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
	Exeposé

	Assessed by 
	Beth Casey and Charlotte Isbell, Print Editors-In-Chief
	Date
	10/06/26

	Signed off by 
	Abi Pyne 
	Date
	22/07/26



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: 

	Ram welfare drop ins
	Beth Casey and Charlotte Isbell
	10/06/26
	AP
	22/07/26

	
	
	
	
	



Add more rows as required 






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

	Sport / Activity
	

	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 stall
	Welcome week forum stall with committee members introducing the society to students. Will have banners and a table with newspapers, and society logos.  
	One off 
	Banner for the society will be put up and new editions of the paper to be handed out

	2 
	Pub trips 
	Members trip to the pub, an opportunity to meet and chat to people in the society. 
	Once a fortnight 
	Drinks (alcoholic or soft) ordered and paid for by individuals.

	3
	Picnics
	Gathering of members on a green space on campus. Opportunity to eat snacks and soft drinks while getting to know other members of the society. It will be overseen by the Editors-In-Chief. 
	Once a term
	Food and drink (soft) and blankets provided by both the group

	4
	Conferences
	Looking to go to SPANC conference in the summer term. 2-5 people. Looking to get some awards for the society and to network with potential employees and other society leads across the country.  
	One off
	Will make our own way there and provide own accommodation

	5
	Café/Coffee meetups
	Café meeting and workshops, run by presidents. Aiming to welcome new society members and provide support for writers who are unsure about form, structure or content. Also works as networking between students.  
	Once a term
	Provided by society.

	6
	Media room drop-in sessions and pizza and proofing 
	Drop-in sessions for writers for both Print and Online, to allow writers to ask questions etc. Media room also used for print writing and editing.  
	Every fortnight
	Pizza, ordered through campus catering services, media room.  

	7
	X-Media Christmas and Spring Balls
	A sitting dinner at a venue of choice, involving the serving of food and alcohol, entertainment and awards, in collaboration with other societies.
	Twice in the academic year
	Food and drink (alcohol) provided by an outside supplier. Photography and entertainment equipment provided by societies.

	8
	Ram drop ins and welfare visits
	A drop in session with committee to allow members and writers to express concerns or questions or simply for members to get to know each other
	Fortnightly
	Food and drink provided by the Ram pub

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





	
	
	


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: Forum Stalls
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	4-6 committee members manning stall
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Forum is fully accessible  

	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 signs and materials 

	[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?
	Guild event 



	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?
Crowds
	“What is the hazard you have identified; how could it cause injury – what are the risks?  
Overcrowding can cause people to be pushed and injured 
 
	“Who is in danger of being harmed?”
Any student or staff partaking in the welcome week stalls is in danger of all the assessed hazards
	“How are you going to eliminate or reduce the risk of someone being harmed?”
Make sure only a few people are manning the stall at a time and there is plenty of space to move around for students visiting

	“Who is responsible for implementing and monitoring this?”
Guild and committee members manning the stall



	Fire 
	A fire/fire drill can cause injury. Fire itself being dangerous, but also a drill could cause more overcrowding and panic 

	Any student or staff partaking in the welcome week stalls is in danger of all the assessed hazards
	Fire exits to be checked and kept clear, fire extinguishers available, nominated person to manage fire evacuation, confirm with event organisers that fire controls are in place and discuss specific fire arrangements relative to the event

	The Guild

	Aggression/violence
	Risk of verbal aggression to anyone, could lead to mental distress or panic 

	Any student or staff partaking in the welcome week stalls is in danger of all the assessed hazards
	Committee should maintain a vigilant position to ensure aggression is spotted early and can be flagged/managed by campus staff safely
	Committee in stalls 

	Slips and trips 
	Use of tables, chairs and banners could lead to over cluttering and could lead to people tripping over. Also, any liquid spills could lead to slipping. Steps or uneven flooring across campus and in The Great Hall could cause trips, as could the large number of people viewing stalls.
	Any student or staff partaking in the welcome week stalls is in danger of all the assessed hazards
	[bookmark: _Int_am0C2QMl]Any spillages to be cleaned up immediately, chairs to be tucked away when not in use, any bags or clutter to be kept in a safe location away from people walking by.  Encourage participants to stay vigilant and be aware of their surroundings. 
	Committee in stalls and the Guild.



Add more columns if necessary 

Activity Type 2: Pub trips 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20-40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Will only visit pubs with disabled access 

	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. 
	Students will walk to pubs, including walking bus option to encourage this

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



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

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

	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	The venue and committee members

	Slips and trips
	Spilt drinks could create a slip hazard. 

There could be uneven steps or floors in the pubs or around town that could cause trips. 

The effects of alcohol could lead to more trips and slips.
	Any individual taking part in the event
	Make sure all spills are cleaned immediately. 
Make venue aware of any hazards. 
Have at least one sober committee member to monitor alcohol consumption and look out for members who seem more likely to trip or slip.
Encourage participants to stay vigilant and be aware of their surroundings
	Individuals and committee

	Alcohol/drugs
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 
 
	All participants  
	Committee members will highlight that drug usage is unacceptable, and will be wary of consumption of alcohol, particularly with new students

1 or 2 members of the committee will remain sober for socials, in order to stay aware and sort any issues. 
	Venue, committee members and individuals 

	Aggression/violence 
	Risk of verbal/physical aggression towards any member of the group. Could lead to mental or physical distress. 
	All participants  
	Will monitor the consumption of alcohol and encourage a friendly space for students where any form of abuse will not be tolerated. In the event of aggressive behaviour, responsible individuals will be asked to leave.
	Individuals/Committee members

	Food & Drink hygiene/Food allergies & intolerance 
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee 

	Night-time darkness
	Greater risk of crime during night time. 

Greater risk of meeting strangers under the influence of alcohol and/or drugs.
 
Darkness might also make movement difficult, whether walking to the event sober or home afterwards, this should be considered something that may lead to injury.
	All participants  
	Encourage people to walk home in groups. 
If anyone is walking home alone, a committee member could accompany them, or they will be asked to message when home safe. 
Participants will be advised to use Taxis for travel home.
	Individuals and committee.




Add more columns if necessary 

Activity Type 3: Picnics
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20-40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Accessible space, near disabled toilets 

	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. 
	Will provide own blankets, encourage the use of sustainable materials, no plastic cups.  

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



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

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


	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee 

	Slips and trips 
	Anything left on the ground such as bags or blankets could be a tripping hazard. Any trips or falls could cause injury. 
There could be uneven steps or ground that could cause trips.
	Any member taking part in the event
	Remind members to be careful where they walk. 
There will not be much physical activity/movement during the activity so little risk of injuries.  
Encourage participants to wear appropriate footwear. 
	Committee 

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society. 

Risk of injury from Physical attacks.

Phycological harm from threats or insults.

Phycological harm caused by discriminatory remarks.
	Any member taking part in the event. 
	Have a clear escalation procedure in place for incident reporting. 
Safezone app will be used for on campus activities to raise help.
Emergency services to be called in the event of an emergency off campus. 
All members to follow code of conduct and behave in a manor epresentative of the Guilds values.
	Committee

	Alcohol/drugs
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 
Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 

	Any member taking part in the event
	Will advertise event as a non-alcohol event and will discourage members from bringing alcoholic beverages. Daytime events, so changes of drugs or alcohol being consumed is low. 
	Committee

	Food & drink hygiene/ food allergies & intolerance
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies. 
Only cold, prepackaged food should be served. 
All food must be clearly marked with ingredients and allergen information. 
High-risk foods should be avoided. 
Any food prepared by members must be made by someone with a Level 2 Food Hygiene certificate. 
Committee will encourage members to wash/sanitise their hands before eating. 
Only use credible suppliers when ordering food and drink.
	Committee

	Weather 
	Risk of slips and trips due to heavy, rain windy conditions

Risk of ill health due to activities being undertaken in extreme weather.
	All participants  
	Check weather conditions prior to event/activity taking place to ensure it’s still safe to run.
Ensure provision for changing weather conditions – Sun cream, coats etc.
	Committee




Add more columns if necessary 

Activity Type 4: Conferences (SPANC) 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Individuals will make their own way there and accessibility is the responsibility of the organisers

	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. 
	Train journey/shared cars to travel there. Will encourage sustainability of members

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



	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?


	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee 

	Slips and trips 
	Could fall and injure oneself during travel. During the event spills of drinks could cause fall hazards.  There could be uneven steps or floors in the venue that could cause trips.
	Anyone taking part in the event
	Encourage care is taken when travelling to the events and while in attendance. Ensure spills are cleaned up. Encourage participants to stay vigilant and be aware of their surroundings  
	individuals

	Alcohol/drugs 
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 

	Anyone taking part in the event 
	Remind members attending that they’re representing the society and university and should conduct themselves in a way that reflects that. 
1-2 committee members to remain sober throughout the event.
Zero tolerance for drug consumption and binge drinking. 
	Committee  

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society and outside of it. 

Risk of injury from Physical attacks.

Phycological harm from threats or insults.

Phycological harm caused by discriminatory remarks.
	Anyone taking part in the event
	Have a clear escalation procedure in place for incident reporting. 
Safezone app will be used for on campus activities to raise help.
Emergency services to be called in the event of an emergency off campus. 
All members to follow code of conduct and behave in a manor epresentative of the Guilds values.
	Committee  

	Travel
	Risk of members suffering a medical emergency whilst travelling.

Risk of injury due to congestion and overcrowding in dense 
areas.

Risk of missing persons whilst travelling, introducing uncertainty

Risk of valuables being stolen whilst travelling.

Escalated level of risk caused by strong weather conditions.
	Anyone traveling to the event
	Stay on top of travel disruptions and make sure everyone is aware of them. 
Stay on top of weather conditions, and make sure everyone is aware of them. 
Tell members to look after their belongings.
Be aware of any member on the activity who may have a medical condition that requires medication. 
Keep an emergency contact list of members on the activity. 
Take out travel insurance for long journeys. 
	Committee 

	Food & drink hygiene/ food allergies & intolerance
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee




Add more columns if necessary 

Activity Type 5: Coffee shop trips 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Individuals will make their own way there and will choose accessible venues 

	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. 
	Walking to events

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



	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?


	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee 

	Slips and trips 
	Drinks spilt could cause falling hazard. 

There could be uneven steps or floors in the shops or around town that could cause trips. 
	Anyone taking part in the event
	Make sure all spills are immediately cleaned up, and venue are made aware. 
Encourage participants to stay vigilant and be aware of their surroundings.
Encourage participants to wear appropriate footwear. 
	Committee, venue 

	Alcohol/drugs 
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 

	Anyone taking part in the event 
	Remind members attending that they’re representing the society and university and should conduct themselves in a way that reflects that. 
1-2 committee members to remain sober throughout the event.
Zero tolerance for drug consumption and binge drinking. 
	Committee  

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society and outside of it. Could cause physical or mental distress
	Anyone taking part in the event
	Encourage friendly relationships and in the event of unfriendly or aggressive behaviour, responsible individuals will be removed.
	Individuals 

	Food & drink hygiene/ food allergies & intolerance
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee




Activity Type 6: Media room drop in sessions 
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. 
	Media room is fully accessible

	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. 
	Walking to events on campus, recycling bins provided

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



	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?


	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”
 

	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee 

	Slips and trips 
	During the event spills of drinks could cause fall hazards. Wires and chairs can cause a trip hazard. Any fall could cause injury. 
	Anyone taking part in the event
	Make sure all spills are cleaned immediately. 
[bookmark: _Int_tGvfpQ0F]Encourage care when walking around the media room, especially near computers.  
Encourage participants to stay vigilant and be aware of their surroundings
Encourage participants to wear appropriate footwear.
	Committee

	Alcohol/drugs 
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 

	Anyone taking part in the event 
	Alcohol may be provided in the case of pizza and prosecco final proofing sessions, but will be bought by committee members and only enough for a glass per person.  

1-2 committee members to remain sober throughout the event.
Zero tolerance for drug consumption and binge drinking. 
	Committee and individuals

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society and outside of it. 

Risk of injury from Physical attacks.

Phycological harm from threats or insults.

Phycological harm caused by discriminatory remarks.
	Anyone taking part in the event
	Have a clear escalation procedure in place for incident reporting. 
Safezone app will be used for on campus activities to raise help.
Emergency services to be called in the event of an emergency off campus. 
All members to follow code of conduct and behave in a manor epresentative of the Guilds values.
	Committee  

	Food & drink hygiene/ food allergies & intolerance
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee




Activity Type 7: X-Media Christmas and Spring Balls 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	110-130
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	All areas accessible to disabled visitors, Guide Dogs permitted, personnel disability awareness trained, menus available in large print format 

	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. 
	Students will walk to the venue, and food will be pre-ordered so as to avoid wasteful consumption

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



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

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

	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee, Venue 

	Slips and trips
	Spilt drinks could create a slip hazard.  There could be uneven steps or floors in the venues that could cause trips.
	Any individual taking part in the event
	Make sure all spills are cleaned immediately. 
Make venue aware of any hazards. 
Encourage participants to wear appropriate footwear.
	The committee / Venue

	Alcohol/drugs
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 

	Anyone taking part in the event 
	Alcohol may be provided in the case of pizza and prosecco final proofing sessions, but will be bought by committee members and only enough for a glass per person.  

1-2 committee members to remain sober throughout the event.
Zero tolerance for drug consumption and binge drinking. 
	Committee and individuals

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society and outside of it. 

Risk of injury from Physical attacks.

Phycological harm from threats or insults.

Phycological harm caused by discriminatory remarks.
	Anyone taking part in the event
	Have a clear escalation procedure in place for incident reporting. 
Safezone app will be used for on campus activities to raise help.
Emergency services to be called in the event of an emergency off campus. 
All members to follow code of conduct and behave in a manor epresentative of the Guilds values.
	Committee  

	Food & Drink hygiene/Food allergies & intolerance 
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee

	Night-time darkness
	Greater risk of crime during nighttime. 

Greater risk of meeting strangers under the influence of alcohol and/or drugs. 
	Any member taking part in the activity. 
	Encourage people to walk home in groups. If anyone is walking home alone, a committee member can accompany them, or they will be asked to message when home safe. 
Participants will be advised to use Taxis for travel home.
	Committee

	Contractors
	Poor communication:  Risk of incident caused 
by poor communication between Student group, 
contractor and Students Guild.
	Any member taking part in the activity
	Inform the Students Guild of any third-party contracted work.
	The committee

	Equipment
	Electricity: risk of serious injury from electric shock from entertainment equipment such as microphones and speakers.
	Any member taking part in the activity
	Implement regular checks on equipment to ensure there are no signs of damage. 
Use Personal protective equipment where necessary.
	Committee members 

	Harmful Noise/ Nuisance noise
	Risk of poor communication because of a loud environment. 
	Any member taking part in the activity
	Monitor the volume of amplified speakers, ensuring they don’t reach a dangerous thresholds, as specified in guidance on student leader’s portal
	Committee



Activity Type 7: Meet the committee drop-ins at The Ram
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The Forum and The Ram are accessible with wheelchair access via the Forum Hill and ramps.

	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. 
	Students will walk to the venue and there are recycling bins across campus and in the Ram.

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




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

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

	“What is the hazard you have identified, and the risk associated with that hazard”? 


	“Who is in danger of being harmed?”

	“How are you going to eliminate or reduce the risk of someone being harmed?”


	“Who is responsible for implementing and monitoring this?”


	Fire
	Risk of serious injury/fatalities because of obstructed exits from 
building.
	Any individual taking part in the activity and staff at the venue
	Confirm with the venue that fire controls are in place and discuss specific fire arrangements relative to the event. 

Fire exits to be checked and kept clear. 

Fire extinguishers available. 

Nominated person to manage fire evacuation and ensure an evacuation point is established away from the venue
	Committee, Venue 

	Slips and trips
	Spilt drinks could create a slip hazard. There could be uneven steps or floors in the pubs or around town that could cause trips. The effects of alcohol could lead to more trips and slips.
	Any individual taking part in the event
	Make sure all spills are cleaned immediately. 
Make venue aware of any hazards. 
Have at least one sober committee member to monitor alcohol consumption and look out for members who seem more likely to trip or slip.
Encourage participants to stay vigilant and be aware of their surroundings
	Individuals and committee

	Alcohol/drugs
	Over-consumption of alcohol can lead to more unpredictable behaviours and leaves individuals with less sense of danger. 

Illegal drug use leads to unpredictable behaviours and risks the individual getting into legal trouble. 
 
	Any individual taking part in the event 
	Committee members will highlight that drug usage is unacceptable, and will be wary of consumption of alcohol, particularly with new students

1 or 2 members of the committee will remain sober to stay aware and sort any issues.
Zero tolerance for drug consumption and binge drinking.
	Venue, committee members and individuals 

	Aggression/violence 
	Verbal/physical abuse could be targeted towards any member in the society and outside of it. 

Risk of injury from Physical attacks.

Phycological harm from threats or insults.

Phycological harm caused by discriminatory remarks.
	Anyone taking part in the event
	Have a clear escalation procedure in place for incident reporting. 
Safezone app will be used for on campus activities to raise help.
Emergency services to be called in the event of an emergency off campus. 
All members to follow code of conduct and behave in a manor epresentative of the Guilds values.
	Committee  

	Food & Drink hygiene/Food allergies & intolerance 
	Risk of exposure to allergens, could cause allergic reaction. 

Risk of serious illness due to food and drink being 
stored in incorrect conditions.

Risk of ill health due to food/drink being contaminated from incorrect handling techniques.
	All participants  
	Food will not be provided as part of the event; drinks will be ordered by individuals. 
Individuals should be aware of their allergies and should make the venue aware of them when ordering. 
Only use credible suppliers when ordering food and drink.
	Committee

	Night-time darkness
	Greater risk of crime during night time. Greater risk of meeting strangers under the influence of alcohol and/or drugs. 

Darkness might also make movement difficult, whether walking to the event sober or home afterwards, this should be considered something that may lead to injury.
	Any member taking part in the activity. 
	Encourage people to walk home in groups. 
If anyone is walking home alone, a committee member could accompany them, or they will be asked to message when home safe. 
Participants will be advised to use Taxis for travel home.
	Individuals and committee.
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