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
	Marketing Society

	Assessed by 
	Daria Skudina
	Date
	11/12/2025

	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: 

	
	
	
	
	

	
	
	
	
	



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
	Society Core Activity - Marketing Minds (Podcast Project Meetings)
	Weekly meetings to plan, script, record and edit episodes for the Marketing Minds podcast. Activities include brainstorming case studies, preparing interview questions, recording audio sessions, and editing episodes. Hybrid format: online planning calls + in-person recordings in media rooms when available.
	weekly
	Laptops (own), microphones/audio recorder (group if available), editing software (own), media rooms (venue)

	4
	Workshop / Creative Session
	60–90 min skill-based workshop (e.g., “How to Pitch in 2 Minutes”, creative branding tasks). Delivered by committee. Includes short presentation + group exercises.
	monthly
	Projector (venue), worksheets & pens (group).

	3
	Team Challenge
	One event per term where teams solve a real or hypothetical branding problem within a set time and present solutions.
	Once per term
	Projector (venue), flipchart & markers (group), pitch sheets (group).





	
	
	


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: Marketing Minds (Podcast Project Meetings)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	3 committee members + guest
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	In-person recording sessions held only in accessible Forum media rooms (step-free access, lifts, ramps, accessible toilets).
Online participation option available for any member with mobility, auditory, or health limitations.
Use of Microsoft Teams for hybrid access and remote collaboration.

	On Campus or Off Campus
	On 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. 
	Fully digital workflow for scripts, planning notes, idea boards and editing (no printing).
Reusable stationery for any in-person brainstorming.
Encouragement of online meetings to reduce travel footprint.

	[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?
	In-person sessions rely on Forum venue first-aid provision.
Meeting organiser knows nearest first-aid point in the building.
Online sessions present no physical first-aid risk.




	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?”



	Violence and aggression
	Minor risk of verbal disagreement during creative discussions; members travelling home alone after evening recordings.
	members
	Follow Code of Conduct (anyone in breach of this code will be removed and the appropriate support services contacted if required (estate patrol or 999); set respectful communication rules; prefer daytime meetings; if late, walk together or message upon arriving home.
	President

	Equipment
	Use of laptops, microphones and audio recorders may pose electrical risk if cables are damaged or obstruct walkways.
	members
	Visual check of cables before use; do not use damaged wires; ensure equipment stays dry; keep cables tidied to avoid hazards.
	Treasurer

	Slips / Trips
	Trip hazard from bags, chairs or trailing audio cables in the media room. 
	 members
	Keep floors clear, visually check room before meetings, request attendees store bags under desks. spills will be cleaned and dried immediately
	President

	Noise
	Occasional loud playback during audio testing may cause discomfort or temporary hearing strain
	members
	Keep playback at safe levels; test audio briefly; adjust volume to comfortable settings.
	Podcast and Content Editor

	Digital / Online Conduct
	Miscommunication or exclusion during online calls; potential disrespectful behaviour. 
	 members
	Use clear agenda; rotate speaking turns; follow respectful communication guidelines; use chat moderation.
	Treasurer

	Information Security
	Loss or accidental deletion of scripts or audio files; incorrect editing access.
	members
	Use shared drive with editing permissions; backups kept.
	Treasurer

	Fire Safety
	Obstructed fire exits – risk of serious injury/ fatalities because of obstructed exits from building. 

Lack of firefighting equipment -  Risk of fire spreading and 
causing serious injury/fatality due to lack of 
extinguishers, fire blankets.
	attendees & committee
	Confirm with premise controller that fire controls are in place and discuss 
specific fire arrangements relative to the event.
• Nominated group person to manage fire evacuation
• Fire exits to be checked all clear
• Fire extinguishers available
	President



Activity Type 2: Workshop
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-25 students (depending on interest)
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	Workshops held in Forum rooms with step-free access, lifts and accessible toilets
Digital slides shared after session for students with sensory needs
Seating can be rearranged to support visibility and comfort
· Ensure rooms are with adequate lighting

	On Campus or Off Campus
	On 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.
	 Handouts provided digitally where possible
Reusable stationery (pens/boards)
No single-use promotional materials
Students encouraged to walk or use public transport to attend

	Is additional specific Event Insurance required?
	No - low-risk seated learning activity
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Forum building first-aid provision and staff cover incidents
Organiser aware of nearest first-aid point



	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?”

	Aggression / Behavioural Risk
	Disagreement during discussion or stress between students may cause emotional discomfort or exclusion.
	attendees & committee
	Set discussion rules at start, moderate conversation, intervene early, remove disruptive individuals if needed.
Anyone in breech of this code will be removed and the appropriate support services contacted if required (estate patrol or 999)

	President

	Slips / Trips / Falls
	Trip hazards from bags, coats, chairs or projector cables in the workshop room.
	attendees & committee
	Ask participants to store belongings safely; visually check room; report/clean spillages immediately.
	President

	Fire Safety
	Obstructed fire exits – risk of serious injury/ fatalities because of obstructed exits from building. 

Lack of firefighting equipment -  Risk of fire spreading and 
causing serious injury/fatality due to lack of 
extinguishers, fire blankets.
	attendees & committee
	Confirm with premise controller that fire controls are in place and discuss 
specific fire arrangements relative to the event.
• Nominated group person to manage fire evacuation
• Fire exits to be checked all clear
• Fire extinguishers available
	President

	Accessibility Risk
	Poor seating arrangement or lack of presentation access may exclude students with mobility/visual needs.
	Attendees with accessibility requirements
	Ensure adjustable seating; send slides digitally; hybrid participation available on request.
	Treasurer

	Speaker / Information Risk
	Miscommunication or unreferenced claims could mislead participants.
	Attendees & society credibility
	All materials referenced; presentations reviewed before event.
	Podcastand Content Editor

	Digital / Data Risk
	Presentation files could be lost or shared incorrectly.
	attendees & committee
	Files stored in shared drive with editing permissions; backup copies kept.
	Podcastand Content Editor

	Night/Travel Risk (if run late)
	Evening workshops may lead to students travelling in the dark.
	attendees & committee
	Prefer daytime scheduling; students encouraged to walk in groups or use SafeZone app.
	President



Activity Type 3: Team Challenge
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-25 students (depending on interest)
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	Event held only in accessible Forum rooms (ramps, lifts, accessible toilets).
Flipchart positioned at accessible height; seating arranged inclusively.
Digital copies of pitch sheets provided for students with accessibility needs.

	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.
	Flipcharts reused; minimal single-use materials.
Pitch sheets printed only as needed; digital submissions encouraged.
Projector used instead of large printed visuals.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid available via Forum venue staff.
Organiser aware of nearest first-aid point.
Activity is low physical risk.



	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?”

	Aggression / Harassment
	Group competition may lead to heated arguments, exclusion of quieter members, or dismissive behaviour during pitches
	attendees & committee
	Clear Code of Conduct ( anyone in breech of this code will be removed and the appropriate support services contacted if required (estate patrol or 999)) ;attendees will be informed of code of conduct before activity.
; facilitator moderates discussions; intervene early if conflict escalates; ensure inclusive participation..
	President

	Slips / Trips / Falls
	Bags, coats, or cables left near seating could obstruct walkways; spilled drinks may cause slips.
	attendees & committee
	Ask participants to store belongings safely; visually check room; report/clean spillages immediately.
	President

	Fire Safety
	Unfamiliarity with exits could delay evacuation in an emergency.
	attendees & committee
	Venue signage used; organiser points out nearest exits at start.
	President

	Accessibility Risk
	Poor seating arrangement or lack of presentation access may exclude students with mobility/visual needs.
	Attendees with accessibility requirements
	Ensure adjustable seating; send slides digitally; hybrid participation available on request.
	Treasurer

	Manual Handling
	Committee may need to move chairs/tables; flipchart repositioning may cause strain or awkward lifting.
	Attendees & society credibility
	Avoid unnecessary furniture moving; request venue assistance for heavy items; follow safe lifting technique
	Podcastand Content Editor

	Technical Equipment Risk
	Faulty projector leads to disruption or distraction.
	attendees & committee
	Test equipment before seminar; have backup sharing method (email/QR link).
	Podcastand Content Editor

	Night/Travel Risk (if run late)
	Evening workshops may lead to students travelling in the dark.
	attendees & committee
	Prefer daytime scheduling; students encouraged to walk in groups or use SafeZone app.
	Treasurer
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