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
	University of Exeter Turkish Society

	Assessed by 
	Arhan Aylanc
	Date
	23.06.2025

	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
	N/A

	Recognised National Governing Body (if applicable):
	N/A

	Coaching arrangement [Delete/add those that are not relevant]
	N/A



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
	Pub Quiz
	We will visit a pub for drinks and testing knowledge in a funny way
	N/A
	Drinks available for purchase from the venue

	2
	Spring &Winter Balls
	We will host 2 balls with roundly 60 people coming
	N/A
	Drinks available for purchase from the venue

	3
	Conferences
	A group of 100 from other university students will attend conferences in London, Exeter etc
	N/A
	Transportation expenses will be equipped from our society account

	4
	Cultural Nights
	A group of 50 will gather in a local place and have a cultural night. It will be sponsored through FIXR links

	Every two month
	Drinks available for purchase from the venue

	4a
	Collaboration with other societies
	 There will be various collaborations with different societies such as Latin soc, European soc, Jordanian society…. It will be planned through a meeting of committee members

	 Twice per month
	The expenses of the events will be managed by the expense accounts of the societies

	6
	Welcome Week Activities
	We are going to set up a booth at the Great Hall in the Freshers Week and get to know the newcomers
	N/A
	The exact date and time of the booth will be given to us by the students guild before the freshers week





	
	
	


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: [Pub Quiz]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	There will be wheelchair accessible sites and there will be a responsible person from the committee who will take care of a disabled person in any necessary scenario

	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. 
	We will encourage the attendees to use public transport and clean the place that the event took place after everything was over

	[bookmark: _Int_8vkFayxR][bookmark: _Int_2z7nCL2a]Is additional specific Event Insurance required?
	N/A
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid provision will be provided by the venue For non-life threating situations, the first aid assistance will contact 111



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

	AGGRESION FROM THE PUBLIC/VIOLENCE

	There might be grouping and discrimination

Aggression from the members of the public due to noise etc.
	
Group Members
Public
	We will request the attendees to put away their phones during the quiz to prevent Googling answers.
We will also Ensure the activity leader has emergency arrangements in place and members have been briefed
Outline and inform participants of clear rules that this behaviour is unacceptable and remove anyone who displays this behaviour from the venue.
Ensure quiz remains friendly.
	Venue
Committee Members



	
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.
	

Group Members
Public
	Members will be asked to leave if intoxicated
Refusal of entry if too intoxicated. 
Ensure intoxicated persons arrive home safe – trusted method of transport/ safe walking routes. 
Encourage supervision of unattended drinks at all times.
There will be two sober committee members present throughout the event
	

Committee Members


	
Food Hygiene
	
Attendees and the employees at the venue will be informed about allergens to prevent any medical situation
	
Group Members
	Venue responsible for food and drink hygiene standards and have suitable controls in place. 
Venue to have suitable emergency arrangements in place to deal with medical emergencies.
The food hygiene ratings will be checked and the foods will be prepared by someone with a food hygiene level 2 certificate.
Food provided by venue
	
Venue
Committee Members

	
        Fire




	
Obstructed fire exits - Risk of serious injury/death because of obstructed exits from building. Lack of firefighting equipment.

 - Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	
Group Members
	Members not to obstruct exits or safe escape routes, inform venue of any obstructed exits. 
In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
[bookmark: _Int_6wsVr87a]Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Fire extinguishers available
	
Venue
Committee Members

	Slips, trips and falls
	There will be a general risk of this as drinks could be spilt, leading to slippery surfaces.


	




Anyone in attendance.
	Committee members are aware of different emergency contact numbers, both off and on campus
To minimise the risk of slips, trips, and falls around the stall area, all personal bags and equipment should be kept neatly to the side or in a designated storage area to avoid obstructing walkways. 
Any spillages must be cleaned up immediately using appropriate materials and clearly marked with warning signage until the area is safe. 
All electrical cables should be securely taped down or covered to prevent tripping hazards.
 The area should be inspected before setup to ensure surfaces are clean and dry, and walkways must be kept clear throughout the event. 
Flooring in good condition, area well lit
	Venue and committee members










Activity Type 2: [Spring &Winter Balls]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	60
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Wheelchair

	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. 
	Promoting reusable decoration

	Is additional specific Event Insurance required?
	N/A
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue




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

	FOOD HYGIENE/ ALLERGENS
	
Attendees might get poisoned from the food. In order to prevent this food will go under a further review by the employees at the venue.

Limit alcohol per person, train staff in responsible serving, provide security and water stations

	
Attendees
	Foods will go under further review by the venue staff in order to maintain a high quality of food hygiene
There will be two sober committee members throughout the event and in addition to that the person who makes the food will have hygiene level 2 certificate. This will be double checked by the president of the committee
Food provided by venue
	
Venue Employees, Committee Members

	
Fire Hazards
	
 Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Attendees
	Members not to obstruct exits or safe escape routes, inform venue of any obstructed exits. 
In the event of discovering a fire, raise the alarm and evacuate the building – following venues emergency arrangements.
Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Fire extinguishers available
	Health & Safety Officer, Venue Staff

	Noise levels causing hearing damage
	Due to high levels of music at the ball, some people might be disturbed and might have serious hearing problems
	Attendees
	Setting average decibel levels, provide earplugs on request
	Venue Staff

	Slips, trips and falls
	There will be a general risk of this as drinks could be spilt, leading to slippery surfaces.


	Anyone in attendance.
	Committee members are aware of different emergency contact numbers, both off and on campus
To minimise the risk of slips, trips, and falls around the stall area, all personal bags and equipment should be kept neatly to the side or in a designated storage area to avoid obstructing walkways. 
Any spillages must be cleaned up immediately using appropriate materials and clearly marked with warning signage until the area is safe. 
All electrical cables should be securely taped down or covered to prevent tripping hazards.
 The area should be inspected before setup to ensure surfaces are clean and dry, and walkways must be kept clear throughout the event. 
Flooring in good condition, area well lit
	Venue and committee members

	Aggression/violence
	It is possible that aggression/violence could occur due to lowered inhibitions by alcohol, as well as due to the number of people.


	Anyone in attendance
	Outline and inform participants of clear rules that this behaviour is unacceptable and remove anyone who displays this behaviour from the venue.
Ensure event remains friendly
	The entire committee, also ensuring at least one member of committee isn’t drinking- who will be in charge.

	Night-time/Darkness
	Reduced visibility when travelling to/from venue in evening.
	All attendees.
	Well-lit venue entrance. Information provided about safe transport options. 
Encourage group travel. 
Consider taxi arrangements for remote venues. Earlier finish times in winter months. 
Encourage group travel. Whatsapp groupchat, with optional location sharing. 
Following the Guild and University nigh travel guidelines. Sharing those guidelines with members. 
	Society Committee Present, Individual Liability, and The Venue










Activity Type 3: [CONFERENCES]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	100
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Provide accessible presentation slides, sign language interpreters, reserve front row seats

	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. 
	Usage of digital agendas, less printing, QR codes for materials, promote hybrid attendance (online)

	Is additional specific Event Insurance required?
	N/A
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue



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

	Crowds and Noise
	Large crowds causing congestion, noise levels affecting communication and crowd control
	Committee members and stand visitors
	Monitor crowd density around the stand. Have clear queuing system if needed.
Ensure committee members can communicate effectively over ambient noise. Position stands to not block main walkways. Have plan to temporarily pause activities if overcrowding occurs.
Monitor committee mental health. 
	society Committee Present

	Stress from presenting
	Even though guests will be professional speakers, they might feel overwhelmed and get stressed. Our job is to take care of his/her needs and we will take the needed precautions in case that scenario occurs
	Speakers
	Speaker prep sessions, peer support

	Speakers

	Electrical hazards (AV)
	While the speaker is giving his speech there might be unexpected electrical hazards that might cause harm to the speaker and also result in a loss of prestige for the society
	Everyone          Present
	 PAT testing, 
Trained tech team
Check laptops are CE marked. Verify with venue that all provided electrical equipment has recent PAT testing. 
No overloading of sockets.
 All equipment positioned safely away from liquids.
Any faulty equipment not to be used and to be reported immediately
	AV Technician

	Poor room acoustics affecting hearing or understanding
	Attendees might have problem with hearing which will lead the conference to lose its purpose of lecturing and giving information to attendees
	Attendees with hearing issues

	Provide microphones, loop systems
	 Technician

	Fire Risk
	Fire emergency in the building during stall operation
	All committee members and visitors to the stand
	Confirm with premise controller that fire controls are in place. 
Nominated group person to manage fire evacuation. Fire exits to be checked all clear. 
Fire extinguishers available and accessible.
	University facilities team and Society Committee Present

	Slips, Trips and Falls
	Tripping over bags, cables, or spilled materials; slipping on wet surfaces
	Committee members and stand visitors
	To minimise the risk of slips, trips, and falls around the stall area, all personal bags and equipment should be kept neatly to the side or in a designated storage area to avoid obstructing walkways. 
Any spillages must be cleaned up immediately using appropriate materials and clearly marked with warning signage until the area is safe. 
All electrical cables should be securely taped down or covered to prevent tripping hazards.
 The area should be inspected before setup to ensure surfaces are clean and dry, and walkways must be kept clear throughout the event. 
Stall materials should be positioned carefully to avoid obstructing pedestrian flow or creating blind spots.
Flooring in good condition, area well lit
	Society Committee Present and University facilities

	Legal Compliance
	Risk of hate speech

Risk of breaching university and Guild policy
	Attendees
	All participants will be informed of the Guild and University’s Freedom of Expression policies
Participants will comply with the law regarding hate speech, where this line is crossed this will be reported to the students’ guild
	Committee Members 

















Activity Type 4: [CULTURAL NIGHTS]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	Cultural Nights
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Ensure accessible food counters, large-print menus, and assistance when requested

	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. 
	High food waste → pre-register meal options, donate leftovers

	Is additional specific Event Insurance required?
	N/A
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue



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

	Cultural Insensitivity
	 Attendees from different backgrounds might feel overwhelmed and isolated. There is also a possibility that if their culture is misrepresented by might leave the event
	Attendees
	Clearly label ingredients, trained catering staff
Preventing excessive waste, collect guest dietary needs will be taken as a precaution to prevent any catering hitch
	Committee Members

	
Language barriers leading to confusion or exclusion
	
Language barriers will lead people to feel isolated and it makes it more complicated to socialize which was the main aim of the event

	
	



International Attendees
	Provide translations, multi-language signage, 

	
Committee Members

	Injury from audience participation (e.g. dancing, slips, trips, falls, games, trying instruments)
	
While people get themselves in the vibe they might get injured
	Everyone Present
	Supervised zones, clear instructions, trained volunteers
Appropriate footwear to be worn
	Everyone Present

	Fire Risk
	Fire emergency in the building during stall operation
	All committee members and visitors to the stand
	Confirm with premise controller that fire controls are in place. 
Nominated group person to manage fire evacuation. Fire exits to be checked all clear. 
Fire extinguishers available and accessible.
	Venue and Society Committee Present

	Slips, Trips and Falls
	Tripping over bags, cables, or spilled materials; slipping on wet surfaces
	Committee members and stand visitors
	To minimise the risk of slips, trips, and falls around the stall area, all personal bags and equipment should be kept neatly to the side or in a designated storage area to avoid obstructing walkways. 
Any spillages must be cleaned up immediately using appropriate materials and clearly marked with warning signage until the area is safe. 
All electrical cables should be securely taped down or covered to prevent tripping hazards.
 The area should be inspected before setup to ensure surfaces are clean and dry, and walkways must be kept clear throughout the event. 
Stall materials should be positioned carefully to avoid obstructing pedestrian flow or creating blind spots.
Flooring in good condition, area well lit
	Venue and Society Committee Present

	
Food & Drink Hygiene/Food Allergies & Intolerance
	Allergens - Risk of anaphylaxis from food and drink containing allergens

Food poisoning – From not being stored and cooked properly.
	Group members
	The committee will confirm the venue's food hygiene standards.
The committee will share the venue's menu before the event to allow people to check for allergens.

	Venue- in ensuring food hygiene/safety. 
Committee- ensuring attendees are aware of potential allergens.




Activity Type 5: Stands
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	1-10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Stands will be in the Forum. 

	On Campus or Off Campus
	On Campus, in the Forum.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Flyers if needed will be printed in the University. We will encourage people to scan a QR code rather than taking a flyer to minimise paper waste. Digital engagement will be prioritised through QR codes linking to our website and social media.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid will be provided by the venue as it is held on campus. University security and first aid services are readily available in the Forum area.



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



	Fire Risk
	Fire emergency in the building during stall operation
	All committee members and visitors to the stand
	Confirm with premise controller that fire controls are in place. 
Nominated group person to manage fire evacuation. Fire exits to be checked all clear. 
Fire extinguishers available and accessible.

	University facilities team and Society Committee Present

	Slips, Trips and Falls
	Tripping over bags, cables, or spilled materials; slipping on wet surfaces
	Committee members and stand visitors
	To minimise the risk of slips, trips, and falls around the stall area, all personal bags and equipment should be kept neatly to the side or in a designated storage area to avoid obstructing walkways. 
Any spillages must be cleaned up immediately using appropriate materials and clearly marked with warning signage until the area is safe. 
All electrical cables should be securely taped down or covered to prevent tripping hazards.
 The area should be inspected before setup to ensure surfaces are clean and dry, and walkways must be kept clear throughout the event. 
Stall materials should be positioned carefully to avoid obstructing pedestrian flow or creating blind spots.
Flooring in good condition, area well lit
	Society Committee Present and University facilities

	Crowds and Noise
	Large crowds causing congestion, noise levels affecting communication and crowd control
	Committee members and stand visitors
	Monitor crowd density around the stand. Have clear queuing system if needed.
Ensure committee members can communicate effectively over ambient noise. Position stands to not block main walkways. Have plan to temporarily pause activities if overcrowding occurs.
Monitor committee mental health. 
	society Committee Present

	Fatigue/Tiredness
	Committee members becoming tired during long stall periods
	Committee members running the stand
	Chairs and rest areas provided for committee. 
Regular breaks scheduled.
 Frequent rota between committee members. 
Committee members can select preferred time slots.
	society Committee Present

	Aggression/Violence
	Potential confrontational behaviour from visitors
	Committee members running the stand
	Maintain friendly, environment.
 Clear procedure for removing aggressive individuals. University security contactable immediately.
	society Committee Present

	Materials Handling
	Paper cuts, heavy lifting of materials, inappropriate use of promotional items
	Committee members running the stand
	Leaflets distributed one by one. 
Materials transported in manageable quantities.
 QR codes redirect to controlled, accessible website. 
All promotional items appropriate and safe for distribution in line with relevant policies
	society Committee Present
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