issues
	A risk of health issues such as food poisoning. It will also not be appealing for pleasant for members.
	Anyone is at risk in a venue serving food. A higher risk for people consuming food, particularly items that require refrigeration.
	Food and drink establishments to be checked for good hygiene practices beforehand and monitored throughout any event.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Food and drink intolerance
	A risk of allergic reaction to food and drink items, causing significant health impacts. Potential risk of seizures and a need for emergency services.
	Anyone with food allergies or intolerances
	Allergies to be noted at the start of any event by committee so we can liaise with venue staff to make sure that there are no reactions due to allergies/intolerances.  The DWI officer will make sure allergies are recorded.
If an allergic reaction has occurred, committee should liaise with venue staff and the emergency services to deal with it.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Night time and darkness
	Reduced visibility creates risks if not in a well-lit area such as slip, trips and falls (see above). 

Increased risk of alcohol related-incidents; perhaps violence

Female members at greater risk of harassment incidents
	Anyone travelling to and from an evening event, with heightened risk in the winter
	Designated sober committee member/social secretary to plan walking bus if necessary to events with safe routes/accompaniment planned for safe routes back to accommodation.
Attendees to not be left alone whilst out and about on a social.
DWI officer will put plans in place prior to the event.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary.
	Anyone
	Committee will know how many are attending in advance. Sober committee members to help clear any crowds and make sure all attending the social are safe. Committee to work together to keep society together at events. Monitor ticket sales and WhatsApp.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Reputational damage
	Given the scale of the event, there is a risk that any misconduct or poor behaviour could reflect ma
	Anyone attending but also the wider society and university
	The President will monitor the behaviour of attendees to make sure that people are treating venue staff respectfully and politely. Committee to meet with venue staff beforehand to build trust ahead of the event.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)

	Financial risk
	Given the amount of money it may cost and the need to put down a deposit, there is a risk attached to spending a lot of money without guaranteed attendance
	The Society Committee
	Create a detailed budget for the event that is presented to the Guild and approved by committed. Then gauge interest and get numbers prior to putting down a deposit. Follow all Guild protocols and seek advice when dealing with event providers if necessary.
	President
VP (Treasurer)
Sober Committee Member



	Any other risks
	N/A
	Anyone
	The designated sober committee member(s) will assess any other developing welfare, safeguarding, reputational risks as the event goes on.
	President
VP (Treasurer)
Sober Committee Member

(working with event/venue staff, Estate Patrol and emergency services)




Activity Type 7: Forum Stalls & On-Campus Publicity
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	N/A
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Existing accessibility arrangements are in place for the Forum with lifts and step-free access. Any other locations used should be step-free. Any sweets handed out should be gelatin-free and vegan.

	On Campus or Off Campus
	On campus
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Sweets used are vegan. Eco-friendly materials to be used in leaflets, single QR code prioritised to cut down on paper for individuals, plastic-free stall.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid facilities to be used in the Forum. President to liaise with Estate Patrol, university staff and emergency staff if necessary.



	Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	
Fire
	Although unlikely, there is always a risk of fire spreading and a need for evacuation due to the use of electrical equipment, cooking etc. A risk of burns and life-threatening injury or death.
	Anyone attending the venue
	Fire exits to be checked if clear with people at the event aware where the exits are. 
Any fire evacuation requires designated committee member(s) to liaise with university site staff and estate patrol..
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Slips, trips and falls 

	Any venue will have obstacles and physical hazards that could cause injury if not navigated appropriately/removed. The risk is bodily injury (broken bones etc) in these venues.
	Anyone attending the venue 
	All spills to be cleaned up by the committee immediately. If there is a wet floor, the university site staff should be informed and signage/a cone should be used to show the slippery surface. The President and VP Events, as responsible for the event, should make sure that the walkways are floor surfaces are clear. Estate Patrol and emergency services, if necessary, will be called if an accident occurs, injuries are sustained and the university team are unable to immediately resolve with first aid. Committee are to follow all standard manual handling practices throughout the event.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Presence of alcohol and drugs

	Alcohol and drugs are banned. The presence of such items presents risks such as drunkenness, disorder and poor behaviour. These substances are illegal in this setting and has risks to the individual, the reputation of the society and the university
	Anyone attending could be affected by the presence of alcohol and drugs at these events
	Alcohol and drugs are not allowed at these events and this will be made clear from the outset. If anything is seen during, the attendees in question will be asked to put it away immediately. If this is not followed, the individuals will be asked to leave the event. If the situation escalates further or it becomes dirsruptive, the event will be halted and the incident will be reported to the university and Estate Patrol in order that the individuals be removed from the event. 
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Aggression
	When discussing sensitive or difficult topics, there is a risk of aggression towards individuals. This may create a hostile atmosphere and may make people feel intimidated.
	Anyone but particularly on sensitive topics that may be overwhelming
	The committee will try to de-escalate any aggressive behaviour at the event, whether that come from the speakers or the audience members. If this cannot be de-escalated and the individual will not leave the event, Estate Patrol will be contacted, the SafeZone protocol will be enacted and the event paused until the incident is resolved. The Guild will also be consulted about the incident. The topic and interest will be reviewed beforehand so that security could prevent aggression if it were to occur.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Crowds and large gatherings
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary. Disabled access must too be considered here.
	Anyone – those with claustrophobia may be worst affected
	Society to work with the Guild on dealing with crowds. This prevents crowds and the gathering from becoming too large.. Make use of the quiet hour at Freshers Week.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Food & Drink 
	Food and drink on stalls may present allergen risks.
	Particularly those with allergies; but anyone is affected by distraction and poor hygiene
	Allergies of any sweets or other products on stalls will be made clear on the stall with printed labels. Those manning the store should check if there are allergies before handing the sweets to anyone.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Offensive speech with hate speech laws broken
	Although we pride ourselves on being a free speech society, when speech becomes hate speech directed an individual without any argumentative backing – there are problems as there may have been a breach of law. This is particularly concerning if it is disrespectful and/or threatening.

Risks here include mental health impact, reputational damage, bullying and poor behaviour. 
	Anyone is at risk of offence 
	Any speech that breaks hate speech laws, is in violation with the Equality Act, targets an individual unnecessarily or amounts to bullying is not acceptable at Speak Easy. Free speech is a platform to express your honestly held view without judgement – it is not a platform to be nasty. The President will intervene to ask for the remark to be withdrawn. If not withdrawn, the individual will be asked to leave. If this is not complied with or the hate speech remarks continue, we will contact Estate Patrol and the SafeZone protocol will be enacted. This includes signs and non-verbal communications that are considered offensive. DWI officer would follow up with concerns afterwards if necessary.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Sensitive topics and disagreement with beliefs
	The main risk here is that individuals may not be prepared for sensitive topics that they may find difficult. They may have strong views and not wish to debate.

Speak Easy will not stop doing sensitive topics but we must give members and attendees warning of what will be discussed to minimise the risk of someone who may be uncomfortable talking about a topic. Committee must be able to provide support for this risk.
	Anyone, but particularly people who may have personal experience on issues. Moral/ethical issues are typically difficult.
	We are open that Speak Easy is a platform for free speech and expressing your view without judgement- disagreement is encouraged. Free speech is protected under the Higher Education Free Speech Act 2023. The President will issue contacts if topics are sensitive and, alongside the DWI Officer, both will make sure that any discomfort around topics are discussed appropriately with attendees, the Guild etc beforehand, during and after the event. Other committee members will try to create debate and balance by offering alternative views
	President
VP Events

(working with university staff, Estate Patrol and emergency services)

	Any other risks
	N/A
	Anyone
	The President and VP Events will assess any other developing welfare, safeguarding, reputational risks as the event goes on.
	President
VP Events

(working with university staff, Estate Patrol and emergency services)
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