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
	ExeTech Society  

	Assessed by 
	Jay Roe (President)
	Date
	24/07/2025

	Signed off by 
	Johnny Hurst
	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: 

	Amended frequency of workshop use (activity type 1), updated equipment maintenance control measures, who is responsible if a fire occurs during a social event (activity type 5), and who risk assessment was assessed by. 
	Jay Roe
	02.09.2025
	
	

	
	
	
	
	



Add more rows as required 






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

	Sport / Activity
	

	Recognised National Governing Body (if applicable):
	

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



Activities – In the table below list all activities your society will participate in over the upcoming year.
If an activity includes an external speaker, an overnight stay (UK or abroad) or is a performance or large-scale event it will need to be risk assessed individually. You can find out more here 
Below is a list of common activities societies are participating in:
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Society Core Activity
Forum Stalls 
Welcome week activity 
Picnics 
Pub visits
Restaurant visits
Intramural sport teams 
Craft activities
Training sessions 
Competitions 
Conferences
Clubbing 
Cafe / Coffee meetups 
Film screenings 
Quiz / Games night
Day trips
Winter/Summer balls (Under 150 attendees) 
Bowling 
Beach trips
Talks (Internal speaker only) 
Volunteering
Fundraiser
	
	
	




	
	
	




	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
	Set/Prop Construction & Painting: Workshop
	Normal operations of the ExeTech Workshop situated on Mardon Hill. The use of this is usually in preparation for the Guild theatre societies’ productions which happen throughout the year. 
	Work in the workshop takes place inconsistently. It is busy around show times, where it may be in daily use (approximately 3 weeks per term). 
	Tools and materials available in the workshop.

	2
	Training Sessions
	This is a regular activity which will involve training members on a specific area of theatre production (e.g. Lighting, Sound, Stage Management). It will involve teaching them how the specific equipment works or a new skill, then allowing them to have a go at it under supervision by the committee.
	Bi-weekly (during term time). 
	Depending on the training session, the appropriate equipment will be available to use from the ExeTech Store Cupboard (in Kay House).

	3
	Rigging (On-Campus Spaces)
	Occasionally, the lighting & sound equipment in Guild spaces will need to be rearranged. Spaces include (but not limited to) The Theatre (M&D) and Kay House (Frank Oliver and Cabaret).
	Twice per-term (excluding rigging work done by other societies).
	ExeTech equipment available in the Guild spaces.

	4
	ExeTech Equipment Maintenance
	Throughout the year, equipment maintenance will be carried out upon our broken/damaged stock.

	Every 1-2 weeks.
	ExeTech equipment available in the Guild spaces/Kay House store.

	5
	Social Events
	ExeTech will host a variety of social events for its members throughout the year.

	Bi-weekly
(during term time).
	N/A

	6
	Technical Support for Events
	Throughout the year ExeTech will help other societies or groups with performances/events. This includes setting up tech equipment.
	On average 5 times per term.
	ExeTech Equipment from Store Cupboard

	7
	Information Stalls
	ExeTech will periodically run information stalls to advertise the society to new members (e.g. Welcome Week stall).
	Typically once per term.
	ExeTech Equipment from Store Cupboard

	8
	Equipment Hire
	Societies in need of equipment can hire specific items from our webpage, and a member of ExeTech will compile them for collection.
	Twice per week (on average)
	ExeTech Equipment from Store Cupboard





	
	
	


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: Set/Prop Construction & Painting: Workshop

Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The workshops are not accessible for those with severe physical disabilities.  The workshops are inaccessible to wheelchairs due to steps. The floor surfaces (cobbles) to gain access to the workshops are uneven. 

	On Campus or Off Campus
	On Campus: Theatre Workshops 1 & 2, Mardon Hill
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	We encourage societies who are making sets or props to re-use items from previous projects. We also have a wide range of flats and flooring that can be re-purposed. Societies are encouraged to use materials and techniques to ensure maximum use can be obtained from every item bought or made for a show.

	[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?
	ExeTech committee will be asked to complete the online workshop training, and this will include First Aid. For major incidents Estate Patrol will be called.



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

	Fire 
	Injury or death caused by fire indoors.

	Persons using the workshop space – ExeTech members and Theatre Societies.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures. Fire extinguishers are situated around the workshop. All fire exits are to be kept clear and regular checks will be carried out in order to ensure this.
	ExeTech Committee + University + Guild


	Slips, trips and falls 
	Injury caused by poor housekeeping (e.g., leaving materials scattered all over the floor)
	Persons using the workshop space – ExeTech members and Theatre Societies.
	Ensure all areas are kept clear and tidy after each work session.
	ExeTech Committee + Guild

	Use of Workshop tools

	Injury from unsafe use of tools. Injury from using the wrong tool. Injury from poorly maintained or unsafe tools.
	Persons using the hand tools or power tools, and persons nearby.
	Members will be informed that they must only use tools that they have been trained to use. Members should be able to identify the risks of using particular tools and should always work carefully and conscientiously.

Personal Protective Equipment (goggles, gloves) is available, and its use is mandatory.
All users will be trained on methods of scenic construction to ensure that the correct tools are used at all stages of the process. 
Regular checks of the tools in stock will be carried out to ensure that any unsafe / unsuitable equipment is removed from the workshop immediately.
	ExeTech Committee + Guild

	Manual Handling of Large Items

	Physical injury from incorrectly moving heavy items around. Can occur from attempting to lift an object that is out of the strength capability of that person.
	Persons who are moving the large items, or are assisting/nearby.
	Each stage team and members who are working with heavy objects will be trained in how to carry objects safely (using two people), following standard professional practice. This training will also be documented and presented to all members.
	ExeTech Committee

	Storage of large items and flats 

	Injury from falling scenery when incorrectly stored. Injury from falling scenery if not correctly set up in a venue.

	Persons using the workshop space – ExeTech members and Theatre Societies.
	There are clearly defined locations in the workshop for storing items safely and securely. Areas will be defined with either signage or obvious implication of where similar items are currently stored. Committee will monitor storage and ensure scenery is stored in the appropriate place. 



Additional risk assessments will be needed to manage the risk of using scenery in specific venues which is the responsibility of theatre societies.  

	ExeTech Committee

	Use of Workshop machinery 
	Severe injury from misuse of power tools. 
	Persons using the machinery in the workshop, and persons who are nearby.
	All power tools are not to be used unless a suitably trained ExeTech Committee member or Guild representative is present. PPE must be worn. ExeTech will constantly review the safety of using power tools and work with the Guild to provide additional safety measures (e.g. dust extractors, kill switch) throughout the year.

	ExeTech Committee + Guild

	Use of Hazardous substances 
	Illness or injury caused by use of paint.
Pollution risk of disposed waste.

	Persons using the hazardous substances in the workshop, and persons who are nearby/also in the workshop space.

	Domestic paints and glues are the only hazardous substances used and therefore the risk is low. Substances will be stored in the paint workshop (i.e. not the main workshop) or in the COSHH cupboard until a safe way of storing paint is agreed with the Guild

ExeTech will work with the Guild to ensure paints and paint cans are disposed of responsibly and safely.
	ExeTech Committee + Guild



	Impairment
	Poor judgement or impairment due to alcohol/drugs.
	Persons using the workshop space – ExeTech members and Theatre Societies.
	No intoxicating substances are permitted in the workshop and anyone who appears to be intoxicated will be evicted with immediate effect.


	ExeTech Committee 

	Lone Working 
	Injury or medical emergency not dealt-with immediately.
	The person using the workshop space when unaccompanied, persons nearby the workshop space.
	Lone working is not permitted in the workshop at any time. To prevent this, access is only given to ExeTech members with appropriate training and bans from using the space may be used as a deterrant.
	 ExeTech Committee + Workshop Users

	Unapproved Access - 
	Injury or workshop misuse during unapproved hours.

Injury or workshop misuse during approved hours but untrained individuals are present.

	Persons who are using the workshop space unapproved, persons who are nearby.
	Access to the workshop should be as limited as possible. The access code should be known to the ExeTech committee, and the Guild and code changes will be communicated between the two parties. The code will be changed at least once a term. The code will be changed immediately if it is believed to be compromised.
The access code will be given to a member (with sufficient training) who has booked time in the workshop. Occasional spot checks will be undertaken to ensure all those in the workshop are sufficiently trained and bans or fines for individuals or societies may be used as a deterrent.
	ExeTech Committee + Guild + Workshop Users




Activity Type 2: Training Sessions
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2 - 30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Access is available to the rear of the M&D Room auditorium through the main audience entrance and to the wings area from the fire exit. No unstepped access is currently available to the stage, but this isn’t a requirement for training sessions. 
Kay House and The Lemon Grove is fully accessible. 

	On Campus or Off Campus
	On Campus - The Theatre, Kay House, The Lemon Grove
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Equipment will be turned off whenever it is not being used. No consumables are used for training.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	If training is located on campus, in case of first-aid assistance being required, estate patrol will be alerted. If off campus venue staff or 111 will be contacted.



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

	
Fire 
	Injury or death caused by fire indoors
	All persons who are attending the training session or who are in the building/space.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. At the start of each training session, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 
	ExeTech Committee + University

	Impairment 
	Poor judgement due to Alcohol/Drugs

	All persons who are attending the training session.

	No intoxicating substances are permitted during training sessions and anyone who appears to be intoxicated will be removed from the session with immediate effect.
	ExeTech Committee

	Specific hazard relating to the training at hand 
	Training sessions cover a broad range of areas within technical theatre, stage management and production and therefore, low-risk hazards will be specific to the training being undertaken at the time.
	Committee/members who are attending the training session.
	All training will be led by an experienced member of ExeTech Committee. They shall not provide training beyond their knowledge or ability. Specific hazards will be raised at the time by ExeTech Committee to ensure all members are comfortable and certain of the risks. The attendance and competence of members will be recorded for future reference to prevent unable members from attempting dangerous tasks.
	ExeTech Committee

	Electrical Hazards 
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Equipment is PAT tested regularly, and members are trained to look out for possible faulty equipment (by visual checks) and to put equipment out of service until it can be inspected by a qualified person. 

Faulty or damaged equipment must not be used. 
	ExeTech Committee



Activity Type 3: Rigging (On-Campus Spaces)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-5
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The nature of technical theatre is that not all tasks are suitable for people with certain disabilities. However, there will always be some tasks that can be undertaken by anyone.

	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. 
	Equipment will be turned off whenever it is not being used. Equipment will be handled carefully to reduce need for replacements or repairs. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	As the equipment cupboard is located on campus, in case of first-aid assistance being required, estate patrol will be alerted.



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

	Fire
	Injury or death caused by fire indoors

	All persons who are attending the rigging session or who are in the building/space.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. At the start of each training session, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 
	ExeTech Committee + University

	Working at Height
	Injury caused by falling from a ladder.
	The member of committee/society member who is using the ladder, or those who are nearby.
	Ladders are available in The Theatre (M&D room) and in Kay House. Only trained members are permitted to use the ladders. Ladders can only be used if it is safe to do so (i.e. on an even and stable surface). It is forbidden to climb a ladder if no one else is present. Use of ladders should be as infrequent as possible and is discouraged unless necessary. Use of a rope pulley system is encouraged for particularly heavy equipment.
	ExeTech Committee

	Electrical Hazards 
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Equipment is PAT tested regularly, and members are trained to look out for possible faulty equipment (by visual checks) and to put equipment out of service until it can be inspected by a qualified person. 

Faulty or damaged equipment must not be used. 
	ExeTech Committee

	Working in the Dark 
	Injury caused by obstruction in darkness.
	Committee/members of the society who are working in the dark space.
	No activity that involves moving around the space should be done without adequate light. 
	ExeTech Committee

	Manual Handling 
	Physical injury caused by incorrectly lifting heavy or awkward-to-carry equipment.  
	Committee/members of the society who are lifting the item, or those who could are near and could be injured if it was dropped. 
	Each technical team will be trained in how to properly carry heavy equipment in line with professional practices. 
	ExeTech Committee

	Hot Equipment 
	Burns caused by lighting equipment left on for a long time.
	Committee/members of the society who are adjusting the hot lighting equipment.
	Best practice is to adjust / focus the lighting equipment immediately, before it gets hot. 
If it has to be adjusted after time has elapsed, heat-resistant gloves must be used.
	ExeTech Committee

	Impairment 
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, and committee/members of the society who are taking part in the rigging session.
	No intoxicating substances are permitted when rigging and anyone who appears to be intoxicated will be removed from the space immediately.
	ExeTech Committee

	Lone Working 
	Injury or medical emergency not dealt-with immediately.
	The person who is working alone, others using the building who could be affected by the unsafe activity.
	Lone working is strongly discouraged when carrying out any rigging activity.
	ExeTech Committee




Activity Type 4: ExeTech Equipment Maintenance
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	1-2
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Every effort will be made to ensure that everyone who wants to work on technical aspects of theatre can do so, in a safe manner. 

	On Campus or Off Campus
	On Campus (The Theatre, Kay House)
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Equipment maintenance is inherently sustainable; working to extend the life of equipment as long as possible whilst it is safe to do so. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	As the equipment cupboard is located on campus, in case of first-aid assistance being required, estate patrol will be alerted.



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

	Fire 
	Injury or death caused by fire indoors

	All persons who are taking part in the maintenance session or who are in the building/space.

	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. At the start of each training session, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 
	ExeTech Committee + University

	Electrical Hazards 
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Faulty or damaged equipment must not be used, and only those with sufficient knowledge and experience should investigate faults. ExeTech Committee should ensure a sufficient budget is available to maintain equipment using professional companies unless the faults can be easily rectified. No person should attempt to repair or fault-find equipment that they are not familiar with. 
	ExeTech Committee

	Impairment
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, and committee/members of the society who are taking part in the equipment maintenance.

	No intoxicating substances are permitted when rigging and anyone who appears to be intoxicated will be removed from the space immediately.
	ExeTech Committee

	Lone Working -
	Injury or medical emergency not dealt-with immediately.
	The person who is working alone, others using the building who could be affected by the unsafe activity.
	Whilst lone working for equipment maintenance is low risk and therefore permitted, the member of ExeTech Committee who is carrying out maintenance should inform others that they will be carrying out maintenance.

Anyone carrying out maintenance should have access to a phone and should download the safezone app in order to contact help/emergency services if/when needed.
	ExeTech Committee

	Use of Tools 
	Cuts or minor injury occurring from use of low-risk tools.
	The person(s) who are using the tools, or those who are nearby.
	If an injury occurs, whoever is carrying out maintenance is responsible for seeking help and must report to the ExeTech Committee as soon as is convenient; how the injury occurred so it can be mitigated in the future.  No person should attempt to repair or fault-find equipment with tools that they are not familiar with.
	ExeTech Committee




Activity Type 5: Social Events
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Every effort will be made to choose social activities and venues that are accessible to all.

	On Campus or Off Campus
	Both
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Sustainable practices will be encouraged when planning social events.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	If the social event is located on campus, in case of first-aid assistance being required, estate patrol will be alerted. If off campus venue staff or 111 will be contacted.



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

	Fire
	Injury or death caused by fire indoors

	All persons who are taking part in the social event or who are in the building/space.

	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. At the start of each social, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 

If in an off-campus venue, we will liase with the venue staff as to the correct fire evacuation procedure.
	ExeTech Committee + University + Social Venue Owner

	Impairment
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, the committee/members of the society who are taking part in the social, others who may be nearby.
	At least two members of committee will be completely sober for any social events.
Anyone who arrives at a social event who appears to have taken drugs will be sent away as long as it is safe to do so. 
Anyone who arrives at a social event who has drunk beyond their limit will be sent away as long as it is safe to do so.
	ExeTech Committee

	Food & Drink
	Illness due to food poisoning. Illness due to allergic reaction.
	The society/committee member(s) who have consumed the food/drink.
	Only reputable catering providers will be used for social events.

Members will be informed that they are responsible for avoiding foods that they may be allergic to. In the case of an allergic reaction Estate Patrol (or if off-campus emergency services) will be called. 
	ExeTech Committee

	Travelling 
	Risk of injury or violent crime occurring due to persons walking around on their own.
	Committee or society members who are travelling to the social event.
	Where possible, walking buses will be used to allow members who want to travel in large groups the option to do so. 

The committee will ensure that all members have a safe way to return home after an event.
	ExeTech Committee



Activity Type 6: Technical Support for Events
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Every effort will be made to ensure that everyone who wants to work on technical aspects of theatre can do so, in a safe manner. 

	On Campus or Off Campus
	Various
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	Equipment will be turned off whenever it is not being used. Equipment will be handled carefully to reduce need for replacements or repairs. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	ExeTech committee will be given First Aid training by the Guild. For major incidents Estate Patrol (or if off-campus emergency services) will be called.



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

	Fire
	Injury or death caused by fire indoors.

	All persons who are taking part in the event needing technical support or who are in the building/space.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. If in an external venue, the appropriate fire procedures for that specific venue will be followed. When setting up in the venue, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 
	ExeTech Committee + Venue/University (if on Campus)

	Impairment - 
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, the committee/members of the society who are taking part in the event needing technical support others who may be nearby.

	Whilst providing technical support for an event it will be noted to members of committee/society members that they are not permitted to consume alcohol. If alcohol is consumed by a member of the technical team they will not be permitted to continue in this role. Anyone who appears to have taken drugs will be sent away as long as it is safe to do so.
	ExeTech Committee

	Electrical Hazards
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Faulty or damaged equipment must not be used, and only those with sufficient knowledge and experience should investigate faults. ExeTech Committee should ensure a sufficient budget is available to maintain equipment using professional companies unless the faults can be easily rectified. No person should attempt to repair or fault-find equipment that they are not familiar with. 
	ExeTech Committee

	Hot Equipment
	Burns caused by lighting equipment left on for a long time.
	Committee/members of the society who are using hot equipment
	Best practice is to adjust / focus the lighting equipment immediately, before it gets hot. 
If it has to be adjusted after time has elapsed, heat-resistant gloves must be used. 
	ExeTech Committee

	Lone Working
	Injury or medical emergency not dealt-with immediately.
	The person who is working alone, others using the building who could be affected by the unsafe activity.
	Lone working in this context is low risk and therefore permitted, however it will be strongly discouraged.
	ExeTech Committee

	Working at Height
	Injury caused by falling from a ladder.
	The member of committee/society member who is using the ladder, or those who are nearby
	Only trained members are permitted to use ladders. Ladders can only be used if it is safe to do so (i.e. on an even and stable surface). It is forbidden to climb a ladder if no one else is present. Use of ladders should be as infrequent as possible and is discouraged unless necessary. Use of a rope pulley system is encouraged for particularly heavy equipment.
	ExeTech Committee

	Manual Handling
	Physical injury caused by incorrectly lifting heavy or awkward-to-carry equipment.
	Committee/members of the society who are lifting the item, or those who could are near and could be injured if it was dropped.
	Each technical team will be trained in how to properly carry heavy equipment in line with professional practices. 
	ExeTech Committee

	Slips, trips and falls
	Injury caused by poor housekeeping (e.g., equipment in path of participants, cables routed unsafely)
	Persons attending the event for which technical support is being provided. 
	All equipment/items being used will be placed securely away from any walkways. 

All cabling will be routed away from any walkways and fire exits, and will be covered wherever appropriate by secured cable mats.  
	ExeTech Committee



Activity Type 7: Information Stalls
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	2-10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The accessibility of the venue where the information stall is being held will be checked ahead of time, and accessibility information will included on information provided by the society.

We will ensure the sensory impact of any equipment used as part of a demonstration is as limited as 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. 
	Banners/QR codes will be used to provide information about the society instead of printing and handing out flyers/cards. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	As the information stalls are on campus, in the event of first-aid being needed a member of the event/venue staff will be alerted and estate patrol will be called.



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

	Fire 
	Injury or death caused by fire indoors

	All persons who are attending the information stall or who are in the building/space.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. 

Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. 

When setting up the information stall, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 

It will be checked to see if a member of the venue staff will be running the evacuation and that fire controls are in place. 

	ExeTech Committee + University

	Impairment 
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, persons who may be attending or running the stall, others who may be nearby.
	Whilst running the information stall it will be noted to members of committee that they are not permitted to consume alcohol. If alcohol is consumed by a member of the committee running the stall they will not be permitted to continue in this role. Anyone who appears to have taken drugs will be sent away as long as it is safe to do so.
	ExeTech Committee

	Electrical Hazards 
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Faulty or damaged equipment must not be used. All ExeTech equipment is PAT tested annually, and the ExeTech committee members running the stall will visually inspect any equipment that will be used as part of the stall before use. 

	ExeTech Committee

	Slips, trips and falls
	Injury caused by poor housekeeping (e.g., equipment in path of participants, cables routed unsafely)
	Persons attending the event at which the information stall is located.
	All equipment/items being used as part of the stall will be placed securely away from any walkways. 

If  mains-powered items are in use, power cables will be routed away from any walkways, and will be covered wherever appropriate by secured cable mats.  
	ExeTech Committee



Activity Type 8: Equipment Hire
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5-60
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Kay House is a fully accessible space with lift access to the storage cupboard on the 1st floor. 

ExeTech society members will be on hand to help with transport of equipment.

	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. 
	All equipment is re-used and repaired whenever possible instead of purchasing replacement items. We encourage use of sustainable options wherever possible, such as rechargeable batteries. 

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	As the equipment cupboard is located on campus, in case of first-aid assistance being required, estate patrol will be alerted.



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

	Fire
	Injury or death caused by fire indoors

	All persons who are taking part in the equipment hire or who are in the building/space.
	In line with the University Fire Safety Policy, emphasis is placed on prevention of fires. 

Should a fire occur, all individuals will follow the appropriate fire procedures for the space they are in. 

When handing over the equipment, a member of the committee will check in order to ensure that the fire exit routes are clear and accessible, and that the location of fire extinguishers are known. 

	ExeTech Committee + University

	Impairment
	Poor judgement or impairment due to alcohol/drugs.
	The impaired person, the committee/members of the society who are taking part in the equipment hire others who may be nearby.
	If the person collecting equipment appears to be on a substance, will not continue with the order handover. If alcohol is consumed by a member of committee involved in the equipment handover, they will not be permitted to continue in this role. Anyone who appears to have taken drugs will be sent away as long as it is safe to do so.
	ExeTech Committee

	Electrical Hazards
	Risk of electrocution from exposed electrical conductors or unsafe equipment.
	The person(s) who are operating the electrical equipment, or those who are nearby.
	Faulty or damaged equipment must not be used. All ExeTech equipment is PAT tested annually, and the ExeTech committee members handing over the order will visually inspect any equipment that will be used as part of the order before hand over. As well as that, we check our inventory every year to the best of our abilities. 

	ExeTech Committee

	Slips, trips and falls
	Injury caused by poor housekeeping (e.g., equipment in path of participants, cables routed unsafely)
	Persons attending the equipment hire.
	All equipment/items being used as part of the order will be placed securely away from any walkways during hand over, and societies will be advised how to use equipment safely.   
	ExeTech Committee

	Manual Handling
	Physical injury caused by incorrectly lifting heavy or awkward-to-carry equipment.  
	Committee/members of the society who are lifting the item, or those who could are near and could be injured if it was dropped.
	ExeTech committee will be advised in how to properly carry heavy equipment in line with professional practices, and we will advise the collecting society on how to best carry the equipment.
	ExeTech Committee

	User/Operator Error
	Risk of injury due to inexperience using equipment. 
	The person(s) who are operating the equipment, or those who are nearby.
	Where required, a concise explanation of how to use the equipment will be given at the hire handover, to the best of our ability.  

Hirers who are unsure at any point will be prompted to get in touch with ExeTech for further clarification/advice. 
	ExeTech Committee + Equipment Hirer
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