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
	Burmese Society

	Assessed by 
	Burmese Society Committee 
	Date
	17/10/2025

	Signed off by 
	
	Date
	



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

	Meet and greet
	Hnin Myat Shun Lei and Myo Sandar Kyaw
	28/09/2025
	
	

	Craft
	Hnin Myat Shun Lei and Myo Sandar Kyaw
	5/10/2025
	
	

	Movie Night
	Hnin Myat Shun Lei and Myo Sandar Kyaw
	30/10/2025
	Abigail Pyne
	



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):
	

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



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
	Welcome week fair
	Greeting more people and introducing our committee members. And was run by all the committee members in the great hall. 
	It was one time thing
	Poster (introducing committee members), packed snacks. 

	2
	Meet and greet
	Informal social session to help new and existing members get to know each other through short games and conversation activities. The event was run by all the committee members.
	One time
	Store bought crisps and ice-breaker games

	3
	Craft - Candel decorating for traditional Thadinkyut festival

	Cultural celebration involving painting candles to mark the Burmese “Thadingyut” festival. Participants decorate candles using non-toxic paint.
	Annual (October)
	Store-bought snacks, juices, candles, non-toxic paints, brushes, paper towels

	4
	Movie night
	Screening of a Burmese film (e.g., horror movie for Halloween). Open to members and students with pre-registration for attendance tracking.
	Termly (to be confirmed) 
	Store bought Popcorn, television from accommodation	Comment by Abigail Pyne: You need at add “secret santa” as an activity in your activity log please. 

	5 
	Secret Santa
	Exchanging presents amongst members (present maximum price is 15 pounds and no more than that) 
	Annual (December)
	Store bought gifts 





	
	
	


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: Welcome week fair
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. 
	It was held at great hall (University facilities, lift)

	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. 
	Reusable poster, waste reduction 

	[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?
	University will have the emergency team for the first aid



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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”


	“What is the hazard you have identified; how could it cause injury – what are the risks?  
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire 
	Risk of physical and psychological harm from a fire starting or spreading within the venue. 

Burns, scolds, injuries
	Committee, students and staff at event 
	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 for society

Fire exits to be checked all clear. 

Fire extinguishers available. 
	Venue and committee 

	Slips, Trips, and Falls 
	Physical harm from falling while walking in the venue. 

Cuts, bruises, injury
	Committee, students and staff at event 
	Committee must ensure all attendees are wearing correct shoes
Make sure walkways and exits are kept clear and free of any personal belongings, and clear up any spills of liquids immediately. 
	Committee 



	Aggression/violence, Bullying & Harassment 
	Verbal Abuse – emotional and psychological harm from receiving verbal abuse due to disagreements. 
 
Physical Assault – Risk of injury from physical attacks due to disagreements. 
 
Intimidating Behaviour – emotional and psychological harm from intimidating behaviour due to disagreements. 
	Committee members, students and staff at event 
	Vigilant committee, considerate and inclusive atmosphere. Any aggressive behaviour will be cause to ask the offender to leave, estate patrol will be called if necessary. 
 
	Committee 

	Printed materials 
	Printed materials could contain content which breaches the Guild’s poster policy 

Emotional, or physical reactions from those who are offended
	Students and staff at event
	All printed materials will be run past the activity team prior to distribution 
	Committee 

	Crowds and large gatherings 
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary. 

Disabled access must too be considered here. 
	Anyone at the event 
	Society to work with the Guild on dealing with crowds. This prevents crowds and the gathering from becoming too large. Make use of the quiet hour at Freshers Week. 
	committee 
 
(working with university staff, Estate Patrol and emergency services) 

	
	
	
	
	



Add more columns if necessary 

Activity Type 2: Meet and greet
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. 
	The Common Room on the ground floor was booked in advance to ensure step-free and accessible entry, with nearby lift access and accessible toilets available. Event details were shared through multiple channels, including the WhatsApp society group chat, Instagram posts, and stories, to reach all members. Attendees were encouraged to contact the committee in advance for any specific accessibility needs, with committee members available on-site to provide assistance throughout the event.

	On Campus or Off Campus
	Off campus (the barn student accommodation)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Quantities were planned to minimize waste, and recycling/compost bins were provided. Snacks were chosen with minimal or recyclable packaging, prioritizing local and sustainable options. We also aim to explore reusable alternatives for future activities.

	Is additional specific Event Insurance required?
	no
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid support will be provided by the venue, as the building has trained first aiders available on-site. Committee members will familiarise themselves with the nearest first aid kit, emergency exits, and contact procedures. In case of any incident, the venue’s first aid team will be contacted immediately, and an incident report will be completed following university guidelines.



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

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

	Intimidating behaviour 
	· Miscommunication
· Misunderstanding
· Misinformation 
	Committee, students and staff at event 
	Communication with all the members and committee so that no one is left out. Include everyone in the society activities and conversations. 
	Committee members

	Slips, Trips, and Falls 
	Physical harm from falling while walking in the venue. 

Cuts, bruises, injury
	Committee, students and staff at event 
	Committee must ensure all attendees are wearing correct shoes
Make sure walkways and exits are kept clear and free of any personal belongings, and clear up any spills of liquids immediately. 
	Committee 

	Fire 
	Risk of physical and psychological harm from a fire starting or spreading within the venue. 

Burns, scolds, injuries
	Committee, students and staff at event 
	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 for society

Fire exits to be checked all clear. 

Fire extinguishers available. 
	Venue and committee 

	Crowds and large gatherings 
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary. 

Disabled access must too be considered here. 
	Anyone at the event 
	To reduce the risk of harm from overcrowding, we will monitor and control the number of people in the area to prevent congestion or crush situations. Clear entry and exit points will be marked, and queues will be managed with barriers or signage to maintain order. We will also ensure accessible routes and seating areas for disabled individuals, keeping pathways wide and unobstructed. Committee  will be present to manage crowd flow, provide assistance, and respond quickly if anyone becomes distressed or unwell.
	Committee 
 
(working with university staff, Estate Patrol and emergency services) 

	Aggression/violence, Bullying & Harassment 
	Verbal Abuse – emotional and psychological harm from receiving verbal abuse due to disagreements. 
 
Physical Assault – Risk of injury from physical attacks due to disagreements. 
 
Intimidating Behaviour – emotional and psychological harm from intimidating behaviour due to disagreements. 
	Committee members, students and staff at event 
	Vigilant committee, considerate and inclusive atmosphere. Any aggressive behaviour will be cause to ask the offender to leave, estate patrol will be called if necessary. 
 
	Committee 

	Food Hazard 
	Biological hazard: Salmonella in chicken can cause food poisoning.
Chemical hazard: Detergent residue left on dishes or surfaces can lead to chemical poisoning.
Physical hazard: Glass found in food can cause choking or physical injury.
Allergenic hazard: Peanut traces in food can trigger allergic reactions in sensitive individuals.

	Committee members, students and staff at event 
	Biological hazard (Salmonella in chicken):
Cook chicken thoroughly to the correct internal temperature, keep raw and cooked foods separate, and maintain good hygiene such as regular handwashing and sanitizing surfaces.
Chemical hazard (Detergent residue):
Store cleaning chemicals away from food areas, use only approved cleaning products, and rinse and dry all equipment and surfaces properly before preparing food.
Physical hazard (Glass in food):
Check all ingredients and equipment for damage, use shatterproof containers where possible, and inspect food before serving to ensure no foreign objects are present.
Allergenic hazard (Peanut traces):
Clearly label all foods containing allergens, avoid cross-contamination by using separate utensils and preparation areas, and train staff on allergen awareness and safe food handling.

	Committee




Add more columns if necessary 

Activity Type 3: Candle decorating for traditional Thadinkyut festival
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. 
	The Common Room on the ground floor was booked in advance to ensure step-free and accessible entry, with nearby lift access and accessible toilets available. Event details were shared through multiple channels, including the WhatsApp society group chat, Instagram posts, and stories, to reach all members. Attendees were encouraged to contact the committee in advance for any specific accessibility needs, with committee members available on-site to provide assistance throughout the event.

	On Campus or Off Campus
	Off campus (the barn student accommodation) 
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Candles are sourced from ethical, store-bought suppliers rather than single-use plastic alternatives. Participants are encouraged to reuse or repurpose their decorated candles after the event. Any waste, such as paint cups or packaging, will be minimized and properly recycled according to university guidelines.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid support will be provided by the venue, as the building has trained first aiders available on-site. Committee members will familiarise themselves with the nearest first aid kit, emergency exits, and contact procedures. In case of any incident, the venue’s first aid team will be contacted immediately, and an incident report will be completed following university guidelines.



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

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

	Intimidating behaviour 



	Miscommunication
Misunderstanding
Misinformation 



	Group members



	Communication with all the members and committee so that no one is left out. Include everyone in the society activities and conversations. 


	Committee members






	Fire risk since we are using candles	Comment by Abigail Pyne: You need to add fire as a separate hazard for this activity - ensure that every hazard has its own column please. 
	careless usage of the candles
	Committee members
	Not be lighting the candles. It will be just painting since we could not light the candles at the accommodation communal area. All the committee members will be checking around for any risks. The room that we booked was also eligible place for any risk of fires (alarms and sprinklers are always on)
	Committee members

	Aggression/violence, Bullying & Harassment 
	Verbal Abuse – emotional and psychological harm from receiving verbal abuse due to disagreements. 
 
Physical Assault – Risk of injury from physical attacks due to disagreements. 
 
Intimidating Behaviour – emotional and psychological harm from intimidating behaviour due to disagreements. 
	Committee members, students and staff at event 
	Vigilant committee, considerate and inclusive atmosphere. Any aggressive behaviour will be cause to ask the offender to leave, estate patrol will be called if necessary. 
 
	Committee 

	Crowds and large gatherings 
	Too many people in an area could ultimately create a crush (worst case scenario). It may also be overwhelming for people and where there are large gatherings, queues will be necessary. 

Disabled access must too be considered here. 
	Anyone at the event 
	To reduce the risk of harm from overcrowding, we will monitor and control the number of people in the area to prevent congestion or crush situations. Clear entry and exit points will be marked, and queues will be managed with barriers or signage to maintain order. We will also ensure accessible routes and seating areas for disabled individuals, keeping pathways wide and unobstructed. Committee  will be present to manage crowd flow, provide assistance, and respond quickly if anyone becomes distressed or unwell.
	committee 
 


	Equipment hazard 
	Use of candles, paints, and hot wax may cause burns, fire risk, or skin/eye irritation from paints or solvents.
	Committee members, students and staff at event 
	Use battery-operated candles where possible to eliminate flame risk.

If real candles are used, ensure supervision at all times and place them on heat-resistant, stable surfaces.
Keep flammable materials (paper, fabrics, hair) away from open flames.
Provide protective aprons and gloves to avoid skin contact with paint or wax.
Ensure good ventilation if using solvent-based paints.
Have a fire extinguisher or sand bucket nearby and brief participants on fire safety.
Clearly mark a safe working area and limit the number of participants at each station.

	Venue and committee 

	Slips, Trips, and Falls 
	Physical harm from falling while walking in the venue. 

Cuts, bruises, injury
	Committee, students and staff at event 
	Committee must ensure all attendees are wearing correct shoes
Make sure walkways and exits are kept clear and free of any personal belongings, and clear up any spills of liquids immediately. 
	Committee 




Add more columns if necessary 

Activity Type 4: Movie Night
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	We booked the room at the ground floor for easy access and provide the information of the event before it happens to prepare for anyone who needed. They can contact us via chat box anytime for more information or any special needs.

	On Campus or Off Campus
	Off campus (The barn student accommodation, the cinema room)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Buy “right-sized” packs based on sign-ups to avoid surplus; keep 10–15% contingency only. 
Use recyclable paper plates for serving (no plastic tubs); confirm the venue’s actual recycling streams and place clearly labelled bins (Mixed Recycling / General Waste). 
Keep original outer cardboard for recycling; flatten and bin correctly. 
Leftovers plan: unopened bags returned to storage for next event; opened but clean bags donated internally the same week; otherwise disposed of safely (no food left in the room). 
Blue roll used sparingly; bring reusable cloths for non-food surfaces where appropriate. 


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



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

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

	Electricity 
	Since we will be using the cinema room, so might be electricity malfunction
	Group members

Committee members
	The committee members will be checking for all the outlets before anyone arrives. We will be running the trail run for movie to check the safety of the group members 
	Committee members 

	Aggression or conflict (e.g. disagreements, frustration, emotional reactions)
	Verbal or physical aggression, distress
	Attendees, committee members 
	Choose age-appropriate film; brief staff on de-escalation; maintain supervision; have quiet area available; remove triggers (e.g. alcohol).
	Committee members


	Slips, trips and falls
	Minor injuries, bruises, fractures 
	Everyone 
	Keep walkways clear; secure cables; provide adequate lighting; clean spills immediately.
	Committee members


	Fire hazard
	Burns, smoke inhalation, serious injury
	everyone
	Test electricals (PAT tested); keep exits clear; no candles; know fire exits; have extinguisher nearby.	Comment by Abigail Pyne: All participants will be made aware of protocol and emergency exits before the activity should a fire break out. 
All participants will be made aware of protocol and emergency exits before the activity should a fire break out

	Committee members


	Crowding/ overcapacity 
	Stress, accidents, difficulty evacuating 
	Attendees 
	Limit numbers to safe capacity; provide clear seating; ensure ventilation.  This will be a ticketed event to ensure numbers are controlled.	Comment by Abigail Pyne: Add that this will be a ticketed event to ensure numbers are controlled. 
	Committee members


	Emotional distress / unsuitable content 
	Anxiety and upset 
	attendees
	Check film rating and content; give warning of sensitive scenes; allow opting out.
	Committee members


	Allergies / food hygiene (snacks, popcorn)
	Allergic reaction, illness 
	Attendees 
	Provide ingredient info; store food safely; hand hygiene; avoid cross-contamination.
Use only sealed, prepacked popcorn from reputable retailer, Iceland.
Keep original packets on the table for anyone to read
Provide clear written allergen info for each flavour; highlight any of the 14 allergens.

	Committee members


	Night-time hazards & controls
	Night-time hazards & controls,  Security/safeguarding: Travel home, Noise / neighbours risk: Fire safety at night
	Attendees and committee mm
members
	Test emergency lighting and switch on low-level aisle lights/lamps.
Mark trip hazards with high-contrast tape; use cable ramps for walkways.
Keep aisles, stairs, and exits completely clear; remove spare chairs/bags
Publish finish time and the last bus/train times; display safe taxi numbers.

	Committee members





Activity Type 5: Secret Santa
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. 
	We will be meeting at depot, the student accommodation, communal area and exchange gifts among the society members. 

	On Campus or Off Campus
	Off campus (depot ,student accommodation) 
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	The amount targeted will be maximum 15 pounds for each gift. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid support will be provided by the venue, as the building has trained first aiders available on-site. Committee members will familiarise themselves with the nearest first aid kit, emergency exits, and contact procedures. In case of any incident, the venue’s first aid team will be contacted immediately, and an incident report will be completed following university guidelines.



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

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

	Night-time hazards & controls
	Night-time hazards & controls,  Security/safeguarding: Travel home, Noise / neighbours risk: Fire safety at night
	Attendees and committee mm
members
	Test emergency lighting and switch on low-level aisle lights/lamps.
Mark trip hazards with high-contrast tape; use cable ramps for walkways.
Keep aisles, stairs, and exits completely clear; remove spare chairs/bags
Publish finish time and the last bus/train times; display safe taxi numbers.

	Committee members


	Fire hazard
	Burns, smoke inhalation, serious injury
	everyone
	Test electricals (PAT tested); keep exits clear; no candles; know fire exits; have extinguisher nearby.  All participants will be made aware of protocol and emergency exits before the activity should a fire break out.	Comment by Abigail Pyne: All participants will be made aware of protocol and emergency exits before the activity should a fire break out. 
	Committee members


	Slips, trips and falls	Comment by Abigail Pyne: You need to add bullying/aggression as a hazard here. 
	Minor injuries, bruises, fractures 
	Everyone 
	Keep walkways clear; secure cables; provide adequate lighting; clean spills immediately.	Comment by Abigail Pyne: As participants will be buying surprise gifts, you need to add mitigations for the hazard of offensive/inappropriate material in case someone receives a offensive or inappropriate gift. 
	Committee members


	Bullying and aggression
	Bullying and aggression within the society
	Everyone
	Make sure there is no bullying going on within the society, will always check on everyone to make sure of their security.
	Committee members

	The hazard of offensive/inappropriate material 
	Participants may be exposed to offensive, discriminatory, or inappropriate content
	Everyone 
	Clearly communicate expected behaviour and a zero-tolerance policy for offensive or discriminatory content before and during the event.
Provide attendees with a safe and discreet way to report concerns to a committee member.
Brief all volunteers/committee members on how to handle incidents calmly, professionally, and sensitively.
If necessary, ask individuals who continue inappropriate behaviour to leave the event to protect it

	Committee members
[bookmark: _GoBack]



Add more columns if necessary 
image1.png




