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
	Exeter Malaysian Society (ExeM)

	Assessed by 
	Iman Nur Laila Zulfiqar
	Date
	26 July 2025

	Signed off by 
	
	Date
	



Activity Log – You can add to your annual risk assessment during the year if you have missed out an event. Please complete the table below if you have added additional activities or amended the risk assessment in any way since first sign off. 
	What has been amended? 
	Who has amended? 
	Amendment date:
	Who has reviewed 
(Guild representative initials only)
	Review date: 

	
	
	
	
	

	
	
	
	
	



Add more rows as required 
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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.
	[bookmark: _Int_hPUE6fVe]Details of Equipment to be used during the event. Please indicate whether provided by group

	1
	Bar / Restaurant Social
	Members will have the opportunity to socialize at a bar/restaurant, where everyone will be responsible for paying for their food and drinks.

	N/A
	N/A

	2
	
Diwali Dinner
	Members will dine at a restaurant to celebrate Diwali, with each person paying for their meal.

	N/A
	N/A

	3
	Winter Ball
	A formal evening event involving a sit-down dinner, music, and dancing. Attendees will dress formally and enjoy a meal followed by social activities. The event will be held at a licensed venue with staff present. Society committee members will oversee guest entry, schedule, and conduct throughout the night to ensure it runs smoothly and safely. A participation fee will be collected for the cost of the event.
	N/A
	N/A

	4
	Chinese New Year Celebration
	Participation fees collected from members will be used to prepare games and delicious food for them to enjoy together as part of the Chinese New Year festivities.

	N/A
	N/A

	5
	Bowling 
	Members will enjoy a fun-filled bowling session, bonding over friendly competition. A small participation fee will be collected for the cost of the games.

	N/A
	N/A

	6
	Committee Passover Dinner 
	A gathering held after the selection of the new committee batch. It serves as an opportunity for the outgoing and incoming committees to connect, reflect on the past term, and ensure a smooth transition of responsibilities. 

	N/A
	N/A





	
	
	


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: [[Bar/Restaurant Social]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venue

	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. 
	Enhance bonding and strengthen relationships with one another

	[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?
	Provided by the venue



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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members/Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	
Committee members/Venue security

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee members/Venue staff

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	The event will be  held at Monkey Suit, which has a food hygiene rating of 5, ensuring a high standard of cleanliness and food safety
Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
	Committee members/Venue staff

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members




Add more columns if necessary 

Activity Type 2: Diwali Dinner
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	30
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venue

	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. 
	Understanding and appreciating cultural differences between members

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



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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members / Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members / Venue manager

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	Committee members

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee
Venue
 Attendees

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
The venue’s food hygiene rating will be checked in advance
	Committee members / Venue manager

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members




Add more columns if necessary 

Activity Type 3: Winter Ball
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	80 
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venu

	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. 
	Enhance bonding and strengthen relationships with one another

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Enhance bonding and strengthen relationships with one another



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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members / Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members / Venue manager

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	Committee members

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee
Venue
 Attendees

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
venues will be researched ahead of time to ensure they have sufficient food hygiene ratings
	Committee members / Venue manager

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members

	Noise
		



	Exposure to loud noise can cause hearing damage, discomfort, or distress, especially for individuals with sensory sensitivities



	Attendees, committee members
	· Warn attendees of the dangers of loud noise exposure and encourage them to wear ear defenders
· Warn attendees that loud noise will be present
Ensure noise levels are kept to a reasonable volume
	Committee
Venue
Attendees




Add more columns if necessary 

Activity Type 4: Chinese New Year Celebration
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	80
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venue 

	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. 
	Understanding and appreciating cultural differences between members

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




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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members / Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members / Venue manager

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	Committee members

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee
Venue
 Attendees

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
venues will be researched ahead of time to ensure they have sufficient food hygiene ratings
	Committee members / Venue manager

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members

	Noise
		



	Exposure to loud noise can cause hearing damage, discomfort, or distress, especially for individuals with sensory sensitivities



	Attendees, committee members
	· Warn attendees of the dangers of loud noise exposure and encourage them to wear ear defenders
· Warn attendees that loud noise will be present
Ensure noise levels are kept to a reasonable volume
	Committee
Venue
Attendees



Add more columns if necessary 

Activity Type 5: Bowling
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venue 

	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. 
	Improve relationship between members/get to know Exeter better by visiting places

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


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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members / Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members / Venue manager

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	Committee members

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee
Venue
 Attendees

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
	Committee members / Venue manager

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members

	Manual Handling 
	Members could be injured by lifting bowling balls which are excessively heavy
	Attendees
	Attendees will be advised to choose bowling balls of an appropriate weight for their ability and exercise caution whilst playing
	Committee

	equipment
	Fault bowling equipment could result in injury during play
	Attendees
	Venue will be researched ahead of time to ensure good reviews and proper facilities
Equipment will be visually inspected before play
	Committee



Activity Type 6: Committee Passover Dinner
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Step-free access from the street to the event venue 

	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. 
	Understanding and appreciating cultural differences between members

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



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

	
Fire
	Fire outbreak leading to injury, burns, or smoke inhalation
	All attendees, committee members, venue staff
	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 members / Venue manager

	Slips, trips and falls 

	Wet floors, obstructive furniture, or uneven flooring causing attendees to slip or fall, resulting in injury

	Attendees, committee members
	Committee to arrive early at the venue to check for hazards and request the building PIC to mitigate them (e.g. mopping up liquid spills / placing wet floor signs, removing obstructing furniture etc.) 
If an accident does occur, building PIC to be notified immediately so that first-aid can be provided


	Committee members / Venue manager

	Alcohol/Drugs

	Excessive alcohol or drug consumption may lead to inappropriate behaviour, aggression, or health emergencies
	Attendees
	A sober committee member was designated to monitor attendees’ behaviour and step in if necessary
The venue’s security or staff was alerted in case of any incidents involving aggression or violence
Attendees were reminded of appropriate conduct before and during the event to ensure a safe and respectful environment
If any individual displayed signs of aggression or excessive intoxication, they were removed from the event if necessary to prevent escalation

	Committee members

	Aggression/Violence 

	- Physical or verbal aggression may lead to injury or distress
	

Attendees, committee members, venue staff
	- Zero tolerance policy for any bullying or aggressive behaviour
- Any society members who engage in such behaviour will be removed from the event by committee or venue staff
- Venue staff will be informed of any aggression from members of the public
	Committee
Venue
 Attendees

	Food & Drink Hygiene/Food Allergies & Intolerance
	Allergic reaction or food poisoning due to unhygienic food or uncommunicated allergens
	Attendees
	Before the event, allergen information will be confirmed with the venue to ensure attendees were aware of any potential allergens in the food
venues will be researched ahead of time to ensure they have sufficient food hygiene ratings
	Committee members / Venue manager

	Night-time Darkness

	Poorly lit areas at night may result in trips, falls, or safety concerns (e.g. harassment, getting lost)
	Attendees
	Stick to well-lit paths/streets when walking to/from the venue 
Travel in groups where possible 

Attendees are encouraged to use the SafeZone app for added security 
Details of the student safety scheme will be shared with members to promote safe travel practices
	Committee members
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