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
	Diversity in Law

	Assessed by 
	Stephanie Wong
	Date
	2/9/2025

	Signed off by 
	Emily Jameson
	Date
	03/09/2025



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]
	Society Members with coaching qualification  
Society Members without coaching qualifications 
External coaches



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.
	Details of Equipment to be used during the event. Please indicate whether provided by group

	1
	Picnic
	Picnic will feature a mix of food and games to engage attendees. A blanket/table mat (something we can sit on) will be set up for us to sit on. Committee members will assist in organising the snacks we bring and labelling dietary preferences. 
It will involve committee and attendees talking and eating together. 
It will be run by committee going early setting up the picnic then ending by throwing the rubbish away in the correct places and cleaning up.
	Not much activity, will be sat down for the entirety of the event.
	Disposable plates, cutlery and napkins will be provided. 
Blanket/table cloth used to sit on.

	2
	Movie Night
	The movie will start before sunset to allow tie for people to gather before it gets dark. The location will likely be on campus. We will provide snacks and drinks and ensure dietary requirements are readily available for people to see. We will go earlier to set up the movie and ensure the technology is working correctly. When everyone is sat and comfortably, we will advise every one of the fire exits in case of a fire. 
The event will end and if it gets dark, we will ensure attendees aren’t going home alone. 
We will also clear up any leftover rubbish and put it in the correct bins. 
Turn off the technology and leave it tidy. 

	Not much activity, will be sat down for the entirety of the event.
	Laptop to connect to the projector will be from committee. 
Plastic cups for drinks will be provided.

	3
	Café Meetup
	The café will have a mix of indoor and outdoor seating. Attendees will be required to buy a ticket or fill out a form to let us know if they are coming. We can then estimate the number of people coming and book accordingly. 
This will be a chill welfare and academic event. This will be the space for anyone to raise any concerns they have about workload, or university in general and also to discuss any work they are finding difficult or do not understand. 
Committee will check the tickets when attendees enter and welcome guests. 
We will tell the attendees where the fire exits are in case of a fire. 
The meeting will be more informal. 
Attendees can order from the menu at their own expense. 
We will start with ice breakers and allow the attendees to voice their concerns. 
We will end the session by tidying away. 


	Not much activity, will be sat down for the entirety of the event.
	N/A

	4
	Quizzes
	
This will be run off or on campus. We will create tickets to have an estimate of how many people are coming and book accordingly. 
Committee will welcome attendees and ensure everyone is sat comfortably and in a correct place. 
We will inform attendees of the fire exits in case of a fire. 
We will perform the quiz and give a prize for the winner. We will avoid giving food as a prize because of allergies etc, and therefore will give a plushie toy to the winning team. 
End the session by tidying away and ensuring everyone has safe travels home. 
	No, will be sat down for the entirety of the event.
	Pen and paper for the quiz.

	5
	Potluck
	This can be run off or on campus. 
We will ticket the event to get a rough estimate of numbers. 
Everyone will make a dish of their choice, we will advise everyone to note the ingredients used in their dish on a piece of paper when they place it down. 
Once the event is over, we will clean up and put the rubbish away correctly. 
Ensure everyone takes their utensils/equipment. 

	People will be arriving, dining, socialising and cleaning up when required. There will be laid back activity.
	Disposable plates, cutlery and napkins.

	6
	Information Stalls
	These stalls will be held on campus. 
Committee will set up the stall beforehand and welcome and greet new students as they approach the stall. We will have a sign-up station where freshers can register their interest by scanning a qr code. 
Committee will rotate every hour. 
Once the stall time is over, we will tidy and clean up.
	Stood up but not much activity.
	Big banner, tablecloth, sign-up sheet, QR code printed, and cello- taped to the table.

	7
	Joint academic event with Career zone
	Academic presentations will be run alongside out committee about CV and interview preparation. Attendees will be encouraged to bring their CVs. 
This event will be on campus, and we will inform them of the fire exits in case of a fire. 
Attendees will leave and we will make sure they get home safely, not going alone, walking with a committee member etc. 
	Mostly students will be at down for this event.
	



	
	
	


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: [Picnic]
Please refer to Hazards guidance for a summary of hazards to consider – 
	Average number of participants
	10-15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Will be held outside, where no stairs are required and won’t be down a steep hill.
Will be close to indoor are for fatigue accessibility.
Low energy activity.
Will welcome guide dogs, ensure wheelchair accessibility

	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. 
	If recycling bins are not provided, we will bring our own bin bags.

	Is additional specific Event Insurance required?
	no
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Estate Patrol



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

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	[bookmark: _Int_6wsVr87a]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 
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	Make sure we are on flat ground.
Make sure there is no dangerous obstructions on the ground
Check weather forecasts regularly leading up the event
Have a back-up indoor venue or sheltered area in case of rain. 
Walkways kept clear of belongings
Spillages cleared up immediately 
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.




	Participants
	We will ask for allergen information in anticipation of the event. 
We will ask attendees to inform us of the food they are bringing ahead of the event. 
We will ask attendees to label their food clearly with allergens and all ingredients
We will keep food in packaging to avoid food contamination. Food will be stored correctly
Pre packaged food only, no homemade food
	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.



	Participants/committee
	Nominate a committee member to look out for any aggression.
Have campus security number ready in case of any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee














Activity Type 2: [Movie Night]
Please refer to Hazards guidance for a summary of hazards to consider – 
	Average number of participants
	15-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	Will use a room that is either ground floor or is accessible via lifts

	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.
	Adjusting brightness settings so less energy is consumed. 
Using eco-friendly snacks such as organic popcorn. 
Unplug the laptop/computer after use.

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



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

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	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
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.
	Participants
	We will ask for allergen information in anticipation of the event. 
We will ask attendees to inform us of the food we are bringing ahead of the event. 
We will ask attendees to label their food clearly.
We will keep food in packaging to avoid food contamination. Food will be stored correctly

	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.
	Participants/committee
	Nominate a committee member to look out for any aggression.
Have campus security number ready in case of any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee

	Electrical Risks
	Electrical shock or fire from laptops, projectors, and other electronic equipment.
	All attendees and presenters.
	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 
	Society Committee Present and University

	Environmental Risks
	Noise:  Risk of disruption to those in surrounding area as result of loud noises generated from large scale events.


 
	Participants and residents
	Avoid the sound system’s volume to set appropriately to avoid disturbing anyone nearby. 
Use curtains to block external light 
	Committee

	Nighttime
	Poor Lighting: Risk of slips, trips and falls as a result of poor lighting.
Navigation: Risk of getting lost due to unfamiliarity with setting in the dark

	Participants
	Encourage guests to use taxi if they will be going home alone. 
Ensure everyone has a charged phone and encourage them to check in once they get home. Encourage attendees to walk in groups.
	Committee





Activity Type 3: [Café Meetup]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	The café is on the ground floor, so there are no stair required

	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 are holding the event at a local business, so it is not a chain. 
It is very close to campus, so attendees can avoid using transport.

	Is additional specific Event Insurance required?
	no
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	The venue



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

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.

	Participants
	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
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.




	Participants
	We will ask for allergen information in anticipation of the event. 
Venue has food management processes in place
Attendees told to inform venue of any allergies before ordering
Venue providing food
	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.



	Participants/committee
	Nominate a committee member to look out for any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee















Activity Type 4: [Quizzes (including pub quizzes)]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	First floor/places with lifts and not too overcrowded.

	On Campus or Off Campus
	On 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.
	Reuse glasses when necessary. 

	Is additional specific Event Insurance required?
	no
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue, committee. 



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

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	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
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.




	Participants
	We will ask for allergen information in anticipation of the event. 
Venue has food management processes in place
Attendees told to inform venue of any allergies before ordering
Venue providing food
	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.



	Participants/committee
	Nominate a committee member to look out for any aggression.
Have campus security number ready in case of any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee

	Nighttime
	Poor Lighting: Risk of slips, trips and falls as a result of poor lighting.
Navigation: Risk of getting lost due to unfamiliarity with setting in the dark

	Participants
	Encourage guests to use taxi if they will be going home alone. 
Ensure everyone has a charged phone and encourage them to check in once they get home. Encourage attendees to walk in groups.
	Committee

	Alcohol
	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.

	Participants
	Supervision, committee will ensure they don’t drink to excess during the event. 
Will have at least 2 sober committee members present
Bouncers/trained staff in pubs should watch for excessive drinking and watch people to have consumed a lot of alcohol. 
Any suspicious behaviour will be reported to staff. 
The consumption of alcohol will take place at licenses premises.
	Committee/venue staff



Activity Type 5: [Potluck]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	ground floor/places with lifts and not too overcrowded.

	On Campus or Off Campus
	Off and 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.
	Reuse plates and glasses when necessary. 

	Is additional specific Event Insurance required?
	no
	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?

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	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
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.




	Participants
	We will ask for allergen information in anticipation of the event. 
We will ask attendees to inform us of the food we are bringing ahead of the event. 
We will ask attendees to label their food clearly.
We will keep food in packaging to avoid food contamination. Food will be stored correctly
No homemade food provided. Pre packaged or provided by venue only. 
	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.



	Participants/committee
	Nominate a committee member to look out for any aggression.
Have campus security number ready in case of any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee













Activity Type 6: [Information Stalls]
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.
	Use lower floor/lift accessible rooms

	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.
	Will use degradable substances In the decoration and will not print unnecessary leaflets.

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



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

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	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
	Committee/Venue

	Food & Drink Hygiene/Food Allergies & Intolerance/Food contamination
	Storage of food & drink Substances:  Risk of serious illness due to food and drink being stored in incorrect conditions.
Temperature: Risk of microbiological contaminants growing due to food and drink being stored at incorrect temperatures.
Allergens: Risk of anaphylaxis from food and drinks containing allergens
Food and Drink Suppliers: Risk of ill health due to food and drink substances being supplied by disreputable sources.

	Participants
	We will ask for allergen information in anticipation of the event. 
We will ask attendees to inform us of the food we are bringing ahead of the event. 
We will ask attendees to label their food clearly.
We will keep food in packaging to avoid food contamination. Food will be stored correctly
	Committee/Venue

	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
















Activity Type 7: [CV and interview workshop with Career Zone]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Will be help indoors on campus. We will ticket the event beforehand to get a good idea of number and we can book accordingly so it not overcrowded. Low energy activity.  Use lower floor/lift accessible rooms

	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. 
	If recycling bins are not provided, we will bring our own bin bags. There should be plenty of bins on campus. 

	Is additional specific Event Insurance required?
	no
	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?

	Fire
	Use of Flammable substances:  Increase of risk of fire due
to use of flammable substances.

Lack of firefighting equipment: Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

	Participants
	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
	Committee/Venue



	Slips and Trips
	Poor weather conditions: Risk of slips and trips due to heavy, rain windy conditions.
Uneven floor surface: Risk of tripping over uneven floor surfaces.


	Participants
	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
	Committee/Venue

	Aggression/Violence 

	Physical assault: Risk of injury from Physical attacks.
Verbal abuse: Phycological harm from threats or insults.
Intimidating behaviour: Emotional distress caused by threatening or coercive behaviour.
Exclusion: Distress caused by isolating becoming isolated in activity.
	Participants/committee
	Nominate a committee member to look out for any aggression.
Have campus security number ready in case of any aggression.
Committee will be vigilant and intervene where necessary. 
If problem persists, person/peoples will be removed from the event.
	Committee

	Electrical Risks
	Electrical shock or fire from laptops, projectors, and other electronic equipment.
	All attendees and presenters.
	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 
	Society Committee Present and University
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