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
	Theatre with Teeth

	Assessed by 
	Rebecca Edmunds 
	Date
	26/07/2025

	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: 

	 
	
	
	
	

	
	
	
	
	



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
Flyering 
	
	
	




	
	
	




	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
	Weekly Bite Workshops (Indoors)
	Weekly workshops created by members for members focused on different aspects of playwriting or dramaturgy. These workshops may involve some elements of practical studio practice, but this remains at the discretion of the Workshop Leader. When these events involve a Guest Speaker from outside the University, a separate Events Risk Assessment will be submitted to the Guild.
	N/a
	All equipment will be provided by the group. For writing-orientated sessions, members will be asked to bring either a laptop/tablet or pen and paper depending on their writing preference. Chairs and tables in the booked venue may be used.

	2
	Production Rehearsals (Indoors)
	Regular rehearsals for large scale productions, staged by members, taking place on campus.
	N/a
	All equipment will be provided by the group.  Chairs and tables in the booked venue may be used.

	3
	Weekly Bite Workshops (Outdoors)
	Weekly workshops created by members for members focused on different aspects of playwriting or dramaturgy. Separate risk assessment for workshops to be held outdoors on University grounds, in suitable weather. They might involve physical activity or games.
	N/a
	All equipment will be provided by the group. For writing-orientated sessions, members will be asked to bring either a laptop/tablet or pen and paper depending on their writing preference.

	4
	Evening/Late Socials/Fundraisers (Indoors)
	Risk assessment for events taking place at night, away from University grounds. These events will include visits to pubs or bars where activities such as open mics or quizzes may be arranged. These events may also be set up to help fundraise for society productions. 
	N/a
	Most equipment will be provided by the group. For fundraising events, a card reader may be required from the Guild to process transactions.

	5
	Daytime Picnic/Café Socials (Outdoors)
	Risk assessment for events taking place during daylight hours, away from University grounds. These events will include picnics and visits to cafes in the city centre.
	N/a
	All equipment will be provided by the group. For café visits, members may be encouraged to bring reusable cups.

	6
	24 hr Show (Indoors)
	Once a term, members write and perform a show in 24 hours. It is rehearsed and performed on campus. The Performance itself may require an additional Events Risk Assessment.

	N/a
	All equipment will be provided by the group. Chairs and tables in the booked venue may be used. Props may be booked for the event via the Chronos booking system.

	7
	Welcome Week Stall
	As part of the 2025 Freshers Fair, the group will have a stall set up in one of the locations assigned by the Guild – either the Great Hall, the Terrace, or the Forum
	N/a
	All equipment will be provided by the group.  Chairs and tables in the booked venue may be used.


	8
	Flyering
	as a part of the 2025 freshers fair, and Edinburgh Festival Fringe, we will, as a society, flyer for shows within the forum and around the university. 
	N/A
	All posters will be checked by the guild and president of society to ensure no profanity nor inappropriate language, or anything which doesn’t align with the guild guidelines. 





	
	
	


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: Weekly Bite Workshops (Indoors)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	These events will be held on campus in either Thornlea, Roborough, or Devonshire House all of which have disabled access to all rooms- including wheelchair access. 
For workshops that are more intensive or feature a louder working environment, a quiet space will be set up in a separate room; allowing members to take a break if necessary.

	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. 
	These events will take place on campus in venues that are easy to walk to and accessible via public transport.
Activity to take place during daylight, reducing the need for electricity consumption. 

	[bookmark: _Int_8vkFayxR][bookmark: _Int_2z7nCL2a]Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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



	Hazard: Fire during Indoor Event

	· Inefficient evacuations put members at risk of long-term harm/injury.
· Obstructed fire exits can slow down and hinder evacuations, putting members at risk of long-term harm/injury.
· Faulty electrical equipment used by members may end up causing a fire.
· Incorrect/improper use of electrical equipment (such as extension leads) may end up causing a fire.
· Members may start fires (accidentally or intentionally) through fire hazards such as cigarettes.

	All Members
	· Before the activity, the Committee will confirm with the premises controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
· A Committee Member will be designated as the Fire Officer before the activity to manage evacuation in the event of a fire.
· Before the event, the designated Fire Office should agree on a muster point with the Committee and the venue team (if applicable) in case of evacuation.
· Before the activity, the Committee Members (led by the designated Fire Officer) will familiarise themselves with the location, fire exits, evacuation routes, and muster point.
· Fire exits are to be checked for obstructions before the activity. 
· Committee Members/Activity Leaders/Fire Officer should check for Fire Extinguishers and/or Fire Blankets and familiarise themselves with their location.
· Any electrical equipment in use during the activity will undergo a visual inspection to ensure it is not visibly damaged and is in working order.
· All electrical equipment supplied for an activity (such as a portable projector) that plugs into the mains must have a PAT certificate.
· If extension leads are being used to supply electricity to devices for the activity, the Committee/Designated Fire Officer will check that they are being used safely and are not being overloaded.
· The Committee will ensure that members follow the smoking rules relevant to the venue.
	The Committee, Designated Fire Officer

	Hazard: Slips, Trips and Falls. 

	· Members may trip on venue furniture if left in a disorderly state. 
· Members may slip on any food or drink spillages made by accident.
· Unsafe and disorderly studio practice may result in injury to members through slips, trips and falls.

	All Members
	· Before the activity, Committee/Activity Leaders will ensure the space is prepared, clean and tidy. Chairs (if in use) will be put to the side or stacked, reducing the risk of trips. 
· Any cables for screens/laptops should not cross the space or walking area. If cables must cross any walking area, they should be secured to the floor with bright-coloured electrical tape and/or clearly signposted.
· Before the activity, the Committee/Activity Leaders will review the venue and take note of trip hazards such as cables/stairs and check if they are signposted. E.g. ‘Mind the Step’ signs.
· Upon arrival, Members will be encouraged to leave any bags under tables (if being used) or in a designated space, away from the activity area, up against a wall/out of the way, reducing the risk of trips.
· In the event of any spillages (such as food or drink), a wet floor sign should be located and placed over the spillage. A Committee Member/Activity Leader must stay with the spillage until it is sign-posted. The wet floor sign should not be removed until the spillage is cleaned up and given time to dry.
· If the Workshop involves Studio Practice, members will be encouraged to work barefoot adhering to studio rules and resulting in better grip. Members must not work in socks as this reduces grip and increases the risk of slips.
	The Committee, Activity Leaders

	Hazard: Alcohol/Drug Consumption

	· Consumption of alcohol/drugs at a sober event may make members feel unsafe.
	All Members
	· Workshops will not feature drugs or alcohol of any kind. They will be marketed to students as sober events.
· The Committee will relay this message to members at the start of the year/term to set the expectations, rules, and boundaries of workshop sessions. This will be in person and via social media announcements.
· If found to be using Alcohol/Drugs during a workshop session, Committee/Activity Leaders will confiscate items found for the remainder of the workshop. 
· If deemed necessary, the Committee Member/Activity Leader will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Any member who turns up to a workshop clearly under the influence of Alcohol/Drugs may be sent home by the Activity Leader. If they clearly cannot get home safely alone, they must be escorted by a Committee Member.
	The Committee, Activity Leaders, Welfare Officer 

	Hazard: Food & Drink Hygiene/Food Allergies & Intolerance

	· Members consuming allergens, directly or indirectly, may trigger an allergic reaction.
	Members with Food Allergies
	· Food and drink will not be provided by the group at Workshops.
· Any food and drink brought to workshops is at the discretion of individual members. 
· Members will be asked to consume any food or drink (especially items containing common allergens) outside of the workshop space.
· If studio spaces (Roborough, Thornlea, Kay House) are being used, members will be encouraged to only bring water, adhering to studio rules.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
	Members, the Committee





Activity Type 2: Production Rehearsals (Indoors)
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. 
	These events will be held on campus in either Thornlea, Roborough, or Devonshire House all of which have disabled access to all rooms- including wheelchair access. 
For rehearsals that are more intensive or feature a louder working environment, a quiet space will be set up in a separate room; allowing members to take a break if necessary.

	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. 
	These events will take place on campus in venues that are easy to walk to and accessible via public transport.
Activity to take place during daylight, reducing the need for electricity consumption, where possible.

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee/Production Team. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Fire during Indoor Event

	· Inefficient evacuations put members at risk of long-term harm/injury.
· Obstructed fire exits can slow down and hinder evacuations, putting members at risk of long-term harm/injury.
· Faulty electrical equipment used by members may end up causing a fire.
· Incorrect/improper use of electrical equipment (such as extension leads) may end up causing a fire.
· Members may start fires (accidentally or intentionally) through fire hazards such as cigarettes.

	All Members
	· Before the activity, the Committee will confirm with the premises controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
· A Committee Member will be designated as the Fire Officer before the activity to manage evacuation in the event of a fire.
· Before the event, the designated Fire Office should agree on a muster point with the Committee and the venue team (if applicable) in case of evacuation.
· Before the activity, the Committee Members (led by the designated Fire Officer) will familiarise themselves with the location, fire exits, evacuation routes, and muster point.
· Fire exits are to be checked for obstructions before the activity. 
· Committee Members/Activity Leaders/Fire Officer should check for Fire Extinguishers and/or Fire Blankets and familiarise themselves with their location.
· Any electrical equipment in use during the activity will undergo a visual inspection to ensure it is not visibly damaged and is in working order.
· All electrical equipment supplied for an activity (such as a portable projector) that plugs into the mains must have a PAT certificate.
· If extension leads are being used to supply electricity to devices for the activity, the Committee/Designated Fire Officer will check that they are being used safely and are not being overloaded.
· The Committee will ensure that members follow the smoking rules relevant to the venue.
	The Committee, Designated Fire Officer

	Hazard: Slips, Trips and Falls. 

	· Members may trip on venue furniture if left in a disorderly state. 
· Members may slip on any food or drink spillages made by accident.
· Unsafe and disorderly studio practice may result in injury to members through slips, trips and falls.

	All Members
	· Before the activity, the production Creative Team will ensure the space is prepared, clean and tidy. Chairs (if in use) will be put to the side or stacked, reducing the risk of trips. 
· Any cables for screens/laptops should not cross the space or walking area. If cables must cross any walking area, they should be secured to the floor with bright-coloured electrical tape and/or clearly signposted.
· Before the activity, the Creative Team will review the venue and take note of trip hazards such as cables/stairs and check if they are signposted. E.g. ‘Mind the Step’ signs.
· Upon arrival, Members will be encouraged to leave any bags under tables (if being used) or in a designated space, away from the rehearsal area, up against a wall/out of the way, reducing the risk of trips.
· In the event of any spillages (such as food or drink), a wet floor sign should be located and placed over the spillage. Someone must stay with the spillage until it is sign-posted. The wet floor sign should not be removed until the spillage is cleaned up and given time to dry.
· If working in a studio, members will be encouraged to work barefoot adhering to studio rules and resulting in better grip. Members must not work in socks as this reduces grip and increases the risk of slips.
	Production, Creative Team, the Committee, Members

	Hazard: Alcohol/Drug Consumption

	· Consumption of alcohol/drugs at a sober event may make members feel unsafe.
	All Members
	· Rehearsals will not feature drugs or alcohol of any kind. Members will be expected to conduct themselves professionally whilst involved in productions with the group.
· The Committee will relay this message to members at the start of the year/term to set the expectations, rules, and what it means to be in a production with the group. Additional rules and expectations may be established by the Creative Team during the rehearsal process.
· If found to be using Alcohol/Drugs during a rehearsal, the Creative Team/Committee will confiscate items found for the remainder of the rehearsal. 
· If deemed necessary, the Committee Member/Activity Leader will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Any member who turns up to a workshop clearly under the influence of Alcohol/Drugs may be sent home by the Activity Leader. If they clearly cannot get home safely alone, they must be escorted by a Committee Member.
	Production, Creative Team, the Committee, Welfare Officer, Members

	Hazard: Food & Drink Hygiene/Food Allergies & Intolerance

	· Members consuming allergens, directly or indirectly, may trigger an allergic reaction.
	Members with Food Allergies
	· Food and drink will not be provided by the group at rehearsals.
· Any food and drink brought to rehearsals is at the discretion of individual members. 
· Members will be asked to consume any food or drink (especially items containing common allergens) outside of the rehearsal space.
· If studio spaces (Roborough, Thornlea, Kay House) are being used, members will be encouraged to only bring water, adhering to studio rules.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
	Members, the Committee





Activity Type 3: Weekly Bite Workshops (Outdoors)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	These events will be held outdoors on one of Streatham Campus’ green space which is all step-free accessible.

	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. 
	These events will take place on campus in outdoor locations that are easy to walk to and accessible via public transport.
Activity to take place during daylight, outdoors, reducing the need for electricity consumption.

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Slips, Trips and Falls (Outdoors)
	· Members may slip and/or trip on wet, unstable or uneven terrain.
· Members may be subject to falls and further injury in cases of extreme weather.
· Unsafe and disorderly behaviour may result in injury to members through slips, trips and falls.
	All Members
	· Before the event Committee Members will keep an eye on weather forecasts and the weather in the moment, to monitor for wet and soft ground.
· Groups will take the easiest route to the location, avoiding unnecessary hills or steep paths even if it is quicker to do so.
· Groups will keep to pavements and avoid walking through fields or any other soft, uneven, or unfinished surfaces.
· En route to the location, members should be engaged in their surroundings and look where they are walking. Walking bus (group) leaders may warn members of upcoming hazards (e.g. steps, dropped curbs, obstructions) if they cannot be avoided.
· If walking in the dark, walking buses (groups) should stick to well-lit areas to provide a good view of the path ahead and any upcoming obstacles.
· If it is no longer safe to run the activity outdoors, it should be postponed, cancelled, or moved to an alternative indoor space. Members should be notified of any changes made as soon as possible.
	The Committee, Activity Leaders

	Hazard: Alcohol/Drug Consumption

	· Consumption of alcohol/drugs at a sober event may make members feel unsafe.
	All Members
	· Workshops will not feature drugs or alcohol of any kind. They will be marketed to students as sober events.
· The Committee will relay this message to members at the start of the year/term to set the expectations, rules, and boundaries of workshop sessions. This will be in person and via social media announcements.
· If found to be using Alcohol/Drugs during a workshop session, Committee/Activity Leaders will confiscate items found for the remainder of the workshop. 
· If deemed necessary, the Committee Member/Activity Leader will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Any member who turns up to a workshop clearly under the influence of Alcohol/Drugs may be sent home by the Activity Leader. If they clearly cannot get home safely alone, they must be escorted by a Committee Member.
	The Committee, Activity Leaders, Welfare Officer 

	Hazard: Food & Drink Hygiene/Food Allergies & Intolerance

	· Members consuming allergens, directly or indirectly, may trigger an allergic reaction.
	Members with Food Allergies
	· Food and drink will not be provided by the group at Workshops.
· Any food and drink brought to workshops is at the discretion of individual members. 
· Members will be asked to consume any food or drink (especially items containing common allergens) outside of the workshop space.
· If studio spaces (Roborough, Thornlea, Kay House) are being used, members will be encouraged to only bring water, adhering to studio rules.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
	Members, the Committee





Activity Type 4: Evening/Late Socials/Fundraisers (Indoors)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	30-60
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The venue will be scouted in advance by the Committee and contacted about their access arrangements. The Guild ramp will be booked if needed.
If the event features the consumption of alcohol, at least one Committee Member must stay sober to help assist with any access and/or welfare needs per 30 members.

Allow members to leave and return to the social freely as they need to. Depending on the venue a designated quiet space/meeting point can be set up, so members know there is a quiet recovery space available.
Consider venues where the Committee can have control of factors such as background music (volume or have it turned off), lights (can they be dimmed), and privacy (separate function rooms so the event is removed from large crowds).
In the event/social announcement via social media channels, include relevant trigger warnings (e.g. alcohol consumption or if there’s likely to be crowds, loud music, or bright lights that cannot be avoided)

	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. 
	Arranging walking buses will encourage walking to the venue over public and private transport, as well as providing additional safety.

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. Although any first aid provided must be from the designated sober Committee members. If a sober, trained Committee member is unavailable, refer to the venue team or Estate Patrol.
The host venue will (likely) have at least one trained first aider on shift who will be able to assist with minor injuries.
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Aggression/Violence, Bullying & Harassment

	· Members may incur injuries during a physical assault, which may result in hospitalisation.
· Members may lose or be robbed of valuable possessions during a physical assault.
· Members who experience a physical assault may suffer long-term consequences and damage to their mental health.
· Members may be subject to verbal abuse (e.g. catcalling) and intimidating behaviour leading to emotional distress and long-term consequences, and damage to their mental health.
· Members may become excluded during social events, which may lead to emotional distress through isolation.
	All Members
	· When walking to and from the venue, walking in groups will be encouraged. If a member has no one to walk with, the option of a cab or a walking buddy (a member of the Committee) will be made available.
· The Committee will organise walking buses from across town and campus to make finding a group to walk with easier. This information will be communicated to members via social media channels.
· If any Committee Member leading a walking bus is concerned for the immediate safety of their group, they will reach out to Estate Patrol or the Police via 111 (or 999 in an emergency).
· Whilst travelling, members will be reminded of services available to them if they feel unsafe, including Nightline and Estate Patrol.
· Where possible, travel during daylight hours. If dark, groups should stick to CCTV-covered (marked by the Green Dots on Campus) and well-lit areas.
· Members will be encouraged to message friends and Committee Members once they are safely home.
· Members will be reminded to keep valuables (phone/keys/wallet) hidden from view whilst walking.
· If any member incurs injuries because of assault, Estate Patrol/Emergency Services (depending on the severity of the incident) should be contacted immediately.
· Any incidents that occur during the journey should be noted by the group leader and passed on to the Students’ Guild, so further support can be provided by the University.
· If a member experiences any form of verbal assault, the group leader should check in with the member, signposting support to wellbeing services if required.
· All members to follow the code of conduct and behave in a manner representative of the Guild's values.
	The Committee, Welfare Officer, Members

	Hazard: Alcohol/Drugs
	· Intoxication, via the consumption of alcohol and/or drugs, increases the likelihood of injury, via slips, trips, and falls.
· Members may experience impaired judgment and ability to think and behave rationally following the consumption of alcohol and/or drugs.
· Members' lives are at risk through excessive drinking and/or drug use.
· The likelihood of ‘Aggression/Violence, Bullying and Harassment’ related risks is amplified by the consumption of alcohol and/or drugs. 
· Members are at increased risk of physical and verbal altercations due to impaired decision-making following the consumption of alcohol and/or drugs.
	All Members
	· The activity must have one sober Committee Member per 30 attendees (including Committee and Activity Organisers) to monitor the alcohol consumption of Members. 
· Members will be made aware of the sober Committee member before the event via social media channels and in person at the event.
· A trigger warning will be put up on social media before the event, informing members that the event may feature the consumption of alcohol.
· The event will have a zero-tolerance policy stance on drug use, in line with the Students’ Guild’s guidelines. 
· If found to be using drugs at the event, the Committee will confiscate items found for the remainder of the event. 
· If deemed necessary, the Committee Member will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Members will be reminded of safe drinking practices, encouraged to supervise unattended drinks, and make use of bottle stoppers/protectors, drink test strips, and foil covers if available.
· Members who arrive at the event too intoxicated may be asked to leave by the Committee, if they haven’t been denied entry by venue staff.
· Members engaging in drunk and disorderly behaviour, disrupting the event for other members, may be asked to leave. If it is deemed unsafe for them to travel/walk alone, they should be escorted by a member of the Committee.
· All members to follow the code of conduct and behave in a manner representative of the Guild's values.
	The Committee, Welfare Officer

	Hazard: Crowds/Large Gatherings
	· Members may be crushed, sustaining serious injury, if tickets sold exceed the legal capacity of the venue.
· Overcrowding puts members at increased risk of slips, trips and falls during crowd surging.
· Overcrowding puts members at risk of trampling if they experience a slip, trip, or fall during a crowd surge or evacuation.
· Overcrowding may cause obstructions to evacuation routes, leading to long-term injury or harm in the event of an evacuation. 
	All Member, Venue Staff
	· Ensure that the event tickets sold are capped at the legal capacity of the venue.
· If tickets are being comped for members of the Committee of event organisers, these must be included in the total ticket count.
· Ensure a Committee Member is monitoring door entry, keeping track of attendees entering and leaving the venue.
· Remain vigilant when ticket scanning, ensure all attendees are checked into the event through the FIXR Entry Manager. Ticketing lists will be used to check all attendees have been evacuated in the event of an emergency.
· Ensure members do not congregate in key walking routes through the event space, keeping evacuation routes clear and accessible. 
· All members to follow the code of conduct and behave in a manner representative of the Guild's values.
	The Committee, Designated Fire Officer

	Hazard: Environmental Risks/Weather
	· Members may become ill if subjected to extreme weather for extended periods of time.
· Members are more at risk of slips, trips and falls in extreme weather conditions.
	All Members
	· Before the event, Committee Members will keep an eye on weather forecasts and the weather in the moment.
· If it appears unsafe to walk/travel to the venue Committee may decide to cancel or postpone the event, letting members know via social media channels with as much notice as possible.
· If it is deemed safe enough to walk/travel to the venue, members will be reminded via social media channels to wear appropriate clothing (raincoat, etc.) and footwear.
	The Committee

	Hazard: Fire during Indoor Event

	· Inefficient evacuations put members at risk of long-term harm/injury.
· Obstructed fire exits can slow down and hinder evacuations, putting members at risk of long-term harm/injury.
· Members may start fires (accidentally or intentionally) through fire hazards such as cigarettes.
	All Members, Venue Staff
	· Before the activity, the Committee will confirm with the premises controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
· A Committee Member will be designated as the Fire Officer before the activity to manage evacuation in the event of a fire.
· Before the event, the designated Fire Office should agree on a muster point with the Committee and the venue team (if applicable) in case of evacuation.
· Before the activity, the Committee Members (led by the designated Fire Officer) will familiarise themselves with the location, fire exits, evacuation routes, and muster point.
· Fire exits are to be checked for obstructions before the activity. 
· Committee Members/Activity Leaders/Fire Officer should check for Fire Extinguishers and/or Fire Blankets and familiarise themselves with their location.
· The Committee will ensure members follow the smoking rules relevant to the venue.
	The Committee, Designated Fire Officer

	Hazard: Food & Drink Hygiene/Food Allergies and Intolerances
	· Members consuming allergens, directly or indirectly, are at risk of an allergic reaction/anaphylaxis.
· Members are at risk of ill health/food poisoning if food and drink are provided and/or supplied by a disreputable source.
	All Members, Members with Food Allergies and Intolerances.
	· Ensure Committee Members have read and understood the Students’ Guild’s Food Safety Policy – available through the Student Leaders Portal Knowledge Base.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
· Ensure the venue providing food and drink has the necessary insurances, licensing, and food hygiene rating.  
	The Committee

	Hazard: Nighttime/Darkness
	· Members are more likely to experience slips, trips, and falls in areas with poor or no lighting.
· Members are more likely to get lost in the dark and experience unfamiliarity with their surroundings.
· Members are more likely to be victims of aggressive or violent behaviour during unsolicited hours.
	All Members
	· Members will be encouraged to walk in groups with other members to and from the event. 
· Groups (where possible) will be encouraged to walk during daylight hours.
· If walking in the dark, members will be encouraged to stick to well-lit, CCTV-covered areas marked by the green dots on campus.
· Ensure members know the resources available to them if they feel unsafe, including Exeter Nightline and Estate Patrol.
	The Committee

	Hazard: Excessive Noise/Nuisance Noise
	· Communication between Event Organisers, Committee, and Venue Staff becomes increasingly challenging and poor in loud environments.
· Members may be at risk of temporary/permanent hearing loss if noise reaches unsafe levels.
· Prolonged unsafe noise levels present the risk of external enforcement action.
· Some members may become overstimulated and overwhelmed in loud and noisy environments.
	All Members, Venue Staff
	· Monitor the volume of amplified speakers, ensuring they don’t reach dangerous thresholds, as specified in the guidance on the Student Leaders Portal.
· Where possible increase the distance between the listeners and the source. 
· Encourage the use of personal protective hearing equipment if it makes members feel more comfortable.
· Establish a designated quiet space for members to go if they need a break from the noise. This may be another room in the venue or a space outside that the Committee and Members are made aware of.
· Ensure a trigger warning for noise/loud music is put up alongside the event on social media channels if it is likely to be present.
	The Committee

	Hazard: Slips, Trips and Falls (Indoors)

	· Members may trip on venue furniture if left in a disordered state.
· Members may slip on any food or drink spillages made by accident.
· Risks of slips, trips and falls increase if members are consuming alcohol.
	All Members
	· Before the event, the Committee ensures that the space is prepared, clean, and tidy. Chairs will be neatly tucked under tables, reducing the risk of trips. 
· Before the event, the Committee will review the venue and take note of trip hazards such as cables/stairs and check if they are signposted. E.g. ‘Mind the Step’ signs.
· Upon arrival, Members will be encouraged to keep bags on their person or keep them placed on chairs/tucked under tables to keep them out of the way, reducing the risk of trips. 
· In the event of any spillages (such as food or drink), the venue team should be notified, and a Committee member should stay with the spill until a wet floor sign is brought, and a member of the venue team is on hand to clean the spillage.
· At least one member of the Committee (per 30 attendees) will stay sober to keep an eye on members and ensure the venue space remains clear of potential trip hazards.
· When walking to and from the venue, walking in groups will be encouraged, especially if members have been drinking. Members can look out for and support each other.
	The Committee

	Hazard: Slips, Trips, and Falls (Outdoors)
	· Members may slip and/or trip on sloping, wet, or soft ground whilst en route to the venue.
· Members may slip and/or trip in high winds and/or heavy rain.
	All Members
	· Before the event Committee Members will keep an eye on weather forecasts and the weather in the moment, to monitor for wet and soft ground.
· Groups will take the easiest route to the venue, avoiding unnecessary hills or steep paths even if it is quicker to do so.
· Groups will keep to pavements and avoid walking through fields or any other soft, uneven, or unfinished surfaces.
· En route to the venue, members should be engaged in their surroundings and look where they are walking. Walking bus (group) leaders may warn members of upcoming hazards (e.g. steps, dropped curbs, obstructions) if they cannot be avoided.
	The Committee

	Hazard: Vehicles/Transport and Traffic
	· Members may incur injuries if proper roadside safety is not adhered to.
	All Members
	· When walking to and from the venue, walking in groups will be encouraged.
· Large groups will stick to pavements, walking in pairs/single file where necessary.
· When walking to and from the venue, groups will look for and use safe and suitable crossings such as zebra crossings and traffic lights.
· If no suitable crossing can be found, groups will look for a quieter, safer place to cross. Groups will avoid walking onto roads where they will be concealed from drivers.
	The Committee





Activity Type 5: Daytime/Picnic Socials (Outdoors)
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. 
	These events may be held outdoors on one of Streatham Campus’ green space is all step-free accessible.
If the event is held off campus the committee will scout for locations beforehand checking for accessible locations or if the Guild ramp will need to be booked.

	On Campus or Off Campus
	Both
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	These events will take place in outdoor locations that are easy to walk to and accessible via public transport.
Activity to take place during daylight, outdoors, reducing the need for electricity consumption.

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Alcohol/Drugs
	· Intoxication, via the consumption of alcohol and/or drugs, increases the likelihood of injury, via slips, trips, and falls.
· Members may experience impaired judgment and ability to think and behave rationally following the consumption of alcohol and/or drugs.
· Members' lives are at risk through excessive drinking and/or drug use.
· The likelihood of ‘Aggression/Violence, Bullying and Harassment’ related risks is amplified by the consumption of alcohol and/or drugs. 
· Members are at increased risk of physical and verbal altercations due to impaired decision-making following the consumption of alcohol and/or drugs.
	All Members
	· These events will not normally feature the consumption of alcohol and will be marketed as sober events. This will be communicated via social media announcements. If the event may feature the consumption of alcohol, the following precautions should be taken as normal:
· The activity must have one sober Committee Member per 30 attendees (including Committee and Activity Organisers) to monitor the alcohol consumption of Members. 
· Members will be made aware of the sober Committee member before the event via social media channels and in person at the event.
· A trigger warning will be put up on social media before the event, informing members that the event may feature the consumption of alcohol.
· The event will have a zero-tolerance policy stance on drug use, in line with the Students’ Guild’s guidelines. 
· If found to be using drugs at the event, the Committee will confiscate items found for the remainder of the event. 
· If deemed necessary, the Committee Member will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Members will be reminded of safe drinking practices, encouraged to supervise unattended drinks, and make use of bottle stoppers/protectors, drink test strips, and foil covers if available.
· Members who arrive at the event too intoxicated may be asked to leave by the Committee.
· Members engaging in drunk and disorderly behaviour, disrupting the event for other members, may be asked to leave. If it is deemed unsafe for them to travel/walk alone, they should be escorted by a member of the Committee.
· All members to follow the code of conduct and behave in a manner representative of the Guild's values.
	The Committee, Welfare Officer

	Hazard: Environmental Risks/Weather
	· Members may become ill if subjected to extreme weather for extended periods.
· Members are more at risk of slips, trips and falls in extreme weather conditions.
	All Members
	· Before the event, Committee Members will keep an eye on weather forecasts and the weather in the moment.
· If it appears unsafe to walk/travel to the set location Committee may decide to cancel or postpone the event, letting members know via social media channels with as much notice as possible.
· If it is deemed safe enough to walk/travel to the location and go ahead with the event, members will be reminded via social media channels to wear appropriate clothing (raincoat, etc.) and footwear.
	The Committee

	Hazard: Food & Drink Hygiene/Food Allergies and Intolerances
	· Members consuming allergens, directly or indirectly, are at risk of an allergic reaction/anaphylaxis.
· Members are at risk of ill health/food poisoning if food and drink are provided and/or supplied by a disreputable source.
· Food and drink that has been incorrectly stored presents a risk of serious illness through microbiological contaminants.
· Committee Members or Event Leaders incorrectly handling food and drink run the risk of cross-contamination and subsequent illness.
· Poor cleanliness and hygiene in areas where food is prepared present the risk of illness.
· Handling hot substances may result in burns and/or scalds during spillages.
	All Members, Members with Food Allergies and Intolerances.
	· Ensure Committee Members have read and understood the Students’ Guild’s Food Safety Policy – available through the Student Leaders Portal Knowledge Base.
· Unless any Committee Member holds a necessary Level 2 Food Hygiene Qualification all food served by the Committee must be pre-packaged.
· Check all food and drink is within its use-by date before preparing and/or serving.
· Follow the manufacturer's instructions when storing, preparing, and serving any prepackaged foods.
· Ensure a clean environment when preparing any food and/or drink. 
· Separate food and drinks that contain allergens to avoid cross-contamination.
· Ensure allergens are signposted for members.
· Keep food in sealed containers and use serving utensils to avoid cross-contamination and minimise the handling of food and drink.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
· If the group visits a café/eatery as part of the event, their menu should be included as part of the event announcement on social media including an allergens list. If not details of the café/eatery’s allergen/dietary information should be made readily accessible to Members before the event.
· Ensure the venue providing food and drink has the necessary insurances, licensing, and food hygiene rating.  
	The Committee

	Hazard: Slips, Trips, and Falls (Outdoors)
	· Members may slip and/or trip on sloping, wet, or soft ground whilst en route to the venue.
· Members may slip and/or trip in high winds and/or heavy rain.
	All Members
	· Before the event Committee Members will keep an eye on weather forecasts and the weather in the moment, to monitor for wet and soft ground.
· Groups will take the easiest route to the venue, avoiding unnecessary hills or steep paths even if it is quicker to do so.
· Groups will keep to pavements and avoid walking through fields or any other soft, uneven, or unfinished surfaces.
· En route to the venue, members should be engaged in their surroundings and look where they are walking. Walking bus (group) leaders may warn members of upcoming hazards (e.g. steps, dropped curbs, obstructions) if they cannot be avoided.
	The Committee

	Hazard: Vehicles/Transport and Traffic
	· Members may incur injuries if proper roadside safety is not adhered to.
	All Members
	· When walking to and from the venue, walking in groups will be encouraged.
· Large groups will stick to pavements, walking in pairs/single file where necessary.
· When walking to and from the venue, groups will look for and use safe and suitable crossings such as zebra crossings and traffic lights.
· If no suitable crossing can be found, groups will look for a quieter, safer place to cross. Groups will avoid walking onto roads where they will be concealed from drivers.
	The Committee





Activity Type 6: 24hr Show (Indoors)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	100 – M&D Room (The Theatre) Capacity
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	These events will be held on campus in Devonshire House which has disabled access to all rooms – including wheelchair access.
If the event features the consumption of alcohol, at least one Committee Member must stay sober (per 30 attendees) to help assist with any access and/or welfare needs.

Allow members to leave and return to the venue freely as they need to. A designated quiet space/meeting point can be set up, so members know there is a quiet recovery space available.
In the event/social announcement via social media channels, include relevant trigger warnings (e.g. alcohol consumption or if there’s likely to be crowds, loud music, or bright lights that cannot be avoided).

	On Campus or Off Campus
	On Campus – Traditionally this event has been held in the M&D Room (The Theatre) DH1.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	These events will take place on campus in outdoor locations that are easy to walk to and accessible via public transport.

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. 
If the event features the consumption of alcohol, at least one Committee Member must stay sober (per 30 attendees) to handle any medical situations/concerns. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Alcohol/Drugs
	· Intoxication, via the consumption of alcohol and/or drugs, increases the likelihood of injury, via slips, trips, and falls.
· Members may experience impaired judgment and ability to think and behave rationally following the consumption of alcohol and/or drugs.
· Members' lives are at risk through excessive drinking and/or drug use.
· The likelihood of ‘Aggression/Violence, Bullying and Harassment’ related risks is amplified by the consumption of alcohol and/or drugs. 
· Members are at increased risk of physical and verbal altercations due to impaired decision-making following the consumption of alcohol and/or drugs.
	All Members
	· This event does not normally feature the consumption of alcohol and will be marketed as a sober event. This will be communicated via social media announcements. If the event can feature the consumption of alcohol, the following precautions should be taken as normal:
· Due to the nature of the event all Committee Members present at the event must be sober.
· Committee Members are responsible for managing the alcohol consumption of members.
· A trigger warning will be put up on social media before the event, informing members that the event may feature the consumption of alcohol.
· The event will have a zero-tolerance policy stance on drug use, in line with the Students’ Guild’s guidelines. 
· If found to be using drugs at the event, the Committee will confiscate items found for the remainder of the event. 
· If deemed necessary, the Committee Member will report the confiscated items to the Guild/Authorities, although this is unlikely.
· Members will be reminded of safe drinking practices, encouraged to supervise unattended drinks, and make use of bottle stoppers/protectors, drink test strips, and foil covers if available.
· Members who arrive at the event too intoxicated may be asked to leave by the Committee.
· Members engaging in drunk and disorderly behaviour, disrupting the event for other members, may be asked to leave. If it is deemed unsafe for them to travel/walk alone, they should be escorted by a member of the Committee.
· The performance will have a show stop procedure in place, which can be implemented at any time should any Member of the Committee/Members feel uncomfortable.
· All members to follow the code of conduct and behave in a manner representative of the Guild's values.
	The Committee, Welfare Officer, Designated Fire Officer, Production Supervisor

	Hazard: Fire during Indoor Event

	· Inefficient evacuations put members at risk of long-term harm/injury.
· Obstructed fire exits can slow down and hinder evacuations, putting members at risk of long-term harm/injury.
· Members may start fires (accidentally or intentionally) through fire hazards such as cigarettes.
	All Members
	· Before the activity, the Committee will confirm with the premises controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
· A Committee Member will be designated as the Fire Officer before the activity to manage evacuation in the event of a fire.
· Before the event, the designated Fire Office should agree on a muster point with the Committee and the venue team (if applicable) in case of evacuation.
· Before the activity, the Committee Members (led by the designated Fire Officer) will familiarise themselves with the location, fire exits, evacuation routes, and muster point.
· Fire exits are to be checked for obstructions before the activity. 
· Committee Members/Activity Leaders/Fire Officer should check for Fire Extinguishers and/or Fire Blankets and familiarise themselves with their location.
· The Committee will ensure members follow the smoking rules relevant to the venue.
	The Committee, Designated Fire Officer

	Hazard: Food & Drink Hygiene/Food Allergies and Intolerances
	· Members consuming allergens, directly or indirectly, are at risk of an allergic reaction/anaphylaxis.
· Members are at risk of ill health/food poisoning if food and drink are provided and/or supplied by a disreputable source.
	All Members, Members with Food Allergies and Intolerances.
	· Ensure Committee Members have read and understood the Students’ Guild’s Food Safety Policy – available through the Student Leaders Portal Knowledge Base.
· Food and drink will not be provided by the group at this event.
· Food and drink brought to these events is at the discretion of individual members. 
· Members will be asked to consume any food or drink (especially items containing common allergens) outside of the space.
· If studio spaces (Roborough, Thornlea, Kay House) are being used, members will be encouraged to only bring water, adhering to studio rules.
· Members with serious allergies (that may require the administration of an EpiPen) will be asked to notify the Committee so the team is aware and can help prevent serious reactions. 
	The Committee

	Hazard: Mental Health
	· Members experiencing a lack of sleep may experience extreme sluggishness, fatigue and exhaustion.
· Members experiencing a lack of sleep will have reduced awareness, increasing the risk of slips, trips, and falls.
	The Committee
	· Members involved in all 24 hours (mostly Committee) will be actively encouraged to sleep/rest when they feel tired to avoid confusion/sluggishness.
· Any other members will be encouraged to do the same.
	The Committee, Welfare Officer

	Hazard: Slips, Trips and Falls. 

	· Members may trip on venue furniture if left in a disordered state. 
· Members may slip on any food or drink spillages made by accident.
· Unsafe and disorderly studio practice may result in injury to members through slips, trips and falls.
	All Members
	· Before the event, the Committee/Creative Team will ensure the space is prepared, clean and tidy. Chairs (if in use) will be put to the side or stacked, reducing the risk of trips. 
· Any cables for screens/laptops should not cross the space or walking area. If cables must cross any walking area, they should be secured to the floor with bright-coloured electrical tape and/or clearly signposted.
· Before the activity, the Committee/Activity Leaders will review the venue and take note of trip hazards such as cables/stairs and check if they are signposted. E.g. ‘Mind the Step’ signs.
· Upon arrival, Members will be encouraged to leave any bags under tables (if being used) or in a designated space, away from the activity area, up against a wall/out of the way, reducing the risk of trips.
· In the event of any spillages (such as food or drink), a wet floor sign should be located and placed over the spillage. A Committee Member/Activity Leader must stay with the spillage until it is sign-posted. The wet floor sign should not be removed until the spillage is cleaned up and given time to dry.
· If the event involves Studio Practice, members will be encouraged to work barefoot adhering to studio rules and resulting in better grip. Members must not work in socks as this reduces grip and increases the risk of slips.
	The Committee, Activity Leaders

	This event will also have an additional event risk assessment (as a performance) to cover working from height (if required), electricals, and exceeding venue capacity (more than 150 participants).





Activity Type 7: Welcome Week Stall
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5 – Committee Members manning the stall at any given time. Not including the Freshers visiting the stall.
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	This event will be held on campus in either the Forum, the Great Hall, or Devonshire House, all of which have disabled access to all rooms, including wheelchair access. 
In the event/social announcement via social media channels, include relevant trigger warnings (e.g. crowds, loud noises, loud music).
Remind Members of quiet spaces available if the Freshers Fair becomes overwhelming.

	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. 
	These events will take place on campus in venues that are easy to walk to and accessible via public transport.
Activity to take place during daylight, reducing the need for electricity consumption. 

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Basic First Aid can be provided by trained members of the Committee. 
For major injuries or if a first aider cannot be found, the Estate Patrol can be contacted via the emergency number.
Severe and life-threatening should go straight to the emergency services via 999.  



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

	Hazard: Crowds/Large Gatherings
	The Students’ Guild will manage the flow of people on the day of the Fresher’s Fair and will have control measures in place for evacuations. Risks for the Society include:
· Committee Members manning the stall may feel overwhelmed by the number of people moving through the Fair
· Committee Members may overheat and become dehydrated due to the large volume of people in the venue.
· 
	The Committee
	· Remind Committee Members to take regular breaks as needed. 
· Ensure there is no pressure to stay at the stall and that Committee Members can swap in and out as needed. 
· Remind Committee Members to stay hydrated throughout their shift on the stall.
	The Committee

	Hazard: Fire during Indoor Event

	· Inefficient evacuations put members at risk of long-term harm/injury.
· Obstructed fire exits can slow down and hinder evacuations, putting members at risk of long-term harm/injury.
· Members may start fires (accidentally or intentionally) through fire hazards such as cigarettes.
	All Members
	· Before the activity, the Committee will confirm with the premises controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
· A Committee Member will be designated as the Fire Officer before the activity to manage evacuation in the event of a fire.
· Before the event, the designated Fire Office should agree on a muster point with the Committee and the venue team (if applicable) in case of evacuation.
· Before the activity, the Committee Members (led by the designated Fire Officer) will familiarise themselves with the location, fire exits, evacuation routes, and muster point.
· Fire exits are to be checked for obstructions before the activity. 
· Committee Members/Activity Leaders/Fire Officer should check for Fire Extinguishers and/or Fire Blankets and familiarise themselves with their location.
· The Committee will ensure members follow the smoking rules relevant to the venue.
	The Committee, Designated Fire Officer

	Hazard: Food & Drink Hygiene/Food Allergies and Intolerances
	The group may supply sweets/chocolate/baked treats as part of the stand as prizes/incentives to take part in any activities.
· Members consuming allergens, directly or indirectly, are at risk of an allergic reaction/anaphylaxis.
· Members are at risk of ill health/food poisoning if food and drink are provided and/or supplied by a disreputable source.
· Food and drink that has been incorrectly stored presents a risk of serious illness through microbiological contaminants.
· Committee Members or Event Leaders incorrectly handling food and drink run the risk of cross-contamination and subsequent illness.
· Poor cleanliness and hygiene in areas where food is prepared present the risk of illness.
· Handling hot substances may result in burns and/or scalds during spillages.
	All Members, Members with Food Allergies and Intolerances.
	· Ensure Committee Members have read and understood the Students’ Guild’s Food Safety Policy – available through the Student Leaders Portal Knowledge Base.
· Unless any Committee Member holds a necessary Level 2 Food Hygiene Qualification all food served by the Committee must be pre-packaged.
· Check all food and drink is within its use-by date before preparing and/or serving.
· Follow the manufacturer's instructions when storing, preparing, and serving any prepackaged foods.
· Ensure a clean environment when preparing any food and/or drink. 
· Separate food and drinks that contain allergens to avoid cross-contamination.
· Ensure allergens are signposted for members.
· Keep food in sealed containers and use serving utensils to avoid cross-contamination and minimise the handling of food and drink.
	The Committee

	Hazard: Slips, Trips and Falls. 

	· Visitors to the fair may trip on venue furniture/belongings if left in a disordered state. 
· Visitors to the fair may slip on any food or drink spillages made by accident.
	All Members
	· Before the event, the Committee/Creative Team will ensure the space is prepared, clean and tidy. Chairs (if in use) will be put to the side or stacked, reducing the risk of trips. 
· Any cables for screens/laptops should not cross the space or walking area. If cables must cross any walking area, they should be secured to the floor with bright-coloured electrical tape and/or clearly signposted.
· When manning the stall, Committee Members will be encouraged to leave any bags under the table or in a designated space, away from the event area, up against a wall/out of the way, reducing the risk of trips.
· In the event of any spillages (such as food or drink), a wet floor sign should be located and placed over the spillage. A Committee Member must stay with the spillage until it is sign-posted. The wet floor sign should not be removed until the spillage is cleaned up and given time to dry.
	The Committee
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