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
	Friends of MSF Exeter 

	Assessed by 
	Duncan and Orla
	Date
	23/07/2025

	Signed off by 
	Emily Jameson
	Date
	08/09/2025



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
	

	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
	Language classes
	-       A 3-part educational series designed to teach students the basics of medical French, Spanish, and Arabic, as these are the three key languages used by MSF. 
-       Sessions will be held virtually and led by committee members who are fluent in the above languages, in collaboration with respective language societies. 
-       Open to all students with interest in global health
-       FOC with suggested donation to MSF. 
-       Certificates available for those attending each session
	X3
	N/A- virtual

	2
	Glass Painting
		·   A social glass painting event led by committee members. 


· Two-tiered ticket: including or not including glass, any profits donated to MSF
	x1
		Provided by group:  
Glasses 
Glass paints
Paintbrushes 


Sheets to protect table
MSF merchandise

	3
	Pub Quiz
		· A social pub quiz event


· Tickets FOC, suggested donation to MSF
	x1
		Provided by Group: 


Answer sheets
Prizes 
MSF merchandise 

	4
	Santa Fun Run
		 -  A 5km festive fun run led by committee members 


· FOC with suggested donation to MSF

	X1 
		Provided by group: 
Santa Hats


Inflatable Santa suit

	5
	Bake Sale
	· Bake sale hosted on campus/ university of Exeter grounds selling baked goods provided by committee or society members.

· All money raised will be donated to MSF.
	X2
	Provided by campus/ the university:
-Table
-Chairs
Provided by the guild:
-Card reader
Provide by Committee:
-Baked goods e.g. cakes, brownies.
-Tins
-Decorations/signs for the stall





	
	
	


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: Language classes 
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. 
	N/A 

	On Campus or Off Campus
	Off Campus- Online 
	[bookmark: _Int_fuSP26Ax]Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	N/A

	[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?
	N/A



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



	Aggression/Violence, Bullying & Harassment
	Cyber Bullying- Harassment through chat function of virtual call.
	Session Facilitator 
Attendees
		Ensuring additional committee members are present to monitor the virtual chat. 



Ensure all committee members/ facilitators are directed to The Wellbeing Service and the NHS Urgent Mental Health Line.
If attendee affected, direct them to the above services. 
An online facilitator (member of society committee) will monitor the online teaching session live and make sure both students and teachers act appropriately. If not, facilitators can report these incidents to committee members and further to the guild.
	Committee

	Electrical
	Technical issues disrupting session: session unable to be completed
	Group members
	Ensure stable internet connection and working microphone/camera by testing before initiating a session. Have a backup device ready. Provide clear instructions for technical troubleshooting
	Activity organiser

	Online safety
	Ensure that the event link is only to provided to verified attendees
Ensure the online call has a waiting room function and the option to remove attendees if necessary
	Students in attendance 
	Committee will remove anyone who is not a verified attendee and watch and control the waiting room
	Committee members 

	Free Speech Regulations
	Ensure all speakers are made aware of free speech laws and that expectations are set around not breaching legal speech
Ensure all attendees are allowed to exercise their right to (non-disruptive) free speech during the event
	Students in attendance 
	Committee will allow people to speak freely withing the university guidelines
All participants will be informed of the Guild and University’s Freedom of Expression policies
Participants will comply with the law regarding hate speech, where this line is crossed this will be reported to the students’ guild 
	Committee members 










Activity Type 2: Glass Painting
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Ensure that chosen campus venue is wheelchair accessible 
Release information and pictures of the venue prior to event. 
Identify nearby quiet areas. 

	On Campus or Off Campus
	On Campus 
	[bookmark: _Int_eHs2X6HD]Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Encourage walking and use of public transport to the venue 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid. Who will provide first aid – Activity Organiser/ Venue?
	-Estate Patrol
- Attending committee members will familiarise themselves with the location of nearest first aid kit and nearest defibrillator.
Contact 999 if life-threatening emergency, and 111 if non-life threatening



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

	Equipment 
	Risk of injury from broken glass
	Attendees + Committee
	Estate patrol to be called in the case of an incident involving broken glass
Glass to be kept on tables and away from places it can easily fall
Attendees instructed to be careful with the glass and make sure it’s placed firmly on a flat surface
Using non toxic paints, handwashing facilities available nearby 
	Commitee members 

	Slips and Trips
	Risk of slipping due to wet floors

Risk of slipping due to items, e.g. bags, left in walkways

Risk of tripping on uneven floor surfaces.

	Attendees + Committee
	Ensure spillages are quickly identified and cleared up using supplies provided by the venue.
Keep walkways and exits around the venue unobstructed.
Flooring in good condition, venue well lit
	Commitee members 

	Fire
	A fire is a risk at this event as it will be held at an indoor venue which poses the risk of potential injury/death if evacuation is not carried out appropriately following an alarm.

	Attendees + Committee
	Confirm with premises 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
	Commitee members









Activity Type 3: Pub Quiz 
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. 
	Make attendees aware of sober committee members present.
Allow members to enter/leave as they please
Aim to host at venues which are wheelchair accessible.
Release information and pictures of the venue prior to event. 
Identify nearby quiet areas.

	On Campus or Off Campus
	Off Campus
	Please provide details of how you have considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Encourage use of walking/public transport to reach the venue. 
Ensure paper used for the quiz is recycled and try not to print many spare quizzes answer sheers.
Use local/independent pub as venue 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid. Who will provide first aid – Activity Organiser/ Venue?
	At least one first aid trained member of committee present throughout the session
- Attending committee members will familiarise themselves with the location of nearest first aid kit and nearest defibrillator.
Contact 999 if life-threatening emergency, and 111 if non-life threatening



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

	Alcohol/Drugs
	The event will be hosted at a pub where alcoholic drinks will be available. 
Attendees may become intoxicated potentially resulting in injury due to impaired judgement or ill health from having too much to drink.
	Attendees
	Sober committee members present at event. 1:30 ratio
No encouragement to drink at the event; non-drinkers welcome and encouraged.
Attendees who are drunk are identified by committee and looked after to make sure they get home safe.
Anyone found using drugs will be removed from the event.
Venue has security/staff in place and is licensed
	Commitee

	Fire
	A fire is a risk at this event as it will be held at an indoor venue which poses the risk of potential injury/death if evacuation is not carried out appropriately following an alarm.
	Committee + Attendees
	Confirm with premises 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 + Committee

	Slips and Trips
	Risk of slipping due to wet floors

Risk of slipping due to items, e.g. bags, left in walkways

Risk of tripping on uneven floor surfaces.
	Committee + Attendees
	Ensure spillages are quickly identified and cleared up using supplies provided by the venue.
Keep walkways around the venue unobstructed.
Flag any hazards to the venue
Flooring in good condition and well lit
	Committee + Venue

	Aggression/Violence
	Aggressive or violent behaviour from attendees or general members of the public in the pub.
	Committee/Attendees
	Anyone exhibiting aggressive or violent behaviour will be asked to leave the event and the pub’s security will be informed if escalation.
	





Activity Type 4: Santa Fun Run
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. 
	Release information and pictures of the venue prior to event. 
Identify nearby quiet areas.


	On Campus or Off Campus
	Off Campus
	Please provide details of how you have considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Choose a starting point around the centre of Exeter, easily accessible by foot or public transport.

	Is additional specific Event Insurance required?
	n/a
	Describe arrangements for First Aid. Who will provide first aid – Activity Organiser/ Venue?
	Attending committee members will familiarise themselves with the location of nearest first aid kit and nearest defibrillator.
Contact 999 if life-threatening emergency, and 111 if non-life threatening



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

	Slips and Trips
	Potential for someone tripping or falling over during the run resulting in injury.
	Committee/ Attendees
	Ensure a committee member is running at the front, middle and back of the group so falls/trips are identified early. 
Make sure committee members have their phones on them to call the emergency services if needed.
Appropriate footwear to be worn 
Route checked in advance to ensure it’s safe for running on 
Weather checked to ensure it’s safe for running
	Committee

	Traffic accidents when crossing roads.
	Potential for traffic collisions and severe injury if the run route involves crossing roads.
	Committee/ Attendees
	When crossing roads ensure a committee member is at the front to wait for green lights at crossings. When crossing have a committee member either side of the crossing to make sure everyone gets across safely.
Similar system as above for crossing roads without traffic lights, however waiting for an empty/gap in traffic rather than a green light.
Try to plan to avoid crossing roads when creating the route for runs.
	Committee

	Dehydration and fainting
	Risk of attendees becoming dehydrated if they do not bring enough fluids/water. This could lead to falls/fainting.
	Committee/ Attendees
	Encourage people to bring fluids + sugary snacks for if they are feeling a bit faint.
Inform people to stop if they are feeling unwell/faint and have someone, ideally a committee member, wait with them.
	Committee

	Sporting activity
	Sporting injury - Risk of sprains, strains due to overexertion, conditioning and/or poor instruction.
Dehydration - Risk of dehydration due to lack of liquids.
First aid provision - Risk of exasperated injury due to unsuitable first aid
provision.
Weather - Risk of injury due to weather impacting conditions.


	Attendees
	Regular water breaks 

Weather will be taken into account 

Any attendee with pre-existing injuries will be encouraged to discuss any accessibility requirements with a committee member. 

We will always take the weather into account and would never run in bad/dangerous weather. 
There will always be suitable rest/shaded areas available and the use of suncream will be strongly encouraged.
	Committee members

	Weather
	Extreme weather conditions: Storms, heatwaves, heavy rain, high winds. Risk of injury and ill health because of extreme weather conditions.


	Attendees
	Weather conditions will be monitored when running and planning events.
 In the case of bad weather the event will be cancelled. 
In case of warm weather, appropriate clothing to be worn, sunscreen encouraged and water available
	Committee members


Activity Type 5: Bake Sales
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	?40(dependent on footfall)
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Aim to host at venues which are wheelchair accessible.
Release information and pictures of the venue prior to event. 
Identify nearby quiet areas.

	On Campus or Off Campus
	On Campus
	[bookmark: _Int_LoPY6aMT]Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Encourage walking and use of public transport to the venue
Encourage bakers to use reusable containers
Disposable utensils made of recyclable materials

	Is additional specific Event Insurance required?
	no
	Describe arrangements for First Aid. Who will provide first aid – Activity Organiser/ Venue?
	Estate Patrol
Attending committee members will familiarise themselves with the location of nearest first aid kit and nearest defibrillator.
Contact 999 if life-threatening emergency, and 111 if non-life threatening



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



	 Food Allergies & Intolerance 
	Risk of anaphylaxis from food and drink containing allergens. 
Risk of ill health from cross contamination and incorrect handling techniques. 
	Attendees
	Those providing baked goods responsible for food and hygiene standards and disclosing any allergens. Anyone baking goods will have a level 2 food safety certificate
Ensure hosting committee are aware of key allergens and list all allergens on cake label.
Ensure venue has suitable emergency arrangements in place to deal with emergencies
Food stored correctly on stall preventing cross contamination
	Committee

	Food & Drink Hygiene 
	Risk of illness if food prepared or stored incorrectly

Risk of microbiological contaminants growing if stored at incorrect temperature. 


	Attendees
	Ensure committee members have read and understood the student’s guilds food safety policy. 

Anyone baking goods will have a level 2 food safety certificate

Ensure allergens are kept and handled separately to prevent cross contamination.

Food kept in sealed containers to avoid cross contamination. 

Use serving utensils to minimise handling of food and drinks or Gloves available for handling food
Handwashing facilities available nearby
	Committee

	Fire
	A fire is a risk at this event as it will be held at an indoor venue which poses the risk of potential injury/death if evacuation is not carried out appropriately following an alarm
	Attendees and Committee
	Confirm with premises 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 and Trips
	Obstacles on the floor such as boxes or rubbish such as napkins. 
	Attendees and committee 
	Bake sale leader to inspect area for any trip hazards within bake sale area. 

Ensure area is kept clear of obstructions

Bin bags provided to ensure rubbish, encourage recycling where possible. 

Spillages to be cleared up immediately 

Flooring in good condition and well lit
	Committee

	Legal Compliance
	Charity Law
	Committee
	Committee will review charity law to ensure fundraising is compliance
No one will be pressured in to donating
Charity number will be displayed 
	Committee
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