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
	Magic and Occult Society

	Assessed by 
	Ffion Cousins
	Date
	10/10/2025

	Signed off by 
	Amy Close
	Date
	16/10/25



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: 

	Updated template
	Ffion Cousins
	10/10/2025
	
	

	
	
	
	
	



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 Core Activity
	General meetings for people to share ideas, thoughts, skills
	Weekly
	None

	2
	Internal Speakers
	Student or staff speaker presentations on magical topics 
	Monthly
	None

	3
	Forum stalls
	Promote joining the society and Upcoming activities
	As needed
	Table to promote on provided by Guild,
Pamphlets and QR code to be provided by club committee.

	4
	Community nights
	Casual club gathering to foster a sense of community- may entail a movie night, trivia, socializing, et cetera.
	Monthly
	None

	5
	Spring or Winter Ball
	Ticketed dinner & dancing event under 150 people.

	Annually
	Food and drink available for purchase from the venue.

	6
	Potluck
	A meal where all participants bring a dish to share.
	As needed
	Dishware and serving equipment provided by group.





	
	
	


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 Core Activity
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	All on campus building should already have disabled 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. 
	Bring your own tea/biscuits.

	[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?
	On campus first aid



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.

Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.

In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
	Committee Members Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions.

Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Using University buildings, so processes should already be in place. 

Notify campus if we see obstruction. 
Any spillages or obstacles should be moved/cleaned immediately.

Highlight potential hazards to members that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions.

Make venue staff aware of any potential hazards.
	Venue
Committee 
Members



	Aggression/Violence, Bullying & Harassment
	Physical assault - Risk of injury from Physical attacks.

Verbal abuse – Psychological harm from threats or insults.

Discrimination - Phycological harm caused by discriminatory remarks.

Intimidating behaviour - Emotional distress caused by threatening or coercive behaviour.
	Group Members
	We will ask everyone to be respectful and to follow university guidelines for proper conduct.
Anyone showing any signs of aggressive/violent/discriminatory behaviour will be asked to leave.
Aggressive and violent behaviour and refusal to leave will be escalated to campus security.
	Committee
Members
Venue

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical altercation - Risk of physical altercation due to decision making amplified by the use of Alcohol and or/drugs.

Verbal altercation - Risk of altercations due to decision making amplified by the use of Alcohol and or/drugs.
	Group Members
	Alcohol will not be allowed – those who bring it will be asked to leave or to discard it.
Refusal to leave and violent behaviour will be escalated to campus security.
Refusal of entry if too intoxicated.

	Committee 
Venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
	Members welcome to bring their own food and drink with sharing being strongly discouraged.
Any food shared must be pre-packaged, sealed and have ingredients clearly displayed.
If anyone from the society is preparing food, they have to hold a level 2 food hygiene certificate.
Be mindful of any member with severe allergies and allergic response, provide information on restaurant and menu choices. 

	Members 

	
	
	
	
	



Add more columns if necessary 

Activity Type 2: Internal Speakers
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	All buildings on campus should already have disabled 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. 
	Using digital advertising, such as social media and newsletters.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On campus first aid



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.
Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.
In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
	Committee Members Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions.

Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Using University buildings, so processes should already be in place. 

Notify campus if we see obstruction. 
Any spillages or obstacles should be moved/cleaned immediately.

Highlight potential hazards to members that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions.

Make venue staff aware of any potential hazards.
	Venue
Committee 
Members

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use. Physical altercation - Risk of physical altercation due to decision making amplified by the use of Alcohol and or/drugs.

Verbal altercation - Risk of altercations due to decision making amplified by the use of Alcohol and or/drugs.
	Group Members
	Alcohol will not be allowed – those who bring it will be asked to leave or to discard it.
Refusal to leave and violent behaviour will be escalated to campus security.
Refusal of entry if too intoxicated.
	Committee 
Venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
	Members welcome to bring their own food and drink with sharing being strongly discouraged.
Any food shared must be pre-packaged, sealed and have ingredients clearly displayed

If anyone from the society is preparing food, they have to hold a level 2 food hygiene certificate.
Be mindful of any member with severe allergies and allergic response, provide information on restaurant and menu choices. 

	Members 

	Aggression/Violence, Bullying & Harassment
	Physical assault: Risk of injury from Physical attacks.

Verbal abuse: Phycological harm from threats or insults. 

Discrimination: Phycological harm caused by discriminatory remarks.

Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.

Exclusion: Distress caused by isolating becoming isolated in activity.

Cyber bullying: Harassment through digital social channels. 

Protest: Risk of potential protests, contentious issues / conflicting views between groups or individuals.
	Group Members
	Ensure emergency arrangements in place for events.

Escalate aggressive and violent behaviour to campus security.

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 Guilds values.
	Committee
Members
Venue

	Reputational Risks
	Breach of guidelines - Speaker’s material may not follow the club’s or university’s guidelines causing harm to reputation.

Sensitive topics - could trigger trauma causing psychological harm.
	Groups Members
	Ensure the speaker is aware of club and university expectations, following Exeter’s Speaker Framework when they are asked/ask to participate.
Review content before hand ensuring it aligns with guidelines and appropriate warnings are in place for sensitive topics.
Only allowing speakers from within the university.
	Committee

	Breach of legal speech

	Harmful language - Speakers may include harmful language such as hate speech causing distress.
	Group Members
	Speakers will comply with the law regarding hate speech. Show stop procedure outlined and agreed with Guild​.

Pre-event briefing for the event organizers and Chairperson.​

A member of the committee will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights.
 ​
Support will be offered to attendees should they be affected by the discussion or topic area. 

Committee will make sure members and speaker are aware that harmful language and information is not approved and direct them towards the necessary support.
	Committee

	Sharing of inappropriate materials including leaflets and posters
	Harmful information - potentially leading to discrimination and psychological harm.

Potential to spread information which does not follow university, guild, or club guidelines - leading to reputational risks and risk of discrimination.
	Group Members
	Speakers and attendees briefed before the event that no materials can be handed out at the event without prior approval by the Students’ Guild.​

Any material handed out without approval will be removed immediately and handed to the Students’ Guild at the earliest convenience.​

Committee 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 upset or offended them.​

Show stop procedure outlined and agreed with Guild.

	Committee




Add more columns if necessary 

Activity Type 3: Forum Stalls
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	3-5
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	On campus has disability 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. 
	Handing out only recyclable materials.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On campus first aid.



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.
Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.
In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
	Committee Members Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions.

Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Using University buildings, so processes should already be in place. 

Notify campus if we see obstruction. 
Any spillages or obstacles should be moved/cleaned immediately.

Highlight potential hazards to members that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions.

Make venue staff aware of any potential hazards.
	Venue
Committee 
Members

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
General Public
	Only sealed foods with clear labels will be provided, no other foods will be allowed at the stall. No home cooked food will be provided on a stall.
University staff should make it clear who to approach in case of emergencies.

	Committee
Venue
Members

	Advertising

	Harmful information - potentially leading to discrimination and psychological harm.

Spread information which does not follow university, guild, or club guidelines - leading to reputational risks and risk of discrimination.
	Group members
General Public
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
All material distributed must be vetted by the committee to ensure it aligns with the club’s image and follows the University’s guidelines.
Any material distributed without approval will be removed immediately.
	Committee 
Members




Add more columns if necessary 

Activity Type 4: Community Nights
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Campus is disability access-friendly.

	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. 
	Only digital advertising. Using campus facilities.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On campus first aid



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.
Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.
In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
	Committee
Members
Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions. Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Using University buildings, so processes should already be in place. 

Notify campus if we see obstruction. 
Any spillages or obstacles should be moved/cleaned immediately.

Highlight potential hazards to members that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions.

Make venue staff aware of any potential hazards.
	Venue
Committee 
Members

	Aggression/Violence, Bullying & Harassment
	Physical assault - Risk of injury from Physical attacks.

Verbal abuse – Psychological harm from threats or insults
Discrimination - Phycological harm caused by discriminatory remarks.

Intimidating behaviour - Emotional distress caused by threatening or coercive behaviour.
	Group Members
	We will ask everyone to be respectful and to follow university guidelines for proper conduct.
Anyone showing any signs of aggressive/violent/discriminatory behaviour will be asked to leave.
Aggressive and violent behaviour and refusal to leave will be escalated to campus security.
	Committee
Members
Venue

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical altercation - Risk of physical altercation due to decision making amplified by the use of Alcohol and or/drugs.

Verbal altercation - Risk of altercations due to decision making amplified by the use of Alcohol and or/drugs.
	Group Members
	Alcohol will not be allowed – those who bring it will be asked to leave or to discard it.
Refusal to leave and violent behaviour will be escalated to campus security.
Refusal of entry if too intoxicated.
	Committee 
Venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
	Members welcome to bring their own food and drink with sharing being strongly discouraged.
Any food shared must be pre-packaged, sealed and have ingredients clearly displayed
	Members 

	Nighttime/Darkness
	Aggression/Violence - Risk of injury as a result of aggressive/violent behaviour during more unsolicited hours.

Poor lighting - Risk of slips, trips and falls as a result of poor lighting.

Weather (Cold) - Risk of fatigue, tiredness due to effects of colder weather.

Navigation - Risk of getting lost due to unfamiliarity with setting in the dark.
	Group Members
	Activity leader will advise on safe walking routes to and from venue.

Use of Safezone app for areas on campus. 
In the event of an emergency those in danger should call 999 and ask for the police.

Activity leader to advise on the use of suitable lighting provision i.e. phone torches if walking in areas with poor lighting.
	Committee Members




Add more columns if necessary 
Activity Type 5: Spring or Winter Ball
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	Less than 150
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Ensure venue is wheelchair accessible and has accessible toilets. 


	On Campus or Off Campus
	Either
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Only reusable or second hand decorations will be used.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.

Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.

In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements
	Committee
Members
Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions.

Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Venues responsibility to manage risks within venue.

Activity leader to report any hazards to venue that may cause injury to attendees.

Notify venue staff of any spillages caused by group.

Ensure floor areas where activity is taking place are clear of any group made trip hazards.

Highlight potential hazards to attendees that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions - make venue staff aware of any potential hazards.
	Venue
Committee 
Members

	Aggression/Violence, Bullying & Harassment
	Physical assault - Risk of injury from Physical attacks.

Verbal abuse – Psychological harm from threats or insults.

Discrimination - Phycological harm caused by discriminatory remarks.

Intimidating behaviour - Emotional distress caused by threatening or coercive behaviour.
	Group Members
	We will ask everyone to be respectful and to follow university guidelines for proper conduct.
Anyone showing any signs of aggressive/violent/discriminatory behaviour will be asked to leave.
Aggressive and violent behaviour and refusal to leave will be escalated to campus security.
	Committee
Members
Venue

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use. 

Verbal altercation - Risk of altercations due to decision making amplified by the use of Alcohol and or/drugs.

Physical altercation - Risk of physical altercation due to decision making amplified by the use of Alcohol and or/drugs.

Spiking – Risk of ill health due to drinks being spiked in settings where alcohol is served. 
	Group Members
	Nominated person to remain sober (1 sober to 30 ratio) – only allow those with tickets to entre to ensure the ratio.

Notify attendees prior to event – zero policy stance on drug use.

All attendees are to follow code of conduct and behave in a manor representative of the Guilds values when in public setting.

Any attendee found to be in breach of this conduct will be removed from the activity.
	Committee 
Venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
	Venue to have suitable food and drink hygiene standards and controls in place.

Venue to have suitable emergency arrangements in place in the event of anaphylaxis.

Be mindful of any member with severe allergies and allergic response and make sure the venue is notified of these beforehand.

	Venue
Group
Committee

	Nighttime/Darkness
	Aggression/Violence - Risk of injury as a result of aggressive/violent behaviour during more unsolicited hours.

Poor lighting - Risk of slips, trips and falls as a result of poor lighting.

Weather (Cold) - Risk of fatigue, tiredness due to effects of colder weather.

Navigation - Risk of getting lost due to unfamiliarity with setting in the dark.
	Group Members
	Activity leader will advise on safe walking routes to and from venue.

Use of Safezone app for areas on campus. 

In the event of an emergency those in danger should call 999 and ask for the police.

Activity leader to advise on the use of suitable lighting provision i.e. phone torches if walking in areas with poor lighting.
	Committee Members

	Lasers/strobe lighting
	Photosensitivity triggered by strobe lighting. - Risks of photosensitive epilepsy triggered using flashing/strobing light effects.

Eye strain - Risk of damage to eyesight from exposure to lasers and high-powered stage lighting.
	Group Members
	Attendees will be informed of the use of strobe effects prior to attending the event.

Venue or third-party contractor responsible for safe operation and control of stage lighting.

Only Competently trained individuals to operate lighting equipment
	Venue Committee Third party contractors

	Noise
	Damage to ear drum - Risk of temporary/permanent injury to ear drum from exposure to dangerous sound levels.

Headaches - Risk of temporary ill health from excessive noise levels.

Enforcement - Risk of enforcement action if noise levels exceed safe operating limits.
	Group Members
General Public
	It will be the venues responsibility to safely manage noise levels if equipment is being provided by the venue.

Ensure sound levels are monitored and do not reach dangerous thresholds, raise with operator if too loud if sourcing third party provider.

Raise with venue staff if there are concerns about noise levels.

Ensure safe distance between the attendees and sound source if setting up venue if providing own equipment.

Ensure that music is controlled and does not pass excessive noise levels past agreed cut off time.
	Activity lead Committee Venue staff





Activity Type 6: Potluck
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	All on campus building should already have disabled 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. 
	Only digital advertising. Using campus facilities.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On campus first aid



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

	Fire
	Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building.

Lack of firefighting equipment. - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Group Members

General Public
	Venues responsibility to have satisfactory fire arrangements in place, including safe fire evacuation routes and suitable firefighting equipment.

Ensure attendees do not obstruct exits or safe escape routes, inform venue of any obstructed exits.

In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
	Committee Members Venue

	Slips, trips and falls 

	Wet surfaces - Risk of slipping due to wet floor surface, causing injury.

Smooth surfaces - Risk of slipping on smooth floor surfaces due to lack of friction.

Loose floor fittings - Risk of tripping over loose floor fittings, like rugs, carpets.

Poor weather conditions. - Risk of slips and trips due to heavy, rain windy conditions.

Obstacles on floor -boxes, equipment. - Risk of trips due to items being left on floor in areas of high footfall.

Uneven floor surface. - Risk of tripping over uneven floor surfaces.

Poor lighting - Risk of slipping and tripping over approaching hazards due to poor visibility.
	Group Members

General Public
	Using University buildings, so processes should already be in place. 

Notify campus if we see obstruction. 
Any spillages or obstacles should be moved/cleaned immediately.

Highlight potential hazards to members that may cause harm i.e. low lighting areas, uneven floor surfaces, obstructions.

Make venue staff aware of any potential hazards.
	Venue
Committee 
Members



	Aggression/Violence, Bullying & Harassment
	Physical assault - Risk of injury from Physical attacks.

Verbal abuse – Psychological harm from threats or insults.

Discrimination - Phycological harm caused by discriminatory remarks.

Intimidating behaviour - Emotional distress caused by threatening or coercive behaviour.
	Group Members
	We will ask everyone to be respectful and to follow university guidelines for proper conduct.
Anyone showing any signs of aggressive/violent/discriminatory behaviour will be asked to leave.
Aggressive and violent behaviour and refusal to leave will be escalated to campus security.
	Committee
Members
Venue

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs. Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use. Physical altercation - Risk of physical altercation due to decision making amplified by the use of Alcohol and or/drugs.

Verbal altercation - Risk of altercations due to decision making amplified by the use of Alcohol and or/drugs.
	Group Members
	Alcohol will not be allowed – those who bring it will be asked to leave or to discard it.
Refusal to leave and violent behaviour will be escalated to campus security.
Refusal of entry if too intoxicated.

Nominated person to remain sober (1 sober to 30 ratio)  
	Committee 
Venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens.
	Groups Members
	Members welcome to bring their own food and drink with sharing being strongly discouraged.
Any food shared will be pre-packaged and sealed with ingredients clearly displayed.
Any homemade food will be made by a society member with a food hygiene level 2 certificate with ingredients clearly displayed.



	Members 
Committee 
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