Guild Group Annual Risk Assessment 2026/27

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
	RAZZ Magazine

	Assessed by 
	Poppy Read
	
	09/06/2026

	Signed off by 
	Abi Pyne 
	Date
	30/07/26



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: 

	Extra information added where needed.
	Poppy Read
	23/06/2026
	AP 
	30/07/26

	
	
	
	
	



Recognised Governing Body – please complete if your core activity involves sport/fitness activity

	Sport / Activity
	

	Recognised National Governing Body (if applicable):
	




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:
[image: A white rectangular sign with orange and green text

Description automatically generated]Revision: 1.0
Revision date: 


	
	
	



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
	Writers’ Meeting
	A teaching workshop on writing or a drop-in session run by the committee in a room on campus.
	2–3 times a term.
	May include use of a projector for a PowerPoint (if already provided in the venue)

	2
	Sober social (picnic, games night)
	A social event which will be explicitly a non-drinking event, run by the committee
	Once a term.
	N/A

	3
	Night out/pub visits
	A social event where drinking may be taking place, taking a group to bars/pubs and potentially to a club night, run by the committee
	2–3 times a term.
	N/A

	4
	Information stall
	A stall set up to provide information about the society and hand out copies of the magazine, leaflets, etc.
	Once.
	Table and chairs provided by the venue

	5
	Ball under 150 attendees.
	Balls are formal dress up nights that will have all five of the X-media societies come together. There will be time to chill out, enjoy some music, chat, and meet other members. Furthermore, the venue will provide a buffet for members to enjoy some food, as well as have a bar for drinks
	Twice annually.
	Equipment provided by the venue: food, drinks, tables, chairs, signs, and balloons.

Trophies provided by Event Organiser.



	
	
	


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: Writers’ Meetings
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. 
	Most rooms on campus are wheelchair accessible but we will make sure to include this information in our event promotion and book accessible room wherever possible.

	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. 
	As an on-campus event, it shouldn’t require any further travel arrangements and does not have a large environmental impact in the nature of the event.

	[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?
	University Emergency Action Plans or First Aid responders. Committee members to have an Event Management plan to monitor health and safety concerns.




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

	Fire risk.
	Fire; burns and entrapment.

Possible escape routes: lack of escape routes could lead to serious injury and death.

Lack of firefighting equipment could cause fires to spread out of control.
	All
	Fire extinguishers should be readily available on campus. 
University EAP should outline what to do in case of fire. 
Members will be made aware of venue’s protocol in the event of a fire including evacuation procedure and meeting points.
	Venue
Committee 
Members

	Slips, Trips and Falls.
	Slips, trips, and falls leading to injuries such as bumps and bruises or concussions.
	All
	University should sign wet floors and hazards on the floor. 
Take extra care at night on campus.
Any spillages will be mopped up immediately on discovery and participants warned of the hazard.
	Venue
Members
Committee Members


	Electrical/ Equipment (projector/ plugs etc)
	Faulty equiptment, user operation errors and electric shock could cause serious injury due to equiptment being faulty at the time of use, electric shock, or inexperience in using electrical equiptment.
	All 
	Ensure all equipment is checked before use, inspecting for signs of damage. 
Ensure suitable training and instruction when using equipment.
Ensure Portable Appliance Test (PAT) sticker is displayed on equipment, if not tested contact Students’ Guild – PAT service available.

	Committee Members
Venue






Activity Type 2: Sober Socials
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. 
	When booking venues off camps we will check with the venue whether they have disabled access, try to book accessible venues wherever possible and ensure we are transparent about the accessibility of our events

	On Campus or Off Campus
	On campus and 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 make sure to avoid food waste at any picnic events by ensuring any leftover food is taken away and no litter is left behind.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	The venue should have emergency action plans for first aid. Committee members to have an Event Management plan to monitor health and safety concerns.











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

	Slips, Trips and Falls.
	Slips, trips, and falls leading to injuries such as bumps and bruises or concussions.
	All
	Venue should have control measures. Members encouraged to behave appropriately. 
Any spillages will be mopped up immediately on discovery and participants warned of the hazard. 
Appropriate signage will be used if available.
	Venue
Committee Members
Group Members

	Fire risk
	Fire; burns and entrapment.

Possible escape routes: lack of escape routes could lead to serious injury and death.

Lack of firefighting equipment could cause fires to spread out of control.
	All
	Venue EAP should outline what to do in case of fire. 
Members will be made aware of venue’s protocol in the event of a fire including evacuation procedure and meeting points.
Only use venues with clear and safe fire exits and keep them clear. 
Inform the venue if any issues arise with the fire exits. 
Raise the alarm if any fire does occur.
	Venue
Committee Members

	Food hygiene/allergens
	Risk of allergic reaction leading to injury.
Risk of contamination from allergens to other food.
Risk of food being stored or prepared incorrectly leading to food poisoning.
	All
	Ensure allergens are clearly marked on food items
Ensure no contamination between food containing allergens and other food.
Collect details about allergies from attendees.
All food provided for sharing must either be pre-packaged or made by someone with a food hygiene level 2 certificate.
	Venue
Committee Members
Members

	Aggression/Violence
	Risk of injury from Physical attacks, psychological harm from threats or insults, or emotional distressed caused.
Physical assault:  Risk of injury from Physical attacks. 
Verbal abuse:  Psychological harm from threats or insults. 
Discrimination:  Psychological harm caused by discriminatory remarks. 
Intimidating behaviour:  Emotional distress caused by threatening or coercive behaviour. 
Exclusion:  Distress caused by isolating or becoming isolated in activity.
	All
	Provide security for events where necessary, especially where alcohol is involved. 
Ensure an emergency procedure is in place. 
Emergency services to be called in an event off campus.
Committee to ensure that all members follow the code of conduct and behave in a manor representative of the Guild’s values.
	Committee 
Members






Activity Type 3: Social Events
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. 
	Venus with disabled access. Cocktail club for example has stairs so wouldn’t be a good example.

	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. 
	[bookmark: _Int_tvxPEqVR]We will avoid using venues that serve alcohol in plastic cups and pick venues that are central to allow the majority of our participants to walk to the event rather than take transport.

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



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

	Fire risk
	Fire; burns and entrapment.

Possible escape routes: lack of escape routes could lead to serious injury and death.

Lack of firefighting equipment could cause fires to spread out of control.
	All
	Fire extinguishers are readily available. 

Members will be made aware of venue’s protocol in the event of a fire including evacuation procedure and meeting points.

Only use venues with clear and safe fire exits and keep them clear. 
Inform the venue if any issues arise with the fire exits. 
Raise the alarm if any fire does occur.
	Venue
Committee Members

	Drugs and Alcohol
	Intoxication leading to irresponsibility, danger walking home alone or leaving the premises intoxicated; vomiting.
	All
	A member of committee must be sober at socials. Venue should not serve students who appear too drunk. There will be zero tolerance to binge drinking and drugs. Anyone too intoxicated or under the influence will be refused entry to the event and the appropriate support services call (either estate patrol or 999) if needed.
	Venue 
Committee Members

	Slips trips and falls
	Injury; bruises and bumps or concussions, for example.
	All
	Venue should have control measures. 

Members encouraged to behave appropriately. 

Any spillages will be mopped up immediately on discovery and participants warned of the hazard. 

Appropriate signage will be used if available
	Venue 
Committee 
Members

	Food & Drink hygiene or allergies/intolerances
	 Food poisoning and danger of fatal injury, or sickness due to poor food hygiene.
	All
	Food allergy information displayed to club members and club members made aware of risks. 

Hand washing facilities to be available. 

Only food made by a member containing a Food Hygiene certification or packaged goods will be consumed by members.

Only use venues with high food hygiene ratings. 

	Venue
Committee 
Members


	Violence and Aggression
	Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.  Risk of physical or verbal altercation due to decision making amplified by the use of Alcohol and or/drugs.
	All
	Security measures in place with the venue, and establish a clear code of conduct to our members. Committee members to be aware of this risk and the arrangements. Establish and ensure that all members follow the Guild’s code of conduct for members.
	Venue 
Committee Members
Club members

	Nighttime and Darkness
	Risk of slips, trips and falls as a result of poor lighting. Risk of getting lost due to unfamiliarity with setting in the dark.  Risk of encountering aggressive nocturnal wildlife.
	
	Ensure suitable lighting provision when organising activities at nighttime: Torches, lamps, phone lights etc. Ensure safety protocols when organising activities/events at night: Emergency contact details, check ins, safe walking/running routes/paired up or escorted walking.
	Committee Members
Club members




Activity Type 4: Information Stall
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2committee members on the stall
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The University has accessibility to the Great Hall, but we will ensure that stalls are wheelchair accessible.

	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. 
	We will endeavour to use past editions of RAZZ at stalls to promote sustainability.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	University Emergency Action Plans or First Aid responders. Committee members to have an Event Management plan to monitor health and safety concerns.



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

	Slips, Trips and Falls.
	Slips, trips, and falls leading to injuries such as bumps and bruises or concussions.
	All
	Venue should have control measures. 

Members encouraged to behave appropriately. 

Any spillages will be mopped up immediately on discovery and participants warned of the hazard. 

Appropriate signage will be used if available.
	Venue
Committee Members


	Fire risk
	Fire; burns and entrapment.

Possible escape routes: lack of escape routes could lead to serious injury and death.

Lack of firefighting equipment could cause fires to spread out of control.
	All
	University EAP should outline what to do in case of fire. Members will be made aware of the venue’s protocol in the event of a fire, including evacuation procedure and meeting points.
	Venue
Committee Members

	Violence and Aggression
	Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.  
Risk of physical or verbal altercation due to decision-making amplified by the use of Alcohol and or/drugs.
	All
	Security measures in place with the venue, and establish a clear code of conduct for our members.

Committee members to be aware of this risk and the arrangements. 

Establish and ensure that all members follow the Guild’s code of conduct for members.
	Committee Members 
Members
Venue

	Crowds
	Risks of crushing, trampling and surging which can result in members sustaining serious injury.
	All
	Use signage to monitor the flow of people.

Ensure emergency procedures are in place for events.

Safezone app will be used for on campus 
activities to raise help.

Emergency services to be called in the event of an emergency off campus.
	Venue
Committee Members
Members

	Other – handing out printed materials
	Risk of cuts and abrasians from handing out paper materials.
	All
	Committee to be careful when handing out magazines. 

First aid to be available at the venue if necessary.
	Committee Members



Activity Type 6: Ball under 150 attendees
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	80
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	We will use accessible venues with wheelchair access.

	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 avoid using venues that serve alcohol in plastic cups and pick venues that are central to allow the majority of our participants to walk to the event rather than take transport.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	We will refer to the venue’s first aid arrangements, and committee members will have an Event Management plan.



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

	Fire risk
	Fire; burns and entrapment.

Possible escape routes: lack of escape routes could lead to serious injury and death.

Lack of firefighting equipment could cause fires to spread out of control.
	All
	Fire extinguishers should be readily available. 

Check fire exits are clear
Ensure that venue has satisfactory fire arrangements in place, including current venue fire risk assessment which specifies capacity numbers/limits
	Venue
Committee Members

	Drugs and Alcohol
	Intoxication leading to irresponsibility, danger walking home alone or leaving the premises intoxicated; vomiting.
	All
	A member of committee must be sober at socials. 

Venue should not serve students who appear too drunk. 

Anyone too intoxicated or under the influence will be refused entry to the event and the appropriate support services call (either estate patrol or 999) if needed. 

There will be a zero tolerance policy to binge drinking and drugs. 

There will be 1 sober committee member for every 30 attendees.

 Intoxicated members will be supported in finding safe travel arrangements from the event
	Venue 
Committee Members
Club Members

	Slips trips and falls
	Injury; bruises and bumps or concussions, for example.
	All
	Venue should have control measures. 

Members encouraged to behave appropriately.

Any spillages will be mopped up immediately on discovery and participants warned of the hazard. 

	Venue
Committee Members
Members

	Food & Drink hygiene or allergies/intolerances
	
Allergens – risk of anaphylaxis from food and drink containing allergens

Handling of food and drink substances – risk of ill health due to food being contaminated from incorrect handling techniques

Poor Cleanliness standards – risk of contamination from poor cleanliness standards in preparation and serving areas

	All but especially those with allergies
	Venue to provide allergen or food preference information before event. 

Those with allergies to let venue and committee know before event so that an appropriate venue can be selected by committee.

Only use credible suppliers when ordering food and drink – only use suppliers with a high food hygiene rating. 

	Venue 
Committee Members
Members 

	Crowds
	Crowd crushing could lead to falling over or injury.
	All
	Venue to have crowds under control and entrances/exits to be kept clear. This will be a ticketed event so numbers will be controlled and monitored.
	Venue
Committee Members
Club members

	Violence and Aggression
	Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.  

Risk of physical or verbal altercation due to decision making amplified by the use of Alcohol and or/drugs.
	All
	Security measures in place with the venue, and establish a clear code of conduct to our members. 
Committee members to be aware of this risk and the arrangements. 

Establish and ensure that all members follow the Guild’s code of conduct for members.
	Venue 
Committee Members
Members

	Nighttime and Darkness
	Risk of slips, trips and falls as a result of poor lighting. Risk of getting lost due to unfamiliarity with setting in the dark.  Risk of encountering aggressive nocturnal wildlife.
	
	Ensure suitable lighting provision when organising activities at nighttime: Torches, lamps, phone lights etc. Ensure safety protocols when organising activities/events at night: Emergency contact details, check ins, safe walking/running routes/paired up or escorted walking.
	Committee Members
Club members
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