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 Investment Management (EXIM)

	Assessed by 
	Nathaniel Parr
	Date
	03/06/2026

	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 






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
	Internal Speaker 
	Having a lecturer deliver a presentation about a certain topic regarding investment management. We will have an introduction to the lecturer; they will present for around an hour and then will open the floor to questions from members. This will be a free event.
	Fortnightly
	Microphone provided in lecture theatre, banners and branding material, projector, projector screen, laptop/tablet.

	2
	Socials
	Socials and Networking Drinks 
Purpose: To facilitate informal networking and relationship-building among society members, alumni, and professionals in a relaxed social setting. 
Participants: 40–50 members and invited guests. 
Frequency: Fortnightly during term time. 
Duration: Approximately 2 hours per event. 
Location: On-campus venue (e.g., student union bar, society space) or approved off-campus licensed premises.
Key Features:
· Informal mingling in a designated area.
· Themed social activities (e.g., quiz nights, industry guest mixers).
· Light refreshments and beverages served.
· Background music and casual seating arrangements.

How It Will Be Run:

· Events are organised and supervised by the society committee.
· A designated committee member acts as the event lead and point of contact.
· Attendees are encouraged to register in advance via a digital platform.
· The venue is set up to encourage circulation and informal interaction, with clear entry/exit points and designated service areas.
· Beverages are served in accordance with venue licensing agreements; alcohol is monitored, and non-alcoholic options are always available.
· Events conclude with a committee-led wind-down and venue reset.
At least two committee members will be sober at each event 

	Fortnightly
	Microphones for announcements or speeches, music/sound system, tables and chairs for seating, decorations according to theme, catering equipment (if food/drinks are served), lighting appropriate for the venue, signage for event branding/directions, DJ equipment, first-aid kit.

	3
	Forum Stand
	Forum Stand (Promotional/Engagement Stand)
Purpose: To promote the Exeter Investment Management Society, recruit new members, raise awareness of upcoming events, and engage with the student body in a high-footfall area.
Participants: Society committee members (2–3 per shift) and general student passerby.
Frequency: One-time or occasional event, typically lasting 4–6 hours per day.
Location: Main forum area, University of Exeter (Streatham Campus), a high-traffic indoor thoroughfare.
Key Features:

· Pop-up banner and branded table setup.
· Distribution of promotional materials (flyers, brochures).
· Member sign-ups via digital device
· Informal Q&A and conversation with interested students.
· Display of society achievements and event calendars.

How It Will Be Run:

· The stand will be manned by trained committee members in scheduled shifts.
· All equipment (table, banner, materials) will be set up and dismantled within the agreed time slot with the university's Estates & Commercial Services.
· Engagement will be proactive but respectful, no obstruction of pathways or aggressive solicitation.
· The area will be kept tidy, and all waste will be disposed of appropriately at the end of the session.

	Monthly
	Table – for displaying materials, chairs – for committee members managing the stand, pop-up banner with branding on, promotional materials such as flyers, tablecloth, Laptop or tablet for demonstrations, sign-ups, or showing content, stationary, mobile phone for social media updates and content. Canopy if outdoors.

	4
	Balls (Summer Ball) under 150 participants
	
Exeter Investment Management Society Summer Ball
Purpose: To celebrate the end of the academic year, foster member community, and provide a formal social and networking opportunity in a high-quality setting.
Participants: Up to 150 members, alumni, and invited guests.
Date & Duration: One evening event, typically lasting 5–6 hours.
Key Features: Formal dinner, speeches, awards ceremony, live DJ/band, dancing, photography, and themed decorations.
Supervision: Event managed by the society committee with support from venue staff and hired security. External vendors (catering, entertainment) will be fully briefed on safety protocols.
Risks to be Mitigated: Crowd management, food safety, alcohol consumption, trip hazards, electrical safety, emergency evacuation, and safeguarding of attendees. Control measures include registered attendee list, trained first aiders, clear signage, designated alcohol servers, and coordination with venue risk assessments.

	One time event
	Microphones, lighting, restroom facilities, tables, chairs, decorations, banners & signage, balloons, water stations, glassware, cutlery, crockery, DJ Booth and Equipment, First Aid kit, fire extinguishers, security staff, waste and recycling bins

	5
	Podcast
	We will host a podcast which demystifies the tricky concepts in investment management and finance. Committee members will record it using microphones and will edit using editing software. This aims to be a weekly episode. We will also cover recent market news to prepare students for any upcoming interviews.
	Weekly
	Microphones (3 x USB or XLR mics), pop filters/windshields to reduce outside noise, microphone stands, audio interface, headphones, headphone splitter, recording software, editing software, backup recorder, portable sound panels/foam to reduce noise, graphic design tool, podcast hosting platform, high quality webcam/camera, remote recording platform.

	6
	Day trips (Office Visits)
	
To provide members with first-hand exposure to a professional working environment in the finance/investment sector, facilitating networking, learning, and career insight.
Participants: Society members (approx. 20–30) and committee.
Location: Off-campus at a host company's office.
Duration: One full day (typically 6–8 hours including travel).
Supervision: Led by society committee, with host company representatives on-site.
Key Activities: Office tour, presentations by professionals, Q&A session, networking lunch, and optional workshop/training.
Risks Mitigated: Transport safety (via booked coach), supervision throughout, host company briefings, emergency contact protocols, and adherence to professional conduct guidelines.

	Monthly/Bi-monthly
	Trains, Bus, first aid kit, portable megaphone, society banner, folder/clipboard, snacks, notebooks and pens, laptop/tablet, mobile phone for photos and social media content.

	7
	Competitions 
	Investment Portfolio Competition
Purpose: To provide members with practical, hands-on experience in investment management by managing a simulated portfolio in a competitive environment, fostering analytical skills, financial literacy, and engagement with real-world markets.
Participants: Society members (individuals or teams), typically 50-125 participants.
Frequency: Termly or annually, spanning 8 weeks of active competition.
Platform: Primarily virtual, using dedicated online simulation software (UMushroom). May include an in-person launch event or awards ceremony.

Key Features:

· Participants are given a virtual cash endowment to build and manage a portfolio.
· Competition is structured around specific rules (e.g., allowed asset classes, leverage limits, ethical investing criteria).
· Regular check-ins, educational webinars, or mentor sessions may be provided.
· Performance is tracked and ranked on a live leaderboard.
· Winners are recognised at an end-of-competition ceremony, often with prizes sponsored by industry partners.

How It Will Be Run:

· The competition is organised and overseen by the society's academic/events committee.
· Clear rules, timeline, and resources are communicated to all participants at launch.
· A dedicated digital platform is used for trading, tracking, and communication (UMushroom).
· The committee provides technical support for platform access and troubleshooting but does not give individual investment advice.
· The competition concludes with a formal review, winner announcement, and feedback session to discuss strategies and lessons learned.

	Termly
	For the main competition: Laptop/tablet, stable internet connection. 

For the final: projector and screen, laptop, clicker/remote, sound system with speakers, microphones, cables and adapters (provided in lecture theatre), judges packets (scorecards/rubrics, pens, name cards, notepads), timer, prizes/awards for finalists, tripod, recording software, mobile phone for recording and taking photos for social media, light refreshments, serving tables, banners and branding materials.





	
	
	


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: Internal Speaker
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50-100
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	This depends on which lecture theatre is used, we will aim to use accessible lecture theatres.

	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. 
	Using university resources in the form of lecture theatres. Students should not need to travel far, so should have a low carbon footprint.

	[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?
	On site first aider (Committee member trained)



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

	
Aggression/Violence, Bullying & Harassment
	
Heated debate could lead to verbal abuse or intimidation causing psychological harm 
	
Speaker, attendees, committee
	
· Brief speaker on content guidelines
· Have a committee member moderate Q&A
· Display and enforce code of conduct
· Have a clear process to report incidents
	· Committee members and event lead.



	Crowds/Large gatherings
	Overcrowding in venue leading to crushing or trampling injuries 
	Attendees
	· Use ticketing/registration to limit numbers
· Monitor entry and room capacity
· Keep aisles and exits clear
· Use signage to manage flow
	· Event lead, committee

	Slips and trips
	Cables, bags, or equipment left in walkways causing trips and falls 
	Attendees, speaker, committee
	· Secure cables with tape or covers
· Keep walkways clear
· Use signs to highlight trip hazards
· Regular walk through checks
	· Setup team, committee

	Fire
	Electrical fault from AV equipment or blocked fire exit leading to fire/inability to evacuate 
	All in venue
	· Ensure PAT-Tested equipment
· Keep exits and escape routes clear and signed
· Familiarise team with venue fire procedures
· Have fire extinguisher accessible
	· Event lead, Committee members

	Equipment/electrical risks
	Faulty projector/microphone causing electric shock or event disruption
	Speaker, AV operator
	· Test all equipment before event
· Use only PAT-Tested items
· Have backup equipment available
· Ensure safe cable management 
	· AV Lead, Committee

	Harmful noise/nuisance noise
	Volume too high causing hearing discomfort or disturbing neighbouring rooms 
	Attendees, others in building
	· Set and monitor sound levels
· Position speakers away from audience
· Close doors to contain noise
· Inform neighbours if high noise expected
	· Event lead, Committee

	Mental Health
	Stress for speaker/organisations; sensitive topics causing audience distress 
	Speaker, committee, attendees
	· Offer speaker support and briefing
· Signpost wellbeing resources
· Have a quiet/welfare space available
· Committee to share workload
	· Committee

	Lone/unsupervised activity
	Speaker or committee setting up/packing down alone, increasing risk of injury or confrontation 
	Committee, speaker
	· Avoid lone working where possible
· Use buddy system for setup/close
· Ensure safezone app installed
	· Committee, event lead

	First aid & medical emergency
	Attendee feeling unwell or having a medical episode during an event 
	Speaker, Committee, attendees
	· Know location of first aid kit
· Have designated first aider present or know how to contact estate patrol
· Display emergency contact numbers
	· Event lead, committee

	Security arrangements
	Unauthorised entry or disruption during event
	All in venue
	· Committee at entrance to monitor entry
· Clearly communicate event rules
· Have incident escalation plan and contacts ready (estate patrol/police)
	· Committee/Event lead

	Accessibility and inclusivity
	Lack of disables access or facilities excluding some attendees
	Attendees with disabilities
	· Choose acceptable venue
· Provide info on access ahead of event
· Consider hearing loops, captioning, seating options
· Ask for access needs in registration
	· Committee/Event lead 

	Communication failures





	Poor briefing of team or unclear emergency procedures leading to confusion in incident 
	All
	· Hold pre-event briefing for all volunteers
· Display emergency procedures visibly
· Use group chat for communication during the event
	· Committee/Event lead



Activity Type 2.1: Socials – Off Campus
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.
	We will host our socials at accessible venues

	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.
	 Using reusable cups, hosting in Exeter so that students are closely located and don’t have to travel far

	Is additional specific Event Insurance required?
	Depends on venue
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On site first aiders (Committee member trained)



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

	
Alcohol/Drugs
	 
Intoxication – Injury, impaired judgement, alcohol poisoning
Overconsumption – serious health issues or overdose.
Aggression under influence – verbal or physical altercations

Absolutely zero tolerance of drugs at any event and venue. 
	
Group members, general public, venue staff
	
· Nominate sober committee members (1:30 ratio). 
· Provide non-alcoholic options.
·  Work with venue on responsible serving. 
· Encourage safe travel plans
	
Committee members, venue staff

	
Slips and trips
	
Wet floors from spills – slipping and falling causing injury.
Obstacles in walkways – tripping over bags/cables/furniture.
Poor lighting – reduced visibility leading to trips.
	
All attendees, venue staff
	
· Regular checks for spills and obstacles
· Ensure good lighting
· Use wet floor signage
· Keep walkways clear
	
Committee members, venue staff

	Food and drink hygiene/allergies
	
Allergens in food/drink – allergic reaction or anaphylaxis.
Poor food handling – food poisoning
Cross-contamination – triggering allergies
	
Attendees with allergies/intolerances
	· Display clear allergen information
· Use pre-packaged foods
· Ensure clean serving areas
· Communicate dietary needs to venue
	Committee members, venue/catering staff

	Aggression/Violence, Bullying and Harassment
	Verbal abuse – psychological harm from harassment/discrimination.
Physical altercations – injury from fights
	Group members, general public
	· Ensure visible venue security
· Brief committee on de-escalation
· Enforce Guild code of conduct
· Zero tolerance policy, members will be removed and banned from the society if found guilt of any form of abuse
· Have clear incident reporting
	Committee members, venue security

	Crowds/Large gatherings
	Overcrowding – crushing difficulty evacuating.
Congestion at exits – delays in emergency response
	All attendees, public 
	· Monitor numbers against capacity
· Use ticketing/wristbands at all events so we don’t exceed capacity
· Keep exits and walkways clear
	Committee members, venue staff

	Fire
	Blocked fire exits – trapping people in emergency
Electrical faults – fire from faulty equipment
	All attendees, venue staff
	· Check exits are clear before/during event
· Ensure working fire alarms/extinguishers
· Brief committee on evacuation
	Committee members, venue staff

	Nighttime/Darkness
	Poor visibility – increased trips, falls, unsafe travel.
Late night travel – getting lost or unsafe transport
	Attendees leaving late
	· Encourage well-lit routes and buddy system
· Provide safe transport info
· Ensure venue exterior is well-lit
	Committee members

	Travelling
	Unsafe late-night travel – accident, theft, assault.
Intoxicated travel – impaired judgment leading to risk
	Attendees travelling home
	· Promote pre-booked taxis/group travel
· Share safe routes and emergency contacts
· Encourage sharing travel plans
	Committee members, attendees

	Mental Health
	Social anxiety – stress/discomfort in networking.
Exclusion/isolation – emotional distress
	Attendees, especially new/shy members
	· Create inclusive, welcoming environment
· Designate “welcomers” for newcomers. 
· Provide quiet areas if needed
	Committee members

	Lone/Unsupervised Activity
	Leaving venue alone – increased risk of harm or getting lost.
No check-in procedure – delay in assistance
	Attendees travelling alone
	· Encourage buddy system for leaving
· Share emergency contact list
· Use Safezone app on campus
	Committee members



Activity Type 2.2: Socials – On Campus
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.
	We will host our socials at accessible venues

	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.
	 Using reusable cups, hosting in Exeter so that students are closely located and don’t have to travel far

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	On site first aiders (Committee member trained)



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

	
Alcohol/Drugs
	 
Intoxication – Injury, impaired judgement, alcohol poisoning
Overconsumption – serious health issues or overdose.
Aggression under influence – verbal or physical altercations

Absolutely zero tolerance of drugs at any event and venue. 
	
Group members, general public, venue staff
	
· Nominate sober committee members (1:30 ratio). 
· Provide non-alcoholic options.
·  Work with venue on responsible serving. 
· Encourage safe travel plans
	
Committee members, venue staff

	
Slips and trips
	
Wet floors from spills – slipping and falling causing injury.
Obstacles in walkways – tripping over bags/cables/furniture.
Poor lighting – reduced visibility leading to trips.
	
All attendees, venue staff
	
· Regular checks for spills and obstacles
· Ensure good lighting
· Use wet floor signage
· Keep walkways clear
	
Committee members, venue staff

	Food and drink hygiene/allergies
	
Allergens in food/drink – allergic reaction or anaphylaxis.
Poor food handling – food poisoning
Cross-contamination – triggering allergies
	
Attendees with allergies/intolerances
	· Display clear allergen information
· Use pre-packaged foods
· Ensure clean serving areas
· Communicate dietary needs to venue
	Committee members, venue/catering staff

	Aggression/Violence, Bullying and Harassment
	Verbal abuse – psychological harm from harassment/discrimination.
Physical altercations – injury from fights
	Group members, general public
	· Ensure visible venue security
· Brief committee on de-escalation
· Enforce Guild code of conduct
· Zero tolerance policy, members will be removed and banned from the society if found guilt of any form of abuse
· Have clear incident reporting
	Committee members, venue security

	Crowds/Large gatherings
	Overcrowding – crushing difficulty evacuating.
Congestion at exits – delays in emergency response
	All attendees, public 
	· Monitor numbers against capacity
· Use ticketing/wristbands at all events so we don’t exceed capacity
· Keep exits and walkways clear
	Committee members, venue staff

	Fire
	Blocked fire exits – trapping people in emergency
Electrical faults – fire from faulty equipment
	All attendees, venue staff
	· Check exits are clear before/during event
· Ensure working fire alarms/extinguishers
· Brief committee on evacuation
	Committee members, venue staff

	Nighttime/Darkness
	Poor visibility – increased trips, falls, unsafe travel.
Late night travel – getting lost or unsafe transport
	Attendees leaving late
	· Encourage well-lit routes and buddy system
· Provide safe transport info
· Ensure venue exterior is well-lit
	Committee members

	Travelling
	Unsafe late-night travel – accident, theft, assault.
Intoxicated travel – impaired judgment leading to risk
	Attendees travelling home
	· Promote pre-booked taxis/group travel
· Share safe routes and emergency contacts
· Encourage sharing travel plans
	Committee members, attendees

	Mental Health
	Social anxiety – stress/discomfort in networking.
Exclusion/isolation – emotional distress
	Attendees, especially new/shy members
	· Create inclusive, welcoming environment
· Designate “welcomers” for newcomers. 
· Provide quiet areas if needed
	Committee members

	Lone/Unsupervised Activity
	Leaving venue alone – increased risk of harm or getting lost.
No check-in procedure – delay in assistance
	Attendees travelling alone
	· Encourage buddy system for leaving
· Share emergency contact list
· Use Safezone app on campus
	Committee members




Activity Type 3: Forum Stand
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	No more than 3 stand members and no more than 10 people at any one time. 
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	In the forum so is accessible by wheelchair

	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 University resources

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid access in the forum and a committee member is first aid trained



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

	
Crowds/Large gatherings
	
Congestion around the stand – tripping, crowding, difficulty moving.
Surge of people during busy times – risk of crushing or falls.
	
Attendees, general public, committee members
	
· Keep walkways clear around stand
· Use barriers/tape to manage queues
· Monitor crowd flow and adjust layout if needed
	
Committee members, Guild/Forum staff

	
Slips and trips
	
Trailing cables from laptops/phones – tripping hazard
Obstacles like bags, boxes, or promotional materials in walkways. 
Wet floors from rain/drinks - slipping
	
Committee members, passersby
	
· Secure cables with tape/cable covers
· Keep equipment and storage tidy and out of walkways
· Clean spills immediately
· Use wet floor signs if needed

	
Committee members

	Equipment/Electrical risks
	Faulty electrical equipment – electric shock or fire.
Overloaded sockets – overheating or fire
	Committee members, nearby attendees
	· Use PAT-Tested equipment
· Avoid daisy-chaining extension leads
· Use surge protectors
· Check equipment before use
	Committee members

	Manual handling
	Lifting/moving tables, chairs, display boards – Musco skeletal injury from incorrect lifting
	Committee members
	· Use trolleys or ask for assistance
· Follow TILE method (Task, individual, load, environment)
· Avoid lifting heavy items alone
	Committee members

	Aggression/Violence, Bullying and harassment 
	Confrontational or aggressive visitors – verbal abuse or intimidation.
Harassment based on society topic/mission 
	Committee members, other students
	· Have at least two committee members present at all times
· Know how to contact forum security (Safezone app) 
· Follow Guild code of conduct
	Committee members, forum security

	Mental Health
	Stress or anxiety from prolonged social interaction or difficult questions.
Feeling overwhelmed in busy environment
	Committee members
	· Rotate roles to allow breaks
· Provide quiet break space nearby
· Ensure mutual support among team
	Committee members

	Food & Drink Hygiene (if offering samples)
	Allergens in free samples – allergic reactions.
Poor handling of food – contamination or illness.
	Visitors, committee members
	· Use pre-packaged, sealed samples only
· Clearly display allergen information
· Provide serving utensils, avoid direct handling
	Committee members

	Fire
	Blocked fire exit routes due to stand placement or crowd.
Electrical fault from equipment – fire risk
	Everyone in the Forum
	· Ensure stand does not obstruct fire exits or evacuation routes
· Follow Forum fire safety rules
· Know location of nearest fire exit and assembly point
	Committee members, Forum Staff

	Theft/loss of property
	Theft of personal items or society equipment left unattended
	Committee members
	· Never leave valuables unattended
· Use lockable storage if available
· Assign someone to watch equipment during breaks
	Committee members

	Noise
	High ambient noise in the forum – difficulty communicating; vocal strain
	Committee members
	· Use a small, portable amplifier if needed
· Take regular voice breaks
· Position stand away from loudspeakers if possible
	Committee members

	Weather/Environment (if near entrance)
	Draughts, rain ingress, or cold temperatures – discomfort or slips
	Committee members
	· Position stand away from direct doors if possible
· Have non-slip mat if floor is wet
· Dress appropriately for the environment
	Committee members

	Lone working
	Setting up/packing down alone – risk of injury or confrontation with no support
	Committee members
	· Always have at least two people present for setup and pack-down
· Use Safezone app if working on campus alone
	Committee members

	Promotional materials
	Paper cuts, eye strain from handing out leaflets, repetitive strain
	Committee members
	· Wear gloves if handling lots of paper
· Vary tasks to avoid repetitive movements
	Committee members


Activity Type 4: Balls (Summer Ball)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	50-100
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	We will choice an accessible 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.
	 We will use reusable resources when possible, recyclable decorations and will keep the event relatively local to keep carbon footprint reduced

	Is additional specific Event Insurance required?
	Yes
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	We have a trained committee member and would hire more first aiders if required



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

	
Crowds/Large gatherings
	
Overcrowding leading to crushing, surging, or trampling.
Congestion at exits, bars, or toilets delaying evacuation
	All attendees, staff, performers
	· Implement ticketing to control numbers
· Use wristbands for entry/re-entry
· Deploy stewards to monitor crowd flow and capacity
· Clearly mark and keep exits clear
	
Committee, event security, venue staff

	
Alcohol/drugs
	
Intoxication leading to impaired judgement, alcohol poisoning or overdose.
Increased aggression, verbal/physical altercations.
	
Attendees, staff, security
	
· Operate a responsible serving policy 
· Provide free water stations
· Nominate sober committee members/welfare team
· Have a zero-tolerance drug policy
	
Venue bar staff, security, committee

	Aggression/Violence, bullying & harassment
	Fights, harassment, sexual misconduct, or discriminatory behaviour.
	Attendees, staff, performers
	· Hire professional security with clear briefing
· Implement a visible welfare/safe space
· Have a clear advertised code of conduct and reporting procedure
· Use CCTV where appropriate 

	Event security, committee, venue management

	Slips and trips
	Wet floors from spilled drinks or weather.
Trailing cables from lighting/sound.
Uneven ground or steps in low light.
Obstacles (chairs, decorations) in walkways
	All attendees, staff
	· Regular patrols to clean spills immediately.
· Secure all cables with heavy-duty tape/covers
· Ensure adequate and consistent lighting, especially on stairs and changes in level.
· Keep all walkways and exits clear of obstructions
	Venue staff, technical crew, committee

	Fire
	Blocked fire exits. 
Electrical faults from equipment (lighting, sound, caterers).
	All attendees, staff, performers
	· Pre-event check to ensure all exits are unblocked and unobstructed
· Use only PAT-tested electrical equipment
· Brief all staff and stewards on evacuation plan
	Venue management, technical manager, committee

	Food & Drink hygiene and allergies
	Food poisoning from poorly handled/stored catering.
Allergic reactions to undisclosed allergens
	Attendees, catering staff
	· Use licensed and insured caterers only
· Ensure all food is clearly labelled with allergens
· Separate preparation areas to avoid cross-contamination
	Catering contractor, committee

	Weather/Environment (if outdoors)
	Extreme heat, sunburn, dehydration.
Rain causing slippery surfaces, wind affecting temporary structures
	All attendees, staff
	· Provide free drinking water and shaded areas
· Monitor weather forecast and have wet weather plan
· Secure all temporary structures
	Committee, venue manager, site crew

	Nighttime/Darkness
	Poor visibility leading to trips, falls, or getting lost. 
Increased risk of theft or assault when leaving.
	Attendees, especially those leaving alone
	· Ensure perimeter and key areas (paths,exits) are well-lit.
· Promote safe travel options
· Provide a designated pick-up/drop off area.
	Security, committee, venue management

	Travelling
	Unsafe use of taxis or walking home alone at night.
	Attendees
	· Promote responsible travel messages in advance
· Provide information for pre-booked taxis and night buses
	Committee, security

	Mental Health & Welfare
	Anxiety, overwhelm, or distress in large crowds.
Intoxication leading to vulnerability or crisis.
	Attendees
	· Set up a designated, staffed welfare tent with trained personnel
· Provide quiet spaces away from noise
	Committee

	Noise
	Hearing damage from excessively loud music.
	Attendees, staff near speakers
	· Monitor sound levels to stay within safe limits
· Provide free ear plugs at entry or at bars 
· Position speakers appropriately
	Sound engineer, committee

	Pyrotechnics/Special effects (if used)
	Burns, fire, projectile injury from fireworks or stage pyrotechnics.
Hearing damage from loud bangs.
	Attendees, performers, crew
	· Use only licensed, specialist contractors
· Establish and clearly mark exclusion zones
· Brief security and stewards on safety procedures
	Pyrotechnics contractor, event manager, security

	Structural & Temporary Structures
	Collapse of staging, marquees or fencing causing injury.
	Attendees, performers, crew
	· All structures must be erected by qualified professionals and signed off before use
· Regular inspections during event, especially in high winds
	Site/structural contractor, venue manager

	Medical Emergencies
	Injury, illness, or pre-existing conditions exacerbated by heat, alcohol or exertion.
	All present
	· Hire qualified first-aiders and/or paramedics on site
· Have multiple clearly signed first aid points
· Establish clear protocol for contacting on-site medical team and calling 999
	First Aid provider, Committee

	Theft/loss of property
	Theft of bags, phones, jackets, or from cloakroom
	Attendees
	· Provide a secure, ticketed cloakroom service
· Make announcements reminding attendees not to leave belongings unattended
· Have visible security patrols
	Cloakroom Staff, security, committee

	Coordination & Communication
	Failure to respond effectively to incidents due to poor communication.
	Staff, security, committee
	· Use a central control point
· Equip key staff with radios
· Have a clear escalation procedure and chain of command
	Event manager, head of security










Activity Type 5: Podcast 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	5
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	N/A

	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.
	 N/A

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



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

	
Equipment/Electrical risks
	
Faulty microphones, mixers, or laptops – electrical shock or fire.
Overloaded power sockets/extension leads – overheating.
Trailing cables – tripping hazard
	
Presenters, guests, technical crew
	
· Use only PAT-tested equipment 
· Avoid daisy chaining extensions
· Use a single surge protected power strip
· Secure cables with cable ties/tape to walls or floor
	
Podcast lead, committee

	Manual Handling

	Lifting/moving heavy recording equipment, speakers, or furniture – muscle strain or back injury
	Committee members, crew
	· Use trolleys for heavy gear
· Lift with proper technique 
· Ask for help with heavy items
	All committee

	Noise/hearing
	Headphone volume too high – risk of temporary or permanent hearing damage.
Audio feedback – sudden loud noise causing discomfort.
	Presenters, guests, editors
	· Set safe volume limits on mixers/headphones
· Warn participants before audio checks
· Provide volume-limiting headphones if available
	Technical operator, podcast lead

	Mental Health
	Stress or anxiety from public speaking, recording, or sensitive topics.
Pressure to meet deadlines.
	Presenters, editors, guests
	· Foster a supportive, low-pressure environment. 
· Allow breaks during long sessions
· Provide content warnings for sensitive discussions
	Podcast lead, committee

	Lone/unsupervised activity
	Recording or editing alone in a studio – risk of accident, electrical fault or confrontation with no one to assist.
	Solo presenters/editors
	· Implement a buddy system – avoid working alone
· Use Safezone app if on campus
· Have a check-in procedure with another committee member
	Podcast lead, committee

	Fire
	Electrical fault from equipment – fire risk.
Blocked studio exit.
	All in studio
	· Ensure studio exit is clear and unlocked.
· Have a working fire extinguisher accessible
· No use of open flames (candles, etc.) in studio
	Committee

	Slips and trips
	Cables across walkways – tripping hazard.
Cluttered studio space – obstacles causing falls.
	Presenters, guests, crew
	· Use cable covers/runners for walkways
· Keep studio tidy and floor clear of bags/equipment
	All users of the space

	Aggression/Harassment if hosting controversial topics/guests
	Heated debates escalating to verbal aggression.
Online harassment following podcast release.
	Presenters, guests
	· Establish ground rules for respectful discussion before recording
· Have a moderator present
· Plan for post-publication support and reporting procedures for online abuse
	Moderator, podcast lead, committee

	Repetitive strain injury (RSI)
	Extended editing sessions – wrist, neck or eye strain from mouse/keyboard use 
	Editors
	· Encourage regular breaks (e.g. 5-10 mins per hour)
· Use ergonomic chairs and equipment
· Promote stretching exercises
	Editors, podcast lead, committee

	Data security & privacy
	Unauthorised recording or leakage of sensitive conversations.
Theft of recording equipment/data
	Presenters, guests
	· Store recordings securely (password-protected/encrypted drives)
· Use release forms for guests
· Lock studio and secure equipment when not in use
	Technical manager, committee

	Food and drink in studio
	Spilled drinks on electrical equipment – causing damage or shock. 
Crumbs attracting pests.
	All in studio
	· Implement a clear “no food or drink near equipment“ policy
· Designate a separate area for refreshments
	All studio users

	Ventilation/air quality
	Poor ventilation in small studio – stuffiness, discomfort, reduced concentration.
	Occupants
	· Ensure room is well-ventilated (open windows, use air conditioning if available)
· Take breaks in fresh air if needed
	Committee

	Set-up/set-down
	Injury from assembling/disassembling equipment (e.g. boom arms, lighting).
	Crew/Committee
	· Follow manufacturer instructions for assembly
· Do not rush breakdown

· Keep area clean
	Technical crew/committee

	Guest welfare
	Guest discomfort, anxiety, or feeling pressured during recording.
	Guests
	· Brief guests fully on format and topics beforehand
· Provide water and a comfortable seating area
· Allow guests to take breaks or pause recording if needed
	Podcast host, committee










Activity Type 6: Day trips (Office Visits) 
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 choose an accessible location

	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.
	 Will use public transport when we can, or will use a bus that reduces everyone’s carbon footprint

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	We will have trained first-aiders with us (Committee member)



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

	Travelling
	Road traffic accident while using coaches/minibuses/cars.
Motion sickness or discomfort during travel.
Theft or loss of belongings during transit.
	All attendees, drivers
	· Use reputable, licensed transport providers
· Ensure drivers are qualified and vehicles are well-maintained
· Conduct a headcount before departure and upon arrival
· Advise on securing valuables
	Trip leader, transport provider, committee

	Slips and trips
	Uneven surfaces at the venue or during walking tours.
Wet floors (indoors/outdoors).
Obstacles in unfamiliar environments.
	All attendees
	· Wear appropriate, sturdy footwear
· Brief attendees on watching their step
· Report hazards to venue staff immediately
	Attendees, trip leader, venue staff, committee

	Manual Handling
	Lifting/carrying personal luggage, equipment, or promotional materials – risk of Musco skeletal injury.
	Attendees, committee
	· Pack lightly and use wheeled luggage where possible
· Share the load among the group
· Use correct lifting techniques
	Attendees, trip leader, committee

	Crowds/large gatherings
	Becoming separated from the group in crowded places (stations, city centres). 
Crushing in congested areas.
	All attendees, especially those unfamiliar with the area
	· Use a buddy system 
· Set clear meeting points if separated 
· Keep group together and do regular headcounts
	Trip leader, group leaders, committee

	Aggression/violence, bullying and harassment
	Confrontation with members of the public.
Harassment or discrimination while in public spaces.
	Attendees
	· Stay together as a group
· Avoid engaging in confrontations
· Have emergency contact numbers readily available (local police, trip leader, committee)
	Trip leader, attendees, committee

	Environment risks/weather
	Adverse weather (rain, heat, cold) causing discomfort, hypothermia, heat exhaustion, or slips.
Sunburn or dehydration on hot days.
	All attendees
	· Check weather forecast and advise on appropriate clothing (layers, waterproofs, sun hats)
· Provide sunscreen and encourage hydration
· Have an indoor contingency plan
	Trip leader, committee, attendees

	Food and drink hygiene/allergies
	Food poisoning from catered lunch or restaurant meals.
Allergic reactions to unknown ingredients.
	Attendees
	· Use reputable catering providers or restaurants
· Communicate dietary requirements and allergies in advance
· Carry necessary medication (e.g., EpiPens)
	Trip leader, committee, catering provider

	Lone/unsupervised activity
	Attendees wandering off alone – risk of getting lost, injury, or confrontation with no support.
	Individual attendees
	· Implement a strict “no going of alone” policy unless explicitly agreed
· Use a check-in system via phone/group chat
	Trip leader, group leaders, committee

	Fire
	Fire at the venue – risk of being trapped or injured during evacuation.
	All attendees
	· On arrival, note fire exits and assembly points
· Follow venue’s emergency procedures
· Conduct a headcount at the assembly point
	Trip leader, committee, venue staff

	First aid/medical emergencies
	Illness, injury or pre-existing medical condition flare-up during the trip.
	All attendees
	· Carry a well-stocked first aid kit
· Identify first aiders within the group
· Know the location of the nearest hospital/medical centre
· Have access to emergency contact details and participant medical forms
	Trip leader, committee, designated first-aider

	Security & theft
	Theft of personal belongings (bags, phones, wallets) in public spaces or at the venue.
	Attendees
	· Advise against bringing unnecessary valuables
· Use zipped bags and keep them in sight
· Use lockers if provided by venue
	Attendees, trip leader, committee

	Mental health and welfare
	Anxiety, stress, or feeling overwhelmed in unfamiliar settings or large groups.
Social isolation within the group.
	Attendees
	· Foster an inclusive, supportive atmosphere
· Designate welfare contacts within the group 
· Allow optional participation in activities
	Trip leader, committee

	Transport delays/disruption
	Missed transport connections leading to extended waiting times, fatigue, or being stranded.
	All attendees
	· Have contingency plans and contact details for transport providers
· Allow plenty of time between connections
· Have emergency funds for alternative transport
	Trip leader, committee

	Venue-specific hazards (office/industrial site)
	Machinery, vehicles, or hazardous substances present at the visit location.
Tripping on factory floors or in laboratories.
	All attendees
	· Receive a full safety briefing from the host upon arrival
· Wear provided PPE if required 
· Stay within designated visitor areas
	Host venue, trip leader, committee

	Communication Failure
	Loss of phone signal or battery – inability to contact group or emergency services.
	Trip leader, attendees
	· Share pinned itineraries and emergency contact lists
· Designate a meeting point if comms fail
· Carry portable chargers/power banks
	Trip leader, committee

	Fatigue
	Long day, extensive walking or travel causing tiredness – leading to reduced awareness and increased risk of accidents 
	All attendees
	· Schedule regular breaks
· Provide opportunities to sit down
· Encourage hydration and snacks
	Trip leader, committee











Activity Type 7: Competitions 
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.
	Online for the majority of competition – final will take place in an accessible lecture theatre

	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.
	 N/A

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In the final, a first-aider will be on site



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

	Mental Health
	High stress, anxiety or pressure to perform well in competition.
Financial stress from simulated losses or fear of failure.
Imposter syndrome or feeling inadequate.
	Competitors, committee members, judges
	· Promote a low-stakes, educational environment 
· Provide mental health resources and welfare contacts
· Encourage breaks and discourage excessive hours
· Offer optional debrief sessions after results
	Competition lead, committee

	Cyber security and privacy
	Phishing scams, hacking or unauthorised access to competition platforms.
Leakage of participants’ personal or financial data.
	Competitors, committee, platform provider
	· Use secure, reputable competition software/platforms
· Require strong passwords and two factor authentication where possible
· Limit data collection to essentials 
· Brief participants on digital security
	IT/Technical lead, platform provider, committee

	Aggression/violence, bullying and harassment 
	Heated disputes over rules or results.
Online harassment between competitors.
Discrimination based on performance or background
	Competitors, judges, committee
	· Establish and communicate a clear code of conduct
· Have a transparent dispute resolution process
· Moderate online forums/chat groups
· Provide anonymous reporting options
	Competition lead, moderation team, committee

	Financial stress and misinformation 
	Participants making real-world financial decisions based in competition outcomes without proper knowledge.
Exposure to unverified financial advice or high-risk strategies.
	Competitors, especially inexperienced participants
	· Include clear disclaimers: competition is educational, not financial advice
· Provide educational resources on responsible investing
· Warn against using real money based on simulated results
	Competition organisers, guest speakers, committee

	Equipment/electrical risks
	Overuse of personal computers – eye strain, repetitive strain injury (RSI).
Electrical faults from extended use of laptops/chargers during events.
	Competitors, committee
	· Encourage ergonomic setups and regular screen breaks 
· Advise on safe electrical use (avoid overloaded sockets)
	Participants, competition organisers, committee

	Lone/unsupervised activity
	Competitors working alone for long hours – risk of burnout, isolation, or unnoticed distress.
	Individual competitors
	· Encourage group participation or study buddies
· Implement periodic check-ins via email or forum
· Promote engagement in society social events
	Committee

	Food and drink hygiene (if in-person events)
	Allergic reactions from provided snacks/food.
Poor handling of food leading to illness.
	Attendees at workshops or awards ceremonies
	· Clearly label all food with allergens
· Use pre-packaged items where possible 
· Follow food safety guidelines if serving
	Event organisers, catering staff, committee

	Travelling (for in-person finals/ceremonies)
	Risks associated with travel to and from competition events.
	Competitors, judges, guests
	· Promote safe travel practices
· Provide clear venue directions
· Encourage group travel where possible
	Competition organisers

	Reputational damage
	Competition outcomes perceived as unfair, leading to reputational harm to society or university.
Misuse of university/Guild branding in promotional material.
	Society, Guild, University
	· Ensure transparent judging criteria and processes
· Obtain necessary approvals for branding and promotions
· Have a crisis communication plan
	Committee, Guild liaison 

	Guest speakers/external judges
	Inappropriate conduct or unprofessional behaviour from external guests.
Poor vetting leading to association with controversial figures.
	Competitors, attendees, society
	· Vet all speakers/judges in advance
· Provide them with a code of conduct briefing
· Have a committee member present during sessions
	Competition lead, external relations officer/committee

	Intellectual property & plagiarism
	Unauthorised use of proprietary data, software, or research. 
Plagiarism of investment strategies or reports.
	Competitors, original content owners
	· Clearly state rules regarding originality and citations
· Use plagiarism detection tools for submissions
· Educate on ethical research practices
	Judges, academic advisor

	Online engagement and social media
	Cyberbullying, trolling, or harmful discussions in competition-related online spaces.
Spread of misinformation.
	Competitors, followers
	· Moderate all official channels
· Have clear community guidelines
· Designate a social media moderator
	Committee

	Prize distribution & finance
	Mismanagement of competition funds or prizes.
Disputes over prize eligibility or distribution.
	Competitors, sponsors, society
	· Maintain transparent financial records
· Clearly outline prize terms and conditions
· Use secure payment methods for prize distribution
	Treasurer, competition lead, committee

	Accessibility and inclusion
	Barriers preventing equal participation (e.g., complex software, lack of accommodations for disabilities).
	Competitors with disabilities, neurodiverse participants
	· Ensure platform materials are accessible
· Offer alternative formats if needed
· Provide contact for accommodation requests
	Diversity and inclusion officer, technical lead, committee

	Time management and burnout
	Participants neglecting studies or well-being due to excessive time spent on competition.
	Competitors
	· Set reasonable deadlines 
· Encourage balanced time management 
· Send reminders to take breaks and prioritise health
	Competition organisers, committee
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