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
	Vietnamese Society

	Assessed by 
	Hong Quan Ngo
	Date
	11/06/2025

	Signed off by 
	Jonah Corren
	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: 

	
	
	
	
	

	
	
	
	
	



Add more rows as required 






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

	Sport / Activity
	N/A

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

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



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




	
	
	




	Activity Description log 

	
Activity Type e.g. Fitness Class, Games Session, Craft session etc
	Describe the activity, what it involves, how it will be run?
	
Frequency event will take place.
	[bookmark: _Int_hPUE6fVe]Details of Equipment to be used during the event. Please indicate whether provided by group

	1
	Meet and greet
	Welcoming event to introduce newcomers to the school and individuals interested in the Vietnamese community.
	N/A
	Food and game are provided by group

	2
	Lunar New Year
	Traditional New Year Celebration and welcoming event to introduce Jan newcomers to the school. This event will involve having dinner together (provided by the participants), Karaoke, and board games afterward. The venue still hasn’t been decided.
	N/A
	Food and games and decorations are provided by group

	3
	School tour
	After the fresher stall, the committee will have a short tour to show the new students around the school to give them an idea of how the university looks like and where the classrooms are.
	N/A

	None

	4
	Plaster Statue Painting
	
Vietsoc would organise an event where participants could paint plaster statues as a method to bring people together, make friends and relax.
	N/A
	Any equipment needed will be provided by the group

	5
	Casual Gatherings
	Vietsoc would host some casual gathering where we can have dinner or play board games together

	Once every 1-2 months

	Board games will be provided by the group





	
	
	


The students’ Guild Risk Assessment form requires you to provide certain pieces of information about you. This information may be shared with 3rd parties like University of Exeter or the Police for example. This ensures we involve all necessary parties in which to feed into the decision-making process.
For more information regarding who we share personal information with, please visit our student privacy statement on our website here. https://www.exeterguild.com/page/your-privacy-students

Activity Type 1: Meet and Greet
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	30-40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	

	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. 
	

	[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?
	



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



	Fire
	- Fire caused by electrical faults, flammable materials, or negligence (e.g. smoking, unattended equipment).
- Harm: burns, smoke inhalation, injury, or death.
	Group member
General Public
	- Conduct fire risk assessment before event.
- Ensure all equipment is PAT tested (electrically safe).
- Use flame-retardant materials for decorations.
- Keep all fire exits clear and unobstructed.
- Provide clear signage and emergency lighting.
- Appoint trained fire marshals for the event.
- Ensure PA system can announce emergency instructions.
- Inform attendees of evacuation routes at start of event.
- Do not exceed room capacity.
- No smoking policy enforced.
- Have fire extinguishers and alarms in working order.
	Committee members
Venue

	Crowds Gathering

	- Overcrowding leading to blocked exits.
- Risk of crushing, trips, slips, or falls.
- Difficulty evacuating in an emergency.
- Increased panic during a fire or other emergency.
	Group member
General Public
	- Set maximum occupancy limits and do not exceed them.
- Control entry and exit points to manage flow.
- Ensure clear signage to exits.
- Keep aisles, doorways, and exits free from obstruction.
- Appoint stewards or security to monitor crowd levels.
- Pre-plan evacuation routes and share information with attendees.
- Use barriers to guide crowd movement.
- Conduct safety briefings with event staff.
	Event Organiser
University Health & Safety Officer
Security Staff
Stewards / Ushers Facilities / Estates Team

	       Slips, trips and falls 

	- Spilled drinks or food causing slippery floors.
- Loose cables or wires on the ground.
- Uneven flooring, steps, or poorly lit areas.
- Clutter or temporary equipment blocking walkways.
- Harm: minor to serious injuries (sprains, fractures, head injuries).
	Group member
General Public
	- Keep all walkways and exits clear.
- Secure cables using cable covers or tape.
- Clean spills immediately and place warning signs.
- Check floors for trip hazards before and during the event.
	Event Organiser
Health & Safety Officer
Facilities / Cleaning Team
Event Staff / Stewards
All attendees (to report hazards)

	Food hygiene and allergens

	- Severe allergic reactions such as anaphylaxis in sensitive individuals 
- Risks including life-threatening health emergencies, hospitalisation, or death if not promptly treated
	Activity Participants
Committee members
	-  Display or communicate information about food allergies to visitors.
-  Check with individuals handling food if attendees have any allergies.  
-  Ensure the availability of handwashing and sanitizing facilities.  
-  Have First Aid personnel on hand to assist in case of severe allergies or anaphylactic shock.  
- Make sure all the foods are in expiration dates.
- Ensure all foods have clear origin of production.
- The committee member in charge of food production must have a Food Hygiene Level 2 Certificate

	Activity organiser 
Health and Safety Officer




Activity Type 2: Lunar New Year
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	40-50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	None

	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 try to minimize the number of single use bowl and dishes

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



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

	Fire
	- Fire caused by electrical faults, flammable materials, or negligence (e.g. smoking, unattended equipment).
- Harm: burns, smoke inhalation, injury, or death
	Group member
General Public
	- Conduct fire risk assessment before event
- Do not exceed room capacity.
- No smoking policy enforced.
- Use flame-retardant materials for decorations.
- Keep all fire exits clear and unobstructed
	Committee members
Participants


	Food & Drink Hygiene/Food Allergies & Intolerance
	- Poor food hygiene causing food poisoning (bacteria, contamination).
- Allergic reactions due to undeclared allergens.
- Cross-contamination of allergens.
- Use of out-of-date or improperly stored food.
- Harm: illness, allergic reactions, anaphylaxis (potentially life-threatening).
	Group member
General Public
	- Each group of participants will cook the food themselves in the morning to ensure freshness. And when the food arrives to the Barn, they will either be kept in the fridge or in the oven. 
- There will be 4 different groups, cooking 4 different dishes with ingredient buying from Supermarket in Exeter to ensure all the foods are within their expiration dates and have clear source of production.
-  Display or communicate information about food allergies to visitors. 
-  Check with individuals handling food if attendees have any allergies. 
-  Ensure the availability of handwashing and sanitizing facilities. 
-  Have First Aid personnel on hand to assist in case of severe allergies or anaphylactic shock. 
- The committee member in charge of food production must have a Food Hygiene Level 2 Certificate




	Committee members
Participants


	Slips, trips and falls





	- Spilled drinks or food causing slippery floors.
- Loose cables or wires on the ground.
- Uneven flooring, steps, or poorly lit areas.
- Clutter or temporary equipment blocking walkways.
- Harm: minor to serious injuries (sprains, fractures, head injuries).
	Group member
General Public
	- Keep all walkways and exits clear.
- Secure cables using cable covers or tape.
- Clean spills immediately and place warning signs.
- Check floors for trip hazards before and during the event.
	Committee members
Participants


	Noise
	Karaoke can be noisy, causing distress to any attendees sensitive to loud noise
	Group members
	Attendees will be warned in advance of the presence of amplified music
	

	Nighttime/Darkness
	- Increased risk of crime or antisocial behaviour.
- Security concerns for lone individuals walking to/from venue.
	Group member
General Public
	- Make sure people have someone to walk back home with them to ensure their safety
- Advertise the Student Safety Scheme and SafeZone app.
	Committee members
Participants


	Electrical Equipment
	- Exposure to electrical equipment can cause various injuries such as electrical shock, burns, internal organ damage...
- Hazardous electrical equipment can also harm the electrical system, leading to malfunctions, damage, or catastrophic failures. 
	Group member
General Public
	- Conduct checks for damaged wiring, overheating components, and corrosion.
- Avoid overloading circuits by distributing power demand evenly and adhering to equipment ratings.
- Acknowledge about electrical safety, hazard recognition, and emergency response procedures.
- Electrical equipment will be PAT tested before the event
	Committee members
Participants






Activity Type 3: School Tour
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	None

	On Campus or Off Campus
	Both on and off
	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 walk on foot, so no need of transportation

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Activity organiser



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

	Slips, trips and falls

	- Uneven flooring, steps, or poorly lit areas.
- Harm: minor to serious injuries (sprains, fractures, head injuries).

	Activity Participants
Committee members
	- Trainers and running shoes are encouraged as they are more convenient to walk around.
- Be careful when walking up and down the hills
- To reduce the severity in case of accidents, participant will be encouraged to wear long-sleeve clothing


	Activity organiser

	Weather
	- Reduced visibility, slippery surfaces, and potential accidents
- Risks including injuries, property damage, and disruptions to daily activities or operations 
	Activity Participants
Committee members
	- In case of raining, the tour will be cancelled to ensure the safety of everyone
- Participants will be announced by the cancellation
	Activity organiser

	Fire
	- Fire caused by electrical faults, flammable materials, or negligence (e.g. smoking, unattended equipment).
- Harm: burns, smoke inhalation, injury, or death
	Group member
General Public
	- Conduct fire risk assessment before event
- Do not exceed room capacity.
- No smoking policy enforced.
- Use flame-retardant materials for decorations.
- Keep all fire exits clear and unobstructed
	Committee members
Participants


	Vehicles/traffic
	Students could be hit by cars on the roads around campus, causing injury
	Attendees
	Committee will manage road crossings safely and advise all attendees to be careful around roads and traffic
	






Activity Type 4: Plaster Statue Painting
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	None

	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 try to use recycled tissue and minimise the use of plastic bag

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Activity organiser



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

	Nighttime/Darkness
	Increased risk of crime or antisocial behaviour.
Security concerns for lone individuals walking to/from venue.
	Activity participants
General public
	- Make sure people have someone to walk back home with them to ensure their safety.
- Advertise the Student Safety Scheme and SafeZone app.
	Committee members

	Fire
	- Fire caused by electrical faults, flammable materials, or negligence (e.g. smoking, unattended equipment).
- Harm: burns, smoke inhalation, injury, or death
	Group member
General Public
	- Conduct fire risk assessment before event
- Do not exceed room capacity.
- No smoking policy enforced.
- Use flame-retardant materials for decorations.
- Keep all fire exits clear and unobstructed
	Committee members
Participants


	Slips/Trips/Falls
	- Uneven flooring, steps, or poorly lit areas.
- Harm: minor to serious injuries (sprains, fractures, head injuries).

	Activity Participants
Committee members
	- Trainers and running shoes are encouraged as they are more convenient to walk around.
- Be careful when walking up and down the hills
- To reduce the severity in case of accidents, participant will be encouraged to wear long-sleeve clothing


	Activity organiser

	Equipment
	- Flying debris during scraping/sanding might cause eye injuries.
- Cuts, punctures, or lacerations from improper handling can cause harms.

	Activity Participants
Committee members

	- Conduct checks for damaged wiring, overheating components, and corrosion.
- Avoid overloading circuits by distributing power demand evenly and adhering to equipment ratings.
- Acknowledge about electrical safety, hazard recognition, and emergency response procedures.
- Electrical equipment will be PAT tested before the event
	Activity organiser

	Chemicals
	- There might be Isocyanates (in some spray paints) leading to asthma or severe allergic reactions.
	Activity Participants
Committee members

	- Use safer materials such as water-based or non-toxic products to reduce fumes and flammability risks. 
- Ensure proper airflow (open windows, fans, or exhaust systems) to discrete chemical fumes. 
- Keep eyewash stations and first aid kids accessible. 
	Activity organiser



Activity Type 5: Casual Gathering
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	None

	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 would encourage people to walk to the venue

	Is additional specific Event Insurance required?
	None
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Activity organiser



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

	Crowds gathering
	- Overcrowding, restricted movement, and potential panic. 
- Risks including injuries, stampedes, and the rapid spread of illnesses in densely packed areas
	Activity Participants
Committee members
	· Formulate an Event Management Strategy and share it with pertinent individuals or groups. 
· Establish protocols for handling emergencies. 
· Distribute preliminary instructions or regulations to participants prior to the event. 
· Ensure unobstructed access to entry and exit points. 

	Activity organiser 

	Hygiene/Food Allergies & Intolerance
	- Severe allergic reactions such as anaphylaxis in sensitive individuals 
- Risks including life-threatening health emergencies, hospitalisation, or death if not promptly treated
	Activity Participants
Committee members
	· Display or communicate information about food allergies to visitors.  
· Check with individuals handling food if attendees have any allergies.  
· Ensure the availability of handwashing and sanitizing facilities.  
· Have First Aid personnel on hand to assist in case of severe allergies or anaphylactic shock.  
· Make sure all the foods are in expiration dates.
· Ensure all foods have clear origin of production.
- The committee member in charge of food production must have a Food Hygiene Level 2 Certificate

	Activity organiser 

	Slips, trips and falls
	Uneven flooring, steps, or poorly lit areas.
- Harm: minor to serious injuries (sprains, fractures, head injuries).

	Activity Participants
Committee members
	· Be careful when walking around as the venue might be crowded 

	Activity organiser 

	Fire
	- Fire caused by electrical faults, flammable materials, or negligence (e.g. smoking, unattended equipment).
- Harm: burns, smoke inhalation, injury, or death
	Group member
General Public
	- Conduct fire risk assessment before event
- Do not exceed room capacity.
- No smoking policy enforced.
- Use flame-retardant materials for decorations.
- Keep all fire exits clear and unobstructed
	Committee members
Participants


	Nighttime/Darkness
	- Increased risk of crime or antisocial behaviour.
- Security concerns for lone individuals walking to/from venue.
	Group member
General Public
	- Make sure people have someone to walk back home with them to ensure their safety
- Advertise the Student Safety Scheme and SafeZone app.
	Committee members
Participants





image1.png




