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
	XTV

	Assessed by 
	Hannah Doolan and Gracie Beckett
	Date
	2/07/25

	Signed off by 
	Emily Jameson
	Date
	04/09/2025



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: 

	
	
	
	
	

	
	
	
	
	



Recognised Governing Body – please complete if your core activity involves sport/fitness activity
	Sport / Activity
	XMedia Intermural Netball

	Recognised National Governing Body (if applicable):
	

	Coaching arrangement [Delete/add those that are not relevant]
	It is still being planned by XpressionFM



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
	Filmmaking 
	This activity involves using XTV equipment with a cast and crew to make a short film. 

	
	Provided by group. Filming equipment such as camera, lighting, sound and props.

	2
	Workshops
	XTV will run regular workshops to teach members about filmmaking

	
	Using our own equipment which varies dependant on workshop.

	3
	Café socials
	A way to socialise with members in a café setting

	
	Using venue

	4
	Information stalls
	A stall on campus to provide information about the society


	
	On campus

	5
	Film/TV Quiz
	A semi-regular film quiz to interact with members

	
	Using venue or campus

	6
	University socials
	A social held in a university room where we can meet with our members in a relaxed setting.

	
	Using venue and may bring our own equipment





	
	
	


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: [Filmmaking]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	NA – This varies and depends on the project
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Disabled access will depend upon the location of filming and issues that arise on a project will be dealt with by any present members

	On Campus or Off Campus
	Location Varies
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	See Legislation Concerns below

	[bookmark: _Int_8vkFayxR][bookmark: _Int_2z7nCL2a]Is additional specific Event Insurance required?
	N/A 
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Committee members will have the safe-zone app ready in case of any emergencies for on campus locations with Estate Patrol providing first aid
When off campus, Members who are doing the filming will be encouraged to use the emergency services, for minor first aid they will visit the nearest venue with a first aider (this will be determined before activity commences)




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



	Violent Behaviour (Aggressive/ Violence) Bullying & Harassment
	Identified Hazards

Aggressive or violent behaviour from cast, crew, or members of the public.

Bullying, harassment, or intimidation during production (verbal, physical, or online).

Hostile audience or bystander interference while filming in public spaces.

How you might be harmed

Physical injury (from aggressive or violent acts).

Psychological harm (stress, anxiety, loss of confidence, reduced wellbeing due to bullying or harassment).

Disruption of production (filming delays, unsafe working environment).

Damage to reputation or relationships within the society if incidents are not addressed.
	Any members present
	XTV will talk to the Guild about any instances of bullying and harassment
Participants will be reminded of expected behaviour before the activity commences and that they need to flag to a member of committee if this is not followed. 
-If any aggressive behaviour or harassing occurs, members will ask those people to leave. If they refuse to leave, on campus this will be escalated to Estate Patrol. Off campus this will be escalated to the location manager or Police.
-Ensure that members are not pressured and stressed out from project work as this can result in an escalation of this behaviour  
-Any forms of aggressive or harassing behaviour will be monitored by present committee members
-Any aggressive or violent behaviour on campus will be reported to the estate patrol.
Members organising the filming will monitor behaviour of others and ensure that there is no violent behaviour 
-Ensure that performances that use this type of behaviour are noted within a projects

	Committee members and those leading the filmmaking 

	Noise
	Identified Hazards
· Loud noise from equipment (e.g. generators, sound systems, props, or effects).
· Environmental noise at filming locations (e.g. traffic, construction, public spaces).
· Prolonged exposure to high sound levels during filming or editing.
How you might be harmed
· Hearing damage or loss from prolonged or sudden loud noise.
· Stress, fatigue, or reduced concentration caused by constant background noise.
· Communication difficulties on set, increasing the risk of accidents or misunderstandings.
	Any members present
	Ensure that there are no excessive noises made within certain times (Between 23:00 and 07:00) unless it has been agreed by the relevant authority for excessive noise to be made within the filming during these hours 
-Ensure that any noise made doesn’t breach the ‘Environmental Protection Act 1990’
Any noise kept to an acceptable or agreed noise level
Where louder noise used, participants will be provided with personal hearing protection.
	Committee members and those leading the filmmaking

	Night-time/ Darkness
	Identified Hazards
· Reduced visibility during night shoots or in dark environments.
· Increased risk of trips, slips, and falls due to poor lighting.
· Difficulty in identifying hazards or moving equipment safely.
· Greater vulnerability to anti-social behaviour or crime in public spaces after dark.
· Walking home may be more of a risk 
How you might be harmed
· Physical injury (e.g. tripping over cables, uneven ground, or unseen obstacles).
· Accidents with equipment due to reduced visibility.
· Personal safety risks from working in isolated or unsafe areas at night.
· Stress or fatigue if filming runs late into the night.
	Any members present 
	People will be assigned someone to walk home with, or a committee member will help them get home safely
-If travelling from a distance have a planned method of getting home
-Ensure that there are flashlights and high vis for late night filming
	Committee members and those leading the filmmaking

	Legal Issues (such as permission or libel)
	Identified Hazards
· Filming without permission on private property or in restricted public areas.
· Breach of location rules or filming without permits.
· Libel or defamation risk when portraying real people, organisations, or sensitive topics.
· Copyright issues with music, footage, or branding appearing in shot.
How you might be harmed
· Legal action (fines, lawsuits, takedown notices).
· Production delays if filming is stopped or footage cannot be used.
· Damage to reputation of the society and individuals.
· Financial loss if re-shooting or editing is required.

	Any members present 
	Committee members will be aware and undertake the media and law training on the committee guild page
-Permission will be gained from those who are being recorded and provide permission for XTV to use them on their social media accounts and final films 
-Committee members will ensure that XTV is following legislation:
- ‘The Video Recordings Act (VRA) 2010’
-‘Defamation Act 2013’
- ‘2003 Licensing Act’
-‘The Obscene Publications Act 1954 & 1964’
-‘The Cinematograph Films (Animals) Act 1937’ 
-‘The Animal Welfare Act 2006’
-‘The Protection of Children Act 1978’
-As well as other legislations that have been listed on the British Board of Film Classification (BBFC) website
	Committee Members and Members who are organising projects

	Slips, Trips & Falls
	  Identified Hazards
· Cables, wires, and equipment left across walkways.
· Slippery or uneven surfaces at filming locations (indoors or outdoors).
· Poor lighting increasing the chance of tripping.
· Cluttered set areas or rushed equipment changes.
How you might be harmed
· Physical injury (sprains, cuts, fractures, head injuries).
· Damage to equipment if falls involve cameras, lights, or props.
· Production disruption due to injured crew or damaged kit.

	Any members present 
	Encourage safe footwear such as walking shoes when filming, unless costumes require certain footwear for filming
Ground/floor will be checked before activity commences to ensure it is safe for people to walk on
Locations will be checked for hazards on arrival, making sure that walkways are clear and any property is stored safely
Any equipment will be stored away from walkways, ensuring cables are tidied away or if needed covered with a cable mat
Location will be well lit, except when filming in dark lighting is required, in which case in between filming the location will be illuminated using torches 
Any fire exits will be kept clear of obstructions
Any spillages will be cleaned up immediately and wet floor signage used
	Committee Members and Members who are organising projects

	Pyrotechnics (such as Fireworks)
	  Identified Hazards
· Fire and heat from fireworks or pyrotechnic devices.
· Burns or injuries to cast, crew, or bystanders.
· Smoke inhalation or breathing difficulties from effects.
· Risk of accidental ignition of nearby props, costumes, or scenery.
· Loud explosions causing hearing damage or startle reactions.
How you might be harmed
· Serious physical injury (burns, lacerations, hearing loss).
· Respiratory issues from smoke/fumes.
· Fire damage to property, equipment, or filming locations.
· Legal consequences if pyrotechnics are used without licensed operators or permits.
	Any members present 
	Any planned pyrotechnics to be filmed will be noted in the script
-If any pyrotechnics are used within the projects,  these should be operated by a trained individual only.
All use of pyrotechnics will be discussed with the Guild before going ahead.
	Committee Members and Members who are organising projects

	Manual Handling
	Identified Hazards
· Lifting, carrying, or moving heavy equipment (cameras, lighting, sound gear, props, set pieces).
· Poor lifting techniques or overexertion.
· Awkward postures when setting up kit in tight spaces.
· Carrying loads over uneven ground or up stairs.
How you might be harmed
· Musculoskeletal injuries (back strain, pulled muscles, joint injuries).
· Dropped equipment causing crush injuries to feet/hands.
· Slips, trips, or falls while carrying items.
· Damage to expensive kit if dropped or mishandled.
	Any members present 
	Where possible a handling aid will be used for moving any equipment
Distance any equipment needs to be moved will be kept to a minimum
Appropriate footwear will be worn
Any heavy lifting will be done in pairs, or designated to those who are physically stronger than others
-Participants will complete manual handling training so they know the safe techniques, such as bending at the knees when lifting
	Committee Members and Members who are organising projects

	Alcohol and Drugs
	Identified Hazards
· Cast/crew under the influence of alcohol or drugs during filming.
· Impaired judgement, slower reaction times, and reduced coordination.
· Increased likelihood of accidents with equipment, vehicles, or physical performance.
· Negative impact on professionalism and society reputation.
How you might be harmed
· Physical injury (to self or others) due to impaired awareness or coordination.
· Damage to equipment through careless handling.
· Disruption of production if scenes cannot be filmed safely.
· Legal consequences if substance misuse leads to injury or liability issues.
	Any members present 
	-Ensure that props that represent alcohol are listed on a prop list, as some members might have a health, religious or personal issue with alcohol.
Filming will use replacements for alcohol e.g. soft/non alcoholic versions to maintain a safe filming environment 
- Members will remain sober during filming
- Any members acting disorderly, due to the consumption of alcohol, will be asked to leave.
-Drugs are prohibited at our activities.
-Anyone who comes to our activities under the influence of drugs will be asked to leave.
	Committee Members and Members who are organising projects


	Young Children/ Vulnerable Adults
	  Identified Hazards
· Risk of harm or exploitation to children/vulnerable adults during filming.
· Inappropriate behaviour or lack of safeguarding awareness among crew/cast.
· Long hours, unsuitable working conditions, or exposure to distressing material.
· Breach of safeguarding or child protection legislation.
How you might be harmed
· Emotional or physical harm to children/vulnerable adults.
· Legal consequences (failure to follow safeguarding law, child labour restrictions).
· Reputational damage to the society/university if safeguarding is breached.
· Stress or liability for crew members responsible for their care.
	Young children/ vulnerable adults/ members 
	Where filming involves a child or vulnerable adult, a parent or guardian must be present at all times. 
Any activity involving the filming of a child or vulnerable adult should be notified to the Students’ Guild to ensure it’s in line with their Safeguarding Policies.
	Committee Members and Members who are organising projects

	Vehicles/ Traffic
	Identified Hazards
· Cast/crew struck by moving vehicles during filming near roads or car parks.
· Traffic disruption caused by filming in/near public highways.
· Use of vehicles as part of the shoot (e.g. driving scenes, moving vans for equipment).
· Loading/unloading kit on busy streets or in unsafe areas.
How you might be harmed
· Serious physical injury or fatality if struck by a vehicle.
· Crush injuries when loading/unloading heavy kit.
· Property/equipment damage from collisions or careless driving.
· Legal/financial consequences if filming interferes with traffic laws or causes accidents
	Any members present 
	Filming locations will avoid where possible areas with high traffic
Where locations involve traffic, all participants will wear high vis and no filming will take place where traffic is moving
	Committee Members and Members who are organising projects

	Travelling
(group travel) 
	Identified Hazards
· Travel accidents (road traffic collisions, slips/trips while walking as a group).
· Getting lost or separated in unfamiliar areas.
· Fatigue from long journeys affecting performance/safety.
· Unsafe behaviour during group travel (e.g. distractions on public transport, overcrowding vehicles).
· Personal safety risks when travelling late at night.
How you might be harmed
· Injury or fatality from travel-related accidents.
· Stress, anxiety, or vulnerability if separated from the group.
· Delayed or disrupted production if members do not arrive safely/on time.
· Increased risk of crime or harassment when travelling in certain areas or at night.
	Any members present 
	Location will be detailed by those who organise the filming projects so that people are aware of how to get to the location.

*If attendees are making their own way you don’t need this as a hazard

If you’re providing group travel then this is needed

	Committee Members and Members who are organising projects

	Lasers/ Strobes
	Identified Hazards
· Exposure to bright lasers or intense strobe lighting during filming or performances.
· Risk of triggering seizures in individuals with photosensitive epilepsy.
· Temporary visual impairment (spots, glare, disorientation).
· Eye injury from direct exposure to laser beams.
· Distraction or startle reactions that could cause accidents on set.
How you might be harmed
· Medical emergencies (e.g. epileptic seizures).
· Eye damage or vision problems from laser exposure.
· Trips, slips, or collisions due to disorientation.
· Stress or discomfort among cast/crew sensitive to flashing lights.
	Any members present 
	Participants with photosensitive epilepsy will be warned of the use of lasers/strobes
Lasers/strobes to only be operated by a trained and competent individual
	Committee Members and Members who are organising projects

	Equipment / Electrical
	Identified Hazards
· Electrical faults from lighting, cameras, extension leads, or sound equipment.
· Overloaded sockets or trailing cables creating fire/trip hazards.
· Shock or burns from faulty/damaged equipment.
· Heavy or unstable equipment (lighting stands, rigs, cameras) falling or collapsing.
· Mishandling of specialist kit without training.
How you might be harmed
· Electric shock or burns from faulty or exposed wiring.
· Fire caused by overheating or unsafe electrical setup.
· Physical injury from falling or collapsing equipment.
· Damage to expensive kit if used incorrectly or unsafely.
· Production delays if equipment fails during filming.
	Any members present 
	All electrical equipment to be PAT Tested and will be visually inspected before use
Any equipment that appears to be damaged will not be used. 
Have members/ committee members report any damages to equipment 
-Ensure that any equipment with any faults or defects is not used within filming, unless they are a required prop for a project
Electrical equipment will not be operated near any form of liquid
	Committee Members and Members who are organising projects

	Crowds/ Large Gatherings
	Identified Hazards
· Overcrowding causing pushing, crushing, or trip hazards.
· Difficulty controlling cast, crew, or extras in large groups.
· Public interference with filming (bystanders entering set).
· Increased fire safety risks if exits are blocked.
· Greater chance of theft or loss of equipment in busy areas.
How you might be harmed
· Physical injury (from being pushed, falling, or trampled).
· Stress or anxiety for cast/crew in uncontrolled environments.
· Damage or theft of equipment in busy public spaces.
· Production disruption due to interruptions or safety concerns.
	Any members present
	-Have members note in their scripts if crowds and large gatherings will be used 
Pre-activity guidance sent out to participants 
Permission will be sort from the event organiser to film any events not organised by the participants
Participants provided with first aid and emergency information in the event of injury
Participants advised to be aware of their surroundings and to leave an area if it gets too crowded
Where possible high vis to be worn to ensure participants remain visible to each other

	Committee Members and Members who are organising projects

	Contractors
	Where contractors are used, they will be asked to provide a risk assessment for the activity they will be doing. 
	
	Where contractors are used, they will be asked to provide a risk assessment for the activity they will be doing. 
	Committee Members who organise Contracted work & Contractors

	Environmental Risks (Weather)
	  Identified Hazards
· Wet or icy conditions creating slip hazards.
· Strong winds knocking over cameras, lighting, or set pieces.
· Overheating, dehydration, or sunburn in hot weather.
· Cold temperatures causing hypothermia, numbness, or reduced concentration.
· Rain or damp causing electrical hazards with equipment.
· Unpredictable weather delaying or disrupting filming.
How you might be harmed
· Physical injury from slips, falls, or equipment blown over.
· Illness or medical emergencies (heatstroke, hypothermia, dehydration).
· Electric shock or fire risk from water-damaged equipment.
· Production delays and financial/reputational damage from weather disruptions.
	Any members present 
	Ensure that weather events such as rain, lightning or sun have been noted on the scripts of films and projects 
-Ensure that members are prepared for weather conditions, such as having a coat for the rain, or having enough water during extreme heat by messaging group chats
For any outdoor filming, the weather will be checked in advance to ensure it’s safe for the activity to go ahead
Where there is a weather warning or storm like weather, the filming will be postponed
	Committee Members and Members who are organising projects

	Fire
	Identified Hazards
· Fire caused by electrical faults, overloaded sockets, or damaged cables.
· Ignition from pyrotechnics, open flames, or smoking on set.
· Flammable props, costumes, or set materials catching alight.
· Blocked fire exits or poor evacuation planning.
How you might be harmed
· Burns or smoke inhalation leading to serious injury or fatality.
· Property/equipment damage from fire or heat.
· Panic during evacuation increasing risk of slips, trips, or crush injuries.
· Production delays and legal consequences if safety standards aren’t met.
	Any members present 
	For any indoor filming locations, it will be confirmed with the premise controller that fire controls are in place and discuss specific fire arrangements relative to the activity. 
There will be a nominated person to manage fire evacuation who will ensure all participants move to a nominated evacuation point
Report any outbreaks of Fire to the Fire Service, via the 999-contact number and by using the alarm in the location to alert other users
-Ensure that members understand where the smoking/ vaping areas are located closest to that of the chosen location
-On-campus rooms will have been safety checked and will limit the risk of any equipment/ electrical failures
- Check equipment prior to ensure that there are no faults with the equipment that is being used
-Report a break-out fire immediately to the emergency services via 999
	Committee Members and Members who are organising projects

	
Food & Drink related (Allergies & Hygiene)
	Identified Hazards
· Allergic reactions from food/drink provided on set.
· Cross-contamination due to poor hygiene practices.
· Food poisoning from improperly stored or prepared meals.
· Spillages creating slip hazards around equipment or set areas.
How you might be harmed
· Medical emergencies (anaphylaxis or allergic reactions).
· Illness from food poisoning, leading to absence or delays.
· Slips, trips, or electrical hazards from spilled food/drink near equipment.
· Reputational damage if poor hygiene affects cast/crew wellbeing.
	Any members present 
	Where food is provided allergy information will be displayed
Where possible only pre packaged food will be used. If this is not possible, food will be kept in the correct conditions and when safe to consume. 
Hand washing facilities available
Anyone preparing or making food will have a level 2 food hygiene certificate 
Preparation surfaces will be kept clean 

	Committee Members and Members who are organising projects

	Height
	Identified Hazards
· Cast/crew working on ladders, scaffolding, or elevated platforms.
· Setting up/adjusting lighting rigs or overhead equipment.
· Falling from height or dropping equipment onto others below.
· Use of drones or cameras mounted at height without proper safety measures.
How you might be harmed
· Serious injury or fatality from falling.
· Head injuries or crush injuries to those below if equipment is dropped.
· strain from overreaching or awkward positions at height.
· Production delays/damage if equipment is broken during falls.
	Any members present 
	Only those who have completed the Guild’s working at height training will be permitted to work at height
No climbing of structures to be permitted – appropriate step ladder to be used
Ladder checked to ensure in good condition
At least two people present when anyone working from height
	Committee Members and Members who are organising projects







Activity Type 2: Indoor Practical Workshops 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5 – 20 Depending on type of workshop

	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Choosing rooms with wheelchair access. The Theatre has Wheelchair access

	On Campus or Off Campus
	On Campus: The Theatre or a teaching space

	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Practical workshops shouldn’t produce any waste as we will be using cameras and paired equipment 

	Is additional specific Event Insurance required?
	No 
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Each committee member will have the safe zone app on their phone in case of emergencies to alert Estate Patrol to provide first aid



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

	
Aggression/ Violence/ Bullying & Harassment:
	Identified Hazards
· Aggressive or violent behaviour between participants.
· Bullying, harassment, or intimidation (verbal, physical, or online) within the workshop environment.
· Hostile behaviour leading to unsafe use of equipment.
How you might be harmed
· Physical injury from aggressive acts.
· Emotional/psychological harm (stress, anxiety, loss of confidence).
· Reduced participation or learning outcomes due to hostile environment.
· Damage to equipment or disruption of the workshop if aggression escalates.
	Members who are present






	--XTV will talk to the Guild about any instances of bullying and harassment
 -Any forms of aggressive or harassing behaviour will be monitored by present committee members
Participants will be reminded of expected behaviour before the activity commences and that they need to flag to a member of committee if this is not followed. 
If any aggressive behaviour or harassing occurs, members will ask those people to leave. If they refuse to leave, on campus this will be escalated to Estate Patrol.
 -Ensure that members are not pressured and stressed out from project work as this can result in an escalation of this behaviour  
-Any forms of aggressive or harassing behaviour will be monitored by present committee members
-Any aggressive or violent behaviour on campus will be reported to the estate patrol.
	Committee Members and Members who are organising projects
	

	Equipment Fault:
	Identified Hazards
· Faulty or damaged cameras, tripods, lights, or computers.
· Electrical faults in computers, monitors, or charging equipment.
· Malfunctioning software or hardware during editing workshops.
· Overloaded sockets or poor cable management.
How you might be harmed
· Electric shock or burns from faulty electrical equipment.
· Physical injury if heavy equipment falls or trips someone.
· Data loss or disruption of work due to software/hardware failure.
· Stress or delays if equipment breaks mid-session.
	Any members present 
	Any equipment that is used will have been PAT tested and visually inspected before use. 
-Report any damaged equipment to IT via their email 
-Remove any faulty or damaged equipment from being used
Only trained individuals should be testing electrical equipment

	Committee Member who are present & Campus Cleaners
	

	Alcohol/Drugs

	Identified Hazards
· Participants under the influence of alcohol or drugs during the workshop.
· Impaired judgment or coordination while handling cameras, lighting, or computers.
· Increased likelihood of accidents or misuse of equipment.
· Disruption to learning environment or unsafe behaviour.
How you might be harmed
· Physical injury from mishandling equipment or tripping over cables.
· Damage to equipment through careless use.
· Stress or distraction affecting other participants’ learning.
· Legal or disciplinary consequences for society/university if policies are breached.

	Any members present 
	These workshops will not allow alcohol to be consumed
-The workshops including alcohol as a prop will use a non alcoholic substitute 
Drugs are not prohibited at our activities 
-Anyone who comes to our activities under the influence of drugs will be asked to leave
	Committee members present 
	

	Fire:
	Identified Hazards
· Fire caused by electrical faults (computers, cameras, lighting).
· Overloaded sockets or damaged cables.
· Flammable materials near heat sources (props, papers, curtains).
· Blocked or poorly marked fire exits.
How you might be harmed
· Burns or smoke inhalation leading to injury or serious harm.
· Damage to equipment or workspace from fire.
· Panic or injury during evacuation (slips, trips, collisions).
· Disruption of workshop and possible legal consequences if safety procedures aren’t followed.
	Members present 
	There are emergency fire exits at the chosen venues 
-There are fire alarms and detection systems (emergency exits, fire extinguishers, audio alarm, fire alarm)
-The emergency services will be called via 999 number 
-There will be ‘no smoking’ signs at the venue
Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	Committee members present 
	

	 Slips, trips and falls
	Identified Hazards
· Trailing cables from cameras, lighting, or computers.
· Wet or slippery floors (e.g., from drinks or cleaning).
· Cluttered workspaces or obstacles in walkways.
· Moving heavy or awkward equipment without assistance.
How you might be harmed
· Physical injury such as sprains, fractures, or bruises.
· Damage to equipment if knocked over during a fall.
· Disruption of workshop due to accidents or delays.
· Stress or anxiety for participants worried about safety.
	Members who are present
	Committee members will monitor and express the location of where electrical wiring will be to prevent any trips and falls 
-Electrical wiring that is exposed will be discarded and removed in a safe manner 
-If possible electrical wiring will be tapped away from where members will be walking, if not a cable mat will be used. 
-Committee members will monitor the conditions of the floor 
-If any spillages do occur then a slip hazard sign will be placed down and the spillage will be cleaned up immediately. 
Space is well lit
	Committee Members who are present
	










Activity Type 3: Café Socials 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Ensure the location is wheelchair accessible

	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. 
	Selecting independent cafes to attend.
Chose a location within walking distance so it won’t be required to take bus or car.

	Is additional specific Event Insurance required?
	N/a 
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Locations will have first aid on site in case of emergency



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

	Fire
	Identified Hazards

Fire from cooking appliances, candles, or faulty electrical equipment.

Overcrowding causing blocked exits.

Flammable materials (napkins, decorations) near heat sources.

Lack of knowledge about evacuation procedures.

How you might be harmed

Burns or smoke inhalation leading to injury.

Panic or injury during evacuation (trips, slips, collisions).

Damage to property and risk to others in the café.

Disruption of the event and possible legal consequences if safety procedures aren’t followed.
	All members present 
	There are emergency fire exits at the chosen venues 
-There are fire alarms and detection systems (emergency exits, fire extinguishers, audio alarm, fire alarm)
The emergency services will be called via 999 number 
-There will be ‘no smoking’ signs at the venue, 
Committee will ensure all members leave the location to a nominated evacuation point in the event of a fire
Belongings will be kept out of the way of fire exits
	Present Committee Members & Venue

	Slips/ Trips and Falls

	Identified Hazards

Wet or slippery floors from spilled drinks or food.

Cluttered walkways or furniture creating trip hazards.

Uneven flooring, steps, or thresholds.

Carrying trays or equipment while moving around crowded areas.

How you might be harmed

Physical injury such as sprains, fractures, or bruises.

Damage to property or equipment if knocked over during a fall.

Disruption of the event if someone is injured.

Stress or anxiety for participants concerned about safety.
	All members present 
	Committee members will alert venue staff of any spillages who will clean up any spillages 
-Committee members and venue staff will monitor the conditions of the floor 
-If any spillages do occur then a slip hazard sign will be placed down to make people aware
Attendees advised to keep belongings out of walkways and under seating

	Present Committee Members & Venue Staff

	Food & Drink Hygiene/Food Allergies & Intolerance
	identified Hazards

Allergic reactions from food or drinks served at the café.

Cross-contamination between different foods (e.g., nuts, gluten, dairy).

Food poisoning from improperly stored, prepared, or handled food.

Spillages creating slip hazards.

How you might be harmed

Medical emergencies such as anaphylaxis or allergic reactions.

Illness from food poisoning.

Slips or falls from spilled food or drinks.

Disruption of the event if participants become unwell.
	All members present 
	-Venue staff will have allergen books for their food & drinks
Venue staff are accountable for providing food that is cooked safely
Any members with allergies are advised to speak to the venue on arrival to let them know of their allergies
	Present Committee Members & Venue Staff

	Overcrowding
	dentified Hazards
· Too many people in the café space at once.
· Blocked walkways, entrances, or fire exits.
· Difficulty supervising attendees in a crowded environment.
· Noise levels rising, making communication harder.
How you might be harmed
· Physical injury from pushing, tripping, or falling in crowded areas.
· Delayed evacuation in the event of fire or emergency.
· Stress or anxiety for participants uncomfortable in busy spaces.
· Disruption of the event if the venue becomes unsafe or breaches capacity rules.

	All members present 
	XTV committee members will use the FIXR ticket system to showcase total allocation for the socials to prevent overcrowding 
-Committee members will book a location that provides comfortable seating for members  
-Having the event ticketed in order to control the crowd.
	Committee Members who book venue and organise ticketingc












Activity Type 4: Information Stalls
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. 
	Will have stalls that will be accessible to those with wheelchairs

	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. 
	Ensure we don’t waste paper with unnecessary posters. 
Bin rubbish at the end of the day.
Use stall guidance 

	Is additional specific Event Insurance required?
	n/a
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Each committee member will have the safe zone app on their phone in case of emergencies to alert Estate Patrol to provide first aid



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

	
Aggression/ Violence, Bullying & Harassment
	Identified Hazards:

Aggressive behaviour or harassment from attendees or passersby.

Verbal abuse or intimidation toward stall staff or volunteers.

Conflicts between students at busy stalls.

Who might be harmed:

Stall staff, volunteers, and other attendees may experience physical injury or emotional/psychological harm (stress, anxiety).

Disruption to stall operations and potential reputational damage to the society/university.
	Anyone attending the fair 
	Any forms of aggressive or harassing behaviour will be monitored by present committee members
-If any aggressive behaviour or harassing occurs, members will ask those people to leave 
-Any aggressive or violent behaviour will be reported to the estate patrol via their email or contact number (01392 722222)
- Report instance to the Guild
	Committee Members who are present


	Fire
	Identified Hazards:

Electrical faults from devices, lighting, or equipment at the stall.

Flammable materials on or around stalls (banners, decorations, paper handouts).

Barriers or tables blocking emergency exits.

Who might be harmed:

Stall staff, volunteers, and nearby attendees may suffer burns or smoke inhalation.

Risk of panic, trips, or injury during evacuation.

Damage to property or equipment and potential disruption to the event.

	Anyone attending the fair
	There will be fire alarms and detection systems (emergency exits, fire extinguishers, audio alarm, fire alarm)
-The emergency services will be called via 999 number 
-There will be no smoking signs on campus, 
-Committee members will ensure that there is a register for who is working on the stall and will account that they have left should a fire occur
Emergency exits will be kept clear
	Present Committee Members & Venue

	Slips/ Trips and Falls

	Identified Hazards:

Trailing cables, uneven ground, or obstacles around the stall.

Wet or slippery conditions due to rain or spilled drinks.

Cluttered stall area or surrounding pedestrian paths.

Who might be harmed:

Stall staff, volunteers, and visitors may experience sprains, fractures, or bruises.

Equipment or promotional materials may be damaged.

Event disruption if an accident occurs.
	Anyone attending the fair
	Committee members will alert venue staff to any spillages who will clean up any spillages 
-If any spillages do occur then a slip hazard sign will be placed down to make people aware
- 
Ensure all belongings/equipment is out of the way of walkways
Where any equipment is plugged in, cable mats will be used and the nearest plug to the location of the stall 
Flooring checked to be in good condition
Venue well lit
	Present Committee Members & Venue Staff

	Manual Handling
	Identified Hazards:

Lifting or carrying heavy equipment, banners, or boxes of leaflets.

Awkward postures while setting up or packing down stalls.

Moving kit across uneven ground or stairs.

Who might be harmed:

Stall staff or volunteers may suffer musculoskeletal injuries (back strain, pulled muscles, joint injuries).

Risk of dropping heavy items causing injury to themselves or others.

Damage to equipment if mishandled.
	Anyone attending the fair
	-Setting up off the stall will be done in pairs or those who are more physically stronger than others will do this – a manual handling aid will be used wherever possible
Distance any equipment needs to be moved will be kept to a minimum
Appropriate footwear will be worn
Participants will complete manual handling training so they know the safe techniques, such as bending at the knees when lifting
-
	Committee Members who are present





Activity Type 5: Film/TV Quiz 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20-40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Ensure the location is wheelchair accessible

	On Campus or Off Campus
	Both  
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Reduce paper waste and bin rubbish after use

	Is additional specific Event Insurance required?
	N/a 
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	There will be first aid at the venue
Committee members will have the safezone app to alert estate patrol for first aid on campus



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

	Aggression/Violence
	dentified Hazards:
· Aggressive behaviour between participants, or from members of the public in busy venues.
· Verbal abuse, bullying, or intimidation during the event.
· Conflicts arising from competitive activities or alcohol consumption.
Who might be harmed:
· Participants, staff, or volunteers may suffer physical injury from aggressive acts.
· Emotional or psychological harm (stress, anxiety, or intimidation).
· Disruption to the event and potential reputational damage to the society/university.
	All members present 
	Any forms of aggressive or harassing behaviour will be monitored by present committee members
-If any aggressive behaviour or harassing occurs, members will ask those people to leave 
-Any aggressive or violent behaviour will be reported to the estate patrol if on campus. If at an off campus location, it will be reported to venue staff
XTV will talk to the Guild about any instances of bullying and harassment

	Present Committee Members

	Fire
	Identified Hazards:

Fire from cooking appliances, candles, or heating equipment in the venue.

Overcrowding blocking exits.

Flammable decorations or materials near heat sources.

Who might be harmed:

Participants, staff, and members of the public may suffer burns or smoke inhalation.

Panic or injury during evacuation (trips, collisions).

Damage to property or disruption of the event.
.
	All members present 
	-There are emergency fire exits at the chosen venues 
-There are fire alarms and detection systems (emergency exits, fire extinguishers, audio alarm, fire alarm)
-The emergency services will be called via 999 number 
-There will be ‘no smoking’ signs at the venue, 
Emergency exits will be kept clear
	Present Committee Members & Venue

	Food Allergy and Hygiene
	Identified Hazards:

Allergic reactions from food or drinks served at the event.

Cross-contamination between foods.

Food poisoning from improperly prepared or stored food.

Who might be harmed:

Participants could experience allergic reactions, anaphylaxis, or foodborne illness.

Spillages could cause slips/trips, leading to injury.

Event disruption or reputational damage if food safety is breached.
	All members present
	If unaware if any foods contain certain ingredients that members are allergic to committee members will ask venue staff 
-Venue staff will have allergen books for their food & drinks
Venue responsible for following food hygiene practices
Members with allergies will be advised to let the venue know of their allergies
	Present Committee Members & Venue Staff

	Drugs/Alcohol
	Identified Hazards:

Participants consuming alcohol or drugs during the event.

Impaired judgement and coordination affecting behaviour or safety.

Excessive noise, rowdiness, or conflicts arising from intoxication.

Who might be harmed:

Participants may suffer injury to self or others from accidents or aggressive behaviour.

Damage to property or equipment.

Risk of legal or disciplinary consequences for organisers or the society.
	All members present
	Peer pressure for drinking is not permitted 
Event taking place at a licensed venue
-Committee members that are present will monitor alcohol intake
-Anyone who is drunk will be assigned someone to walk home with, or a committee member will help them get home safely 
-A reputable taxi/ uber will be called so that anyone who is drunk will be able to get home safely 
-There will be at least one committee member present whowill remain sober for the event
Drugs are not prohibited at our activities 
-Anyone who comes to our activities under the influence of drugs will be asked to leave
Security present at venues providing alcohol
	Committee Members who are present

	Night-time/ Darkness
	Identified Hazards:

Reduced visibility when travelling to/from the venue or moving between tables/spaces.

Increased risk of slips, trips, or collisions.

Vulnerability to crime or antisocial behaviour outside.

Who might be harmed:

Participants may suffer physical injury from slips or collisions.

Stress, anxiety, or fear due to low visibility or unsafe environments.

Disruption of the event if incidents occur or police/security are involved
	All members present
	Ensure that members get home safely by creating event group chats or having a committee member text someone from the assigned pairs (See travelling section above)
-Ensure that members are aware of where the chosen venue is (See Travelling section above)
Attendees encouraged to only use well lit routes 
	Committee Members who organise FIXR booking & Members who are present











Activity Type 6: University Room Socials  
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-20 
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Will ensure that the room we book allows for wheelchair 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. 
	Ensure lights are switched off after use.

	Is additional specific Event Insurance required?
	N/a 
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Committee members will have the safe zone app on their phone in case of emergency to alert estate patrol on campus



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

	
Aggression/ Violence, Bullying & Harassment
	Identified Hazards:

Aggressive behaviour between participants (verbal or physical).

Bullying, harassment, or intimidation within the room.

Conflicts arising from games, discussions, or alcohol consumption (if allowed).

How you might be harmed:

Physical injury from aggressive acts.

Emotional/psychological harm (stress, anxiety, or intimidation).

Disruption to the activity and potential reputational impact for the society.
	All members present 
	Any forms of aggressive or harassing behaviour will be monitored by present committee members
-If any aggressive behaviour or harassing occurs, members will ask those people to leave 
-Any aggressive or violent behaviour will be reported to the estate patrol via their email or contact number (01392 722222)
- Report instance to the Guild
	Committee Members who are present


	Noise
	Identified Hazards:

Excessive volume from music, games, or participant chatter.

Disturbance to nearby rooms or residents.

How you might be harmed:

Hearing discomfort or stress from loud environments.

Complaints from others leading to disruption or reprimands.

Reduced communication between organisers and participants, increasing accident risk.
	All members present
	Test the speakers prior to engaging with any audio ensuring noise is kept to an acceptable level
	Committee Members who are present

	Equipment/ Electrical 

	Identified Hazards:

Electrical faults from laptops, projectors, or other devices.

Trailing cables creating trip hazards.

Overloaded sockets.

How you might be harmed:

Electric shock or burns from faulty equipment.

Trips or falls over cables.

Damage to equipment or disruption of the activity.
	All members present
	Use on-campus rooms for presentations so that the equipment such as computers and projectors will have been safety checked and will limit the risk of any equipment/ electrical failures 
-Check equipment prior to giving the presentation to ensure that there are no faults with the equipment that is being used
-Any faulty equipment can be reported to the IT department, 
	Committee Member 
Room Staff

	Fire

	Identified Hazards:

Electrical faults causing fire.

Flammable decorations, papers, or materials near heat sources.

Blocked exits.

How you might be harmed:

Burns or smoke inhalation.

Panic or injury during evacuation (trips, collisions).

Damage to property and potential legal or reputational consequences.

	All members present
	There are emergency fire exits at the chosen venues 
-There are fire alarms and detection systems (emergency exits, fire extinguishers, audio alarm, fire alarm)
-On-campus rooms will have been safety checked and will limit the risk of any equipment/ electrical failures
- Check equipment prior to socials to ensure that there are no faults with the equipment that is being used
-Report a break-out fire immediately to the emergency services 
-
Emergency exits to be kept clear
Committee will ensure all attendees evacuate the space and go to the nominated evacuation point
	Committee Members:
-Are responsible for telling members of smoking policies and any areas they can find to smoke in. 
-Also, they are responsible for reporting any outbreaks of fires 


	Slips/ Trips & Falls
	5. Slips, Trips & Falls
Identified Hazards:

Wet floors or spillages (drinks, food).

Cluttered spaces or obstacles in walkways.

Carrying items like trays, games, or equipment.

How you might be harmed:

Sprains, fractures, or bruises.

Damage to equipment if knocked over.

Disruption of activity if an accident occurs.
	All members present
	· Ensure that any loose items on the floor have been picked up and walkways are kepy clear
· Clean up any spillages that occur and use a slip hazard sign to prevent anyone from slipping over 
· Tidy up any wires and have them safely tied up if possible, if needing to be used ensure it’s kept to a minimal distance and cable mats used
Mop up any spillages and have a slip sign placed over the top
Venue well lit
Flooring in good condition
	Committee Members and Members
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