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
	Her Campus Exeter

	Assessed by 
	Esme North
	Date
	25/07/2025

	Signed off by 
	Emily Jameson
	Date
	10/09/2025



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
	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
	Picnic
	Casual outdoor picnic for members and prospective members to meet each other and the committee. Likely to be held either on campus or on Cathedral Green. Hoping to do cookie decorating, and individuals bring own additional snacks to minimise allergy issues

	
	Food – we will provide cookies from a shop and decorating activities 
Additional food brought by attendees for own consumption

	2
	Cafe
	Informal café meet up, another chance for members to meet each other and the committee. In a café in Exeter 
	
	

	3
	Craft activities
	Craft socials e.g. tote bag decorating, making Christmas decorations, painting, crochet. Run by committee members 
	
	

	4
	Pub/ Cocktail evenings
	We will visit bars and pubs for alcoholic and non-alcoholic drinks
	
	

	5
	Summer/ Winter ball
	We will host balls every year with less than 100 attendees. This will be ticketed, and likely to be a sit-down meal
	
	

	6
	Quiz night
	
	
	

	7
	Article planning session
	Meeting happen monthly on campus, likely in business school café. This is where the committee brings article ideas and shares these with members, and articles to be written are delegated
	2x per month
	

	8
	Forum stall
	We will have a stall at the welcome fair with flyers, posters etc to entice people to join the society
	
	Flyers, display stand, sweets to give out

	9
	Film night
	Watching a film on campus, either at the campus cinema or in a seminar room
	
	Sweets / snacks provided for attendees

	10
	Ice skating
	Visiting the ice rink at the Christmas market
	
	

	11
	Christmas market
	Visiting the Christmas market
	
	

	12
	Gingerbread house decorating
	Assemble and decorate a Christmas gingerbread house
	
	Gingerbread house kit, sweets, decorations




	
	
	


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: [Picnic]
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. 
	

	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. 
	

	[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



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



	Slips, trips and falls
	Slips, trips, falls. Members could be injured when falling over.
	Members
	Set up a picnic in areas where there aren’t big tree roots
Ground in good condition
Clear up spills immediately
Ensure belongings aren’t in walkways/areas of high footfall
	committee

	Weather
	Poor weather/ extreme whether
	members
	Back up indoor location planned
Event will be cancelled if weather deemed inappropriate e.g. storms or heavy rain 
Event organiser check weather forecast to decide whether to cancel event
Participants encouraged to bring suitable clothing, e.g. sun cream and hats if hot
	committee

	Food & Drink Hygiene/Food Allergies & Intolerance
	 Allergic reactions/ cross contamination 
	members
	Attendees will be asked for any allergies before the event through fixr tickets
All food items will have ingredients clearly visible
Encouraged to bring own food to minimise risk of allergies and intolerance
Pre packaged food provided by society only
Handwashing facilities available 
	committee












Activity Type 2: Cafe
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. 
	

	On Campus or Off Campus
	off
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	

	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
	Fire
	Members
	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

	Slips, trips and falls 

	Injury from falling
	Members
	Ensure all spills are cleaned up promptly and that walkways are kept clear
In the event of an accident, the venue will be informed for first aid provisions
Flooring in good condition, venue well lit
Area checked before members arrive
	committee

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reactions/ cross contamination
	Members
	Attendees asked for allergies and dietary requirement before the event e.g. when buying ticket
Allergies clearly communicated to the venue
Choose cafes that cater to all dietary requirements so attendees can choose food that is safe for them
Food provided by venue only 
	Committee
















Activity Type 3: Pub/cocktails
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25 for her campus, may host collaboratively with other societies for up to 100 people
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	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
	Fire and getting burnt 
	Members
	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
We will ensure rules are followed e.g. no smoking
	Committee

	Slips, trips and falls 

	Injury from falling
	Members 
	Ensure all spills are cleaned up promptly and that walkways are kept clear
In the event of an accident, the venue will be informed for first aid provisions
Flooring in good condition, venue well lit 
Check for any obstructions/hazards before attendees arrive and resolve 
	Committee and venue

	

Alcohol/Drugs

	Sickness
	Members
	Binge drinking is actively discouraged. The society will only pay for a maximum of 1 drink per person at any event 
There will always be at least two sober committee members present who is identified to the group at the beginning of the event
Ensure anyone who is drunk has a safe way of getting home
Anyone found using drugs will be removed from the event 
People asked to leave if too drunk or under influence of drugs
Notify participants prior to event about rules e.g. zero tolerance policy for drugs 
	Committee

	Aggression/Violence 

	Bullying
	Members
	Anyone being aggressive or bullying will be asked to leave the event.
 Pub security will be informed if the situation escalates
	Committee and venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reactions/ cross contamination 
	Members
	If eating at the pub, any food allergies clearly communicated to venue
Food provided by venue only and they have appropriate 
	Venue and committee

	Vehicles and traffic – walking between locations
	Collisions and injury 
	Members
	We will take safe, well-lit, and where possible pedestrian routes between locations 
There will always be at least 1 sober committee member to direct people safely
	committee

	Night time darkness
	Danger
	Members
	We will organise a walking group from campus for members, taking a well-lit route and ensure everyone has a safe way f getting home
We will encourage members to download the safe zone app so they can contact estate patrol if need be
	Committee














Activity Type 4: Craft Workshop
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	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
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition
Area checked for hazards and obstructions before members arrive and resolved
	committee

	Equipment – injury from scissors or craft equipment
	Injury
	Members
	Attendees will be shown how to correctly use the equipment
Equipment to be stored out of high footfall areas
Anyone using equipment inappropriately will be asked to leave
	committee
















Activity Type 5: Ball
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. 
	

	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. 
	

	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
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, the venue will be informed for first aid provisions
Venue to inform floors are in good condition
Venue well lit
Decorations out of the way of exits and walkways 
	committee

	Alcohol/drugs
	Injury
	Members
	Binge drinking actively discouraged
Always have at least one sober committee member present who is identified to the group at the start of the event 
Ensure anyone who is drunk has a safe way of getting home
Anyone found using drugs will be removed from the event
People asked to leave if too drunk or under influence of drugs
Notify participants prior to event about rules e.g. zero tolerance policy for drugs
Security present and venue licensed
	committee

	Aggression/Violence 

	Injury
	Members
	Anyone displaying aggression or bullying will be removed from the event
Estate patrol or security will be contracted if the situation escalates
	Committee and venue

	Food & Drink Hygiene/Food Allergies & Intolerance
	Injury/ cross contamination/ allergic reactions
	members
	Attendees asked for allergies and dietary requirement before the event e.g. when buying ticket
Allergies clearly communicated to the venue
Food provided by venue only and appropriate controls in place
	committee

	Night time Darkness
	Danger
	members
	Offer a walking bus from campus for members via a well-lit route
Ensure everyone has a safe way of getting home
Attendees encouraged to download SafeZone app to contact estate patrol if need be
	committee

	Noise
	 disturbance
	public
	Music kept at a reasonable volume
Quiet spaces signposted to attendees
	Venue and comittee

	crowding
	Injury
	members
	Event will be ticketed to ensure the venye is at an appropriate capacity 
	comittee




Activity Type 6: Quiz night
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	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
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition
Venue well lit
Area checked for hazards and obstructions before members arrive and resolved
	committee

	Alcohol/Drugs

	Injury
	Members
	If at a pub quiz / drinking involved 
Binge drinking is actively discouraged. The society will only pay for a maximum of 1 drink per person at any event 
There will always be at least one sober committee member present who is identified to the group at the beginning of the event
Ensure anyone who is drunk has a safe way of getting home
Anyone found using drugs will be removed from the event
	committee

	Aggression/Violence 

	Injury
	Members
	Anyone displaying aggression or bullying will be removed from the event
Estate patrol or security will be contracted if the situation escalates
	Committee and venue

	Night time Darkness
	Danger
	members
	Offer a walking bus from campus for members via a well-lit route
Ensure everyone has a safe way of getting home
Attendees encouraged to download SafeZone app to contact estate patrol if need be
	committee





Activity Type 7: Article planning session
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

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



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

	Fire
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition
Area well lit 
	committee



Activity Type 8: Forum Stall
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	14 committee members (not al at once) unknown no. of visitors
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

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



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

	Fire
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition, venue well lit
Bags under stall
	committee

	Food and drink allergies / intolerances
	Allergic reactions
	members
	Giving out sweets at the stall - Packaged food, allergies clearly labelled
Stored in right condition
	committee


















Activity Type 9: Film Night
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

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



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

	Fire
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition, venue well lit
Area checked for hazards and obstructions before members arrive and resolved
	committee

	Food and drink allergies / intolerances
	Allergic reactions
	members
	Giving out sweets - Packaged food, allergies clearly labelled
Sweets stored in right conditions
	committee

	Electrical Risks
	Electrical shock or fire from laptops, projectors, and other electronic equipment.
	All attendees and presenters.
	Check laptops are CE marked. Verify with venue that all provided electrical equipment has recent PAT testing. 
No overloading of sockets.
 All equipment positioned safely away from liquids.
Any faulty equipment not to be used and to be reported immediately 
	Committee 













Activity Type 10: Ice skating
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	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
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Falls fairly likely with ice skating:
Ice skating at a venue with appropriate controls in place
Safety briefing for all who are taking part from the venue
Attendees advised to only do the activity if they’re confident
Venue has first aid available
All attendees to wear skates provided by the venue – checked to be safe to wear
	committee

	Contractors
	Provision of activity – ensuring have correct procedures and insurance in place
	Attendees/society
	Ice skating rink has appropriate risk assessment and insurance in place and this has been provided to the society 
Attendees are advised that the activity is with the provider and sent the relevant health and safety information provided by the activity provider
	Activity provider
Committee

	Environmental
	Ice/cold
	Attendees
	Attendees advised to dress appropriately for the activity and ensure they have enough layers to stay warm 
	












Activity Type 11: Exeter Christmas Markets
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	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?

	Crowds / large gathering – large numbers of people will attend the market
	Being injured
	members
	Attendees will be able to contact the committee to minmise risk of being separated or lost in crowd – contact information held securely by committee
Attendees advised to stick together in groups
	Venue

	Environment risks / weather – potential for wet or stormy weather
	Cold weather due to being in winter
Slippy surfaces
	Members
	We will cancel the event if weather deemed too dangerous, e.g. high winds or storm
Attendees advised to dress up warm
	committee

	
Slips, trips and falls 

	Injury 
	members
	If it looks wet or icy we will advise attendees to wear sensible shoes to minimise slip risk
Venue has floor protection in place and responsible for ensuring its safe for visitors
Any hazards or obstructions will be reported to the venue
Ensure attendees are wearing appropriate footwear
	committee

	Food and drink allergies / intolerances
	Allergic reactions
	members
	Attendees made aware that food will be able to buy so they are aware of potential allergy issues ahead of time
Vendors at market must alert customers to allergen information
	Committee and venue

	Fire
	Being injured
	



members
	Confirm with premise controller that fire controls are in place 
Raise the alarm in the event of a fire
Members told to follow instructions of venue leads in the event of a fire
	Venue













Activity Type 12: gingerbread house decorating
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. 
	

	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. 
	

	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
	Being injured
	



members
	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
	Venue

	
Slips, trips and falls 

	Injury 
	members
	Spills cleaned up promptly and walkways kept clear
In the event of an accident, estate patrol will be informed for first aid provisions
Flooring in good condition, venue well lit
Area checked for obstructions/hazards before members arrive and resolved
	committee

	Food and drink allergies / intolerances
	Allergic reactions/ illness
	members
	Food ingredients clearly labelled
Include vegan, gluten free alternatives 
Food stored in right conditions
Handwashing facilities available
Allergen free options kept separate to avoid cross contamination
Separate utensils to prevent cross contamination
	committee
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