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
	ENT Surgery Society

	Assessed by
	Joe Dugas
	Date
	14/10/2025

	Signed off by
	Amy Close
	Date
	20/10/25



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

	
	
	
	
	

	
	
	
	
	



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
	Online teaches (zoom/teams)
	One-hour long teaching sessions delivered over MS Teams or Zoom
	Every 2 weeks
	Personal devices

	2
	Workshops
	In-person workshops where attendees can practice suturing skills
	Once termly
	Suturing practice pads
Needle holders
Forceps
Needles and sutures
All provided by the society

	3
	AFHEA teaching sessions
	In-person teaching lasting 45 mins to 2 hours. Will take place in St Luke’s or the RILD. Organised and delivered by 1 nominated medical student. One or more committee members will assist each session
	4 sessions across the year
	Provided by ENT society and the medical school:
Pens, Smart Board, Monitor

	4
	
	

	
	

	5
	
	

	
	

	6
	
	
	
	





	
	
	


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: Online teaches
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.
	Not required – delivering teaching remotely makes it more accessible to those with disabilities

	On Campus or Off Campus
	Off campus - online
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	No requirement for transportation or paper teaching aids

	[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 - no physical risks as online



	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?”



	Aggression / Violence,
Bullying & Harassment 
	Online harassment or bullying of those delivering teaching or those in attendance. We will ensure that all behaviour in the teaches is appropriate
	Speaker and attendees
	At least one committee member will be present at each session and will act as a moderator. 
There will be zero tolerance taken to any abusive behaviour, with anyone behaving inappropriately being removed from the call. 
Only those invited allowed into the group call
	Committee

	Freedom of speech  
	Ensure all are able to exercise their right to non-disruptive free speech during teaches 
	Speaker and attendees 
	Ensure speakers are aware of free speech regulations and University guidelines regarding free speech. 

	Committee

	Online safety
	Privacy breaches from screen sharing 
Breaches of data protection from sharing personal or sensitive information 
	Speaker and attendees
	Disable all but the presenter from sharing their screen 
Review the slides to be presented before the teach is delivered to ensure no sensitive information is shared. Any medical cases referred to for teaching purposes will be either fabricated or anonymised
Using a secure online platform (MS Teams) will allow us to only admit University of Exeter students to the calls 
	Committee

	
	
	
	
	



Add more columns if necessary

Activity Type 2: Workshop
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 venue will provide appropriate disability access such as elevators, slopes, etc

	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.
	The venue is accessible for most students in a walking/cycling distance.

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

	Slips, trips and falls
	Cuts, bruises and injury from obstacles, or slippery surfaces
	Anyone in attendance
	Wet Surfaces will be cleared and locked off
Any equipment causing a possible risk to fall will be removed 
The committee will ensure the venue is free from obvious trip hazards where possible.
Any spillages or slip risks will be cleaned promptly or clearly marked with warning signs.
Adequate lighting will be maintained, especially when people are moving or using stairs.
Fire exits and access routes will always remain clear.
The committee will familiarise themselves with the venue’s emergency procedures.
All committee members are medical students with first aid training.
Members know when and how to call emergency services (999).
Accessibility needs will be considered to ensure safe access for all attendees.

	Committee
Campus staff 

	Fire
	Burns, scalds, injury
	Everyone in attendance
	We will select areas with clearly marked fire exits and ensure all attendees are made aware of their locations. 
Confirm with the premises controller that fire safety measures are in place and review event-specific fire arrangements.
Nominate a responsible committee member to oversee fire evacuation if required.
Ensure all fire exits are always checked and kept clear.
Confirm that fire extinguishers are present and accessible.

	Committee
Premises controller 


	Sharps/ Sharp instruments
	Use of needles, scalpels, broken glass, or other sharp instruments in clinical or laboratory settings.
Cuts or puncture injuries.
Exposure to bloodborne pathogens (e.g. HIV, Hepatitis B, Hepatitis C).
Infection resulting from contaminated materials.
Cross-contamination between patients, samples, or equipment.

	Everyone in attendance
	Use safety-engineered sharps (e.g. retractable needles or blades with guards) whenever possible.
Ensure all staff and students receive training on the safe handling and disposal of sharps.
Dispose of sharps immediately after use in clearly labelled, puncture-resistant containers.
Position sharps bins at the point of use to minimise handling.
Never recap needles to prevent needlestick injuries.
Carry out regular checks and audits of sharps management procedures.
	Committee

	Equipment malfunction

	Injury to patients or staff (e.g. burns, electric shock, crushing injuries).
Inaccurate results leading to potential misdiagnosis or inappropriate treatment.
Delays in essential procedures or patient care.
Increased stress and likelihood of human error during emergencies.

	Students in attendance

	Conduct regular maintenance and safety checks on all equipment following manufacturer instructions.
Restrict equipment use to trained and authorized personnel only.
Immediately report, isolate, and tag out any faulty or damaged equipment.
Maintain a log of all maintenance and servicing activities.
Display safety signage and ensure emergency stop controls are accessible where applicable.
Provide clear operating instructions and emergency procedures at all equipment locations.
Electrical equipment to be PAT tested

	Committee


	Aggression / Violence, Bullying & Harassment 
	In person or online harassment or bullying of those delivering teaching or those in attendance. We will ensure that all behaviour in the teaches is appropriate
	Speaker and attendees
	At least one committee member will be present at each session and will act as a moderator. 
There will be zero tolerance taken to any abusive behaviour, with anyone behaving inappropriately or unsafely being asked to leave the workshop 

	Committee

	Alcohol/Drugs
	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.  
Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.  
Overdose - Serious risk to life caused by excessive drinking and drug use.  
Mental health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.  
Physical altercation - Risk of physical altercation due to decision making amplified using Alcohol and or/drugs.  
Spiking – Risk of ill health due to drinks being spiked in settings where alcohol is served.  
Verbal altercation - Risk of altercations due to decision making amplified using Alcohol and or/drugs. 

	Anyone in attendance

	This is an alcohol-free event. 

All committee members will remain sober and ensure that alcohol is not permitted at the event. 

Anyone found intoxicated or using drugs will be asked to leave.
For their safety, individuals will be escorted home via walking or public transport if needed.
A zero-tolerance policy is in place for binge drinking.
At events where alcohol may be present, at least two sober committee members will always be on duty.

	Committee





Add more columns if necessary

Activity Type 3: AFHEA teaching sessions
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.
	All in-person teaching will be held in accessible rooms

	On Campus or Off Campus
	On campus (St Luke’s)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	St Luke’s is easily accessible by foot, bicycle or public transport. Session materials will be digital to reduce paper use

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid kits are on site and all committee members are medical students with first aid training – at least one will be in attendance at each session



	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
	Fire can cause injury or death through both burns and smoke inhalation
	All in attendance 
	Contact venue in advance to ask about fire provisions
Fire alarm and detection system in place
Instruct members on fire safety – leave via the closest safe exit, do not panic, do not return to the building.
Instruct members not to block fire exits
Do not fill venues beyond capacity
Ensure members leave the premises on hearing the alarm
	Committee

	Slips, trips and falls 
	Injury caused by any accident that occurs while moving around the venue
	All in attendance
	The committee will be responsible for ensuring the environment is free of any obvious trip hazards where possible. Any spillages or slip hazards will be cleared up or labelled with a warning either by committee or venue.

Appropriate lighting will be used in lecture theatres, particularly when people are moving around and using stairs.
All committee members are medical students with extensive first aid training and knowledge of when to call for help – 999.  
	Committee

	Overcrowding
	Too many people for the room size may result in risk of discomfort, injury, and inability to evacuate when necessary
	All in attendance
	Have a pre-booking system in place to ensure no more than a safe number of attendees are present and do not allow extras on the day
Contingency plan in place for organised evacuation 

	Committee

	Equipment malfunction

	Injury to patients or staff (e.g. burns, electric shock, crushing injuries).
Inaccurate results leading to potential misdiagnosis or inappropriate treatment.
Delays in essential procedures or patient care.
Increased stress and likelihood of human error during emergencies.

	Students in attendance

	Conduct regular maintenance and safety checks on all equipment following manufacturer instructions.
Restrict equipment use to trained and authorized personnel only.
Immediately report, isolate, and tag out any faulty or damaged equipment.
Maintain a log of all maintenance and servicing activities.
Display safety signage and ensure emergency stop controls are accessible where applicable.
Provide clear operating instructions and emergency procedures at all equipment locations.
Electrical equipment to be PAT tested

	Committee


	Aggression / Violence,
Bullying & Harassment 
	Any harassment or bullying of those delivering teaching or others in attendance. We will ensure that all behaviour in the teaches is appropriate
	Speaker and attendees
	At least one committee member will be present at each session and will act as a moderator. 
There will be zero tolerance taken to any abusive behaviour, with anyone behaving inappropriately being removed from the session. 

	Committee




Add more columns if necessary

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

	On Campus or 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?
	
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ 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?”

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Add more columns if necessary
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