Guild Group Annual Risk Assessment 2024/25

Group Annual Risk Assessment 2024/25
The annual risk assessment is used to risk assess all society activity excluding activity that is required to be risk assessed individually. Guidance on completing your annual risk assessment can be found in the knowledgebase here. We also recommend completing our ‘Organising Events’ training course (hyperlinked) to help. If you have any queries whilst completing, 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 Students for Life

	Assessed by 
	Libby Milward
	Date
	13/08/24

	Signed off by 
	Caitlyn Le Roux 
	Date
	20/08/2024



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 an 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 participate 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
Fundraisers

	
	
	




	
	
	




	
Activity Type e.g. Fitness Class, Games Session, Craft session etc
	Describe the activity, what it involves, how it will be run?
	
(For sport/fitness activity) 
Regularity of activity 

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

	1
	Forum stall
	During Welcome Week, we will be hosting an information stall in the Forum as part of Welcome Week. Members of our committee will be available at a table to answer questions from passersby and to interact with people interested in our society. We will have a display of flyers for people to take if they are interested and will be offering free sweets and/or individually packaged cakes/biscuits for people to take in return for asking us a question.

	
	Table, chairs, whiteboard for people to interact with us and ask us questions. The table and chairs will be provided by the university, but ESFL committee members will provide the whiteboard, flyers and cakes.

	2
	Welcome week activity
	During Welcome Week, we will also be hosting a relaxed picnic for current and prospective members to get to know each other and the society itself. 

	
	Blankets and food will be provided by committee members. An outdoor space on campus has been booked.

	3
	Quiz/games night
	We will include a quiz or games night as part of a social evening a few times a term. This will include committee members designing a quiz for members to participate in, with packaged sweets or chocolate as a prize.

	
	Committee members will provide the laptop and prizes, but a projector will be needed.

	4
	Society core activity
	We will have a fortnightly meeting/social. This will include a talk by an internal speaker (a committee member), and time for discussion and conversation afterwards. Talks will be related to different aspects of the pro-life/pro-choice debate and will teach society members how to have compassionate and intellectual conversations about this sensitive issue. Only society members will receive an email newsletter each week with details of where to find the event and what the theme of the week will be. Some socials will be held on campus, and others will be hosted in other venues.

	
	Projector (when on campus), laptop provided by a committee member.

	5
	Fundraiser
	We will host a termly cake sale on campus to raise money and awareness for a selected charity (last year’s was the Alma Mater Fund that offers financial aid and support to pregnant students at university). We will have a stand with information about the charity and some free flyers and stickers for people to take with them and will sell homemade cakes to raise money.

	
	We will need a table to put our cakes and flyers/stickers, as well as two chairs for committee members to sit down; we will need the Guild to provide these. We will bring our own flyers, stickers, and banners.



Add more rows as required

How to complete your risk assessment - 
For each activity, please complete a risk assessment in the next pages. 
1. Identify all the associated risks using the guidance hyperlinked here. Some hazards have been preset in the risk assessment to cover the basic risks associated with planning and delivering an event/activity. You should add further additional risks not already mentioned and remove parts that are not relevant.
2. Add in the control measures that will be used to manage the hazards of your activity.  The control measures will enable you to assess the level of risk associated with your hazards and put in place measures to reduce the risks. An example is given for Fire risk. 
3. Give the risk a score for likelihood and severity (1-5) 
4. Add up your likelihood and severity score to determine the total risk
5. Once complete, please submit to the portal hyperlinked here

Control Measure Guidance is hyperlinked here 

Measuring Risk:
Risk Table: This table can be used to identify the risk score for each identified hazard

	
Likelihood
	Severity (see the table below for examples)

	
	1 
Insignificant
	2
Minor
	3
Moderate
	4
Major
	5
Catastrophic

	1 - Very Unlikely
	1
	2
	3
	4
	5

	2 - Unlikely
	2
	4
	6
	8
	10

	3 - Fairly Unlikely
	3
	6
	9
	12
	15

	4 - Likely
	4
	8
	12
	16
	20

	5 - Very Likely
	5
	10
	15
	20
	25




Severity examples: This table can be used to identify the severity of a risk for each identified hazard

	
	1
Insignificant
	2
minor
	3
Moderate
	4
Major
	5
Catastrophic

	Injury
	Minor injury 
not requiring first aid
	Minor injury or illness
first aid treatment required.
	Major Injury or illness 
possible hospital admission
	Severe injury 
Long term incapacity, fracture or break, loss of limb.
	Death or major permanent incapacity

	Financial
	Small loss < £100
	Loss> £1,000
	Loss > £10,000
	Loss >£100,000
	Loss> £1,000,000



	
	
	



Activity Type 1: Forum Stall
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	This will vary throughout the day, but there will be 4 committee members in rotating shifts of 2 people per shift.
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	The University campus has full disabled access.

	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. 
	Campus is within walking distance, making use of the already sustainable University facilities.

	[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?
	Venue.



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire - General fire risk from indoor activities. As we will be hosting the information stall on campus, there is the possibility of a fire hazard somewhere in the building.
	[bookmark: _Int_6wsVr87a]Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	· Premise controllers
· ESFL committee members 
	1
	3
	3

	Slips, trips and falls – as the Forum will be busy during the fair, it is possible that people may slip, trip or fall. 

	1. We will ensure that any spillages be cleared up immediately.
2. We will alert the staff at the location(s) when/if they need to put up a ‘warning: spillage’ sign.
3. We will ensure that the floors are clean and free of spillages.
	· ESFL committee members
· Staff on location
	2
	1
	2

	Alcohol/Drugs 

	1. The Society and its committee members will ensure that we are not responsible for any involvement with alcohol/drugs during or leading up to our stall in the Welcome Week fair.
2. Ask for security to be provided if somebody intoxicated were to interact with us and become physically aggressive.
3. Ensure anyone needing help or support is guided to University support systems in place.
	· Event organisers and security
· ESFL committee members
	1
	2
	2

	Aggression/Violence -  As the Students for Life society, we talk about the sensitive and contentious issue of abortion, which has the potential to lead to verbal abuse and threats aimed at committee members by students with opposing opinions.

	1. State that aggression and violent behaviour will not be tolerated.
2. Ask for security to be provided in the unlikely event that someone were to get physically aggressive.

	-Event organisers (to ensure that security measures are in place just in case)
-Committee members (to state that aggressive behaviour will not be tolerated)
-Attendees (to ensure they comport themselves in a respectful and appropriate manner)

	2
	2
	4

	Food & Drink Hygiene/Food Allergies & Intolerance - We will be offering free sweets, and/or cakes/biscuits to people in return for asking us a question. This produces an allergy risk.
	We will only be offering pre-packaged sweets, cakes and biscuits, some of which will be gluten free/vegan etc. We will indicate clearly which ones are suitable for those with dietary requirements and will let people know which sweets, cakes/biscuits are suitable for their needs.
	· ESFL committee members
	2
	3
	6

	Other - Materials including leaflets and posters (digital or printed)
[DELETE if materials will not be created for this activity]
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 

	· ESFL committee members
	1
	1
	1



Activity Type 2: Welcome week activity
	Average number of participants
	10-15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	The University campus has full disabled access.

	On Campus or Off Campus
	On.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	The campus is within walking distance, and people will be encouraged to take food home to ensure it is not wasted. Litter will be disposed of appropriately in the correct bins.

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



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire
	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
	· Staff on location
· ESFL committee members
	1
	3
	3

	Slips, trips and falls – as we will be outside, there is the possibility somebody will slip, trip or fall.

	1. We will ensure that any spillages be cleared up immediately.
2. We will alert the staff at the location(s) when/if they need to put up a ‘warning: spillage’ sign.
3. We will ensure that the floors are clean and free of spillages.
4. We will ensure that our event is hosted on flat, even ground, where possible.
	· ESFL committee members
	2
	2
	4

	Alcohol/Drugs

	In the unlikely event that somebody brings alcohol/drugs to our picnic, committee members will state that this is not allowed, nor appropriate.
If this escalates into aggression or violence, we will ask that security are involved.
	· ESFL committee members
· Campus security
	1
	2
	2

	Aggression/Violence - As the Students for Life society, we talk about the sensitive and contentious issue of abortion, which has the potential to lead to verbal abuse and threats aimed at committee members by students with opposing opinions.

	1. State that aggression and violent behaviour will not be tolerated.
2. Ask for security to be provided in the unlikely event that someone were to get physically aggressive.

	-Event organisers (to ensure that security measures are in place just in case)
-Committee members (to state that aggressive behaviour will not be tolerated)
-Attendees (to ensure they comport themselves in a respectful and appropriate manner)

	2
	2
	4

	Food & Drink Hygiene/Food Allergies & Intolerance – as this is a picnic, there is an allergy risk.
	We will only be offering pre-packaged picnic food, some of which will be gluten free/vegan etc. We will indicate clearly which ones are suitable for those with dietary requirements and will let people know which foods are suitable for their needs.
	· ESFL committee members
	1
	3
	3

	
	
	
	
	
	




Activity Type 3: Quiz/games night
	Average number of participants
	10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	The University campus has full access.

	On Campus or Off Campus
	On.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	Campus is within walking distance.

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



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire
	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
	· ESFL committee members
	1
	3
	3

	Slips, trips and falls 

	1. We will ensure that any spillages be cleared up immediately.
2. We will alert the staff at the location(s) when/if they need to put up a ‘warning: spillage’ sign.
3. We will ensure that the floors are clean and free of spillages.

	· ESFL committee members
	1
	1
	1

	Alcohol/Drugs

	In the unlikely event that somebody brings alcohol/drugs to our quiz/games night, committee members will state that this is not allowed, nor appropriate.
If this escalates into aggression or violence, we will ask that security are involved.
	· ESFL committee members
· Campus security (if necessary)
	1
	2
	2

	Aggression/Violence - As the Students for Life society, we talk about the sensitive and contentious issue of abortion, which has the potential to lead to verbal abuse and threats aimed at committee members by students with opposing opinions.

	1. State that aggression and violent behaviour will not be tolerated.
2. Ask for security to be provided in the unlikely event that someone were to get physically aggressive.

	· ESFL committee members
· Campus security (if necessary)
	1
	2
	2

	Food & Drink Hygiene/Food Allergies & Intolerance – any snacks/prizes provided in a quiz may provide an allergy risk.
	We will only be offering pre-packaged sweets, biscuits and crisps, some of which will be gluten free/vegan etc. We will indicate clearly which ones are suitable for those with dietary requirements and will let people know which foods are suitable for their needs.
	· ESFL committee members
	1
	3
	3

	
	
	
	
	
	




Activity Type 4: Society core activity
	Average number of participants
	10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	The University campus has full disabled access.

	On Campus or Off Campus
	On.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	Campus is within walking distance. Any litter will be binned and recycled appropriately.

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



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire
	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
	· ESFL committee members
	1
	4
	4

	Slips, trips and falls 

	1. We will ensure that any spillages be cleared up immediately.
2. We will alert the staff at the location(s) when/if they need to put up a ‘warning: spillage’ sign.
3. We will go to places that are well lit.
4. We will ensure that the floors are clean and free of spillages.
	· ESFL committee members
	1
	1
	1

	Alcohol/Drugs

	In the unlikely event that somebody brings alcohol/drugs to our regular meetings, committee members will state that this is not allowed, nor appropriate.
If this escalates into aggression or violence, we will ask that security are involved.
	· ESFL committee members
· Campus security (if necessary).
	1
	2
	2

	Aggression/Violence - As the Students for Life society, we talk about the sensitive and contentious issue of abortion, which has the potential to lead to verbal abuse and threats aimed at committee members by students with opposing opinions.

	1. State that aggression and violent behaviour will not be tolerated.
2. Remind people that we are here for a discussion and to gain different perspectives, not force our opinions onto others.
3. Ask for security to be provided in the unlikely event that someone were to get physically aggressive.

	· ESFL committee members
· Campus security (if necessary)
	1
	2
	2

	Night time/darkness – if our meetings take place during winter afternoons, it will get darker earlier and so society members may be walking home in darkness.
	1. Participants will be advised to bring a torch (or to come with their phones well charged to use the built-in phone torch).
2. We will have a group chat to make sure everyone coming to the social is in contact with us to let us know that they get home safe after any evening social event.
3. We will advise people to walk in group or pairs.
	· Society members
· ESFL committee
	1
	4
	4

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Any external materials used will follow these policies also.
	· ESFL committee members
	1
	1
	1




Activity Type 5: Fundraiser
	Average number of participants
	2-3 committee members will be running the stand. Number of people engaging with our stand to buy cakes and learn about the charity in question will vary throughout the day.
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	The University campus has full disabled access.

	On Campus or Off Campus
	On.
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help.
	Campus is within walking distance, making use of campus facilities which are already sustainable.

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



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire
	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
	· Staff on location
· ESFL committee members
	1
	4
	4

	Slips, trips and falls 

	1. We will ensure that any spillages be cleared up immediately.
2. We will alert the staff at the location(s) when/if they need to put up a ‘warning: spillage’ sign.
3. We will ensure that the floors are clean and free of spillages, particularly any crumbs/food that may have fallen onto the floor.
	· ESFL committee members.
	2
	2
	4

	Alcohol/Drugs

	In the unlikely event that somebody brings alcohol/drugs to our fundraiser, committee members will state that this is not allowed, nor appropriate.
If this escalates into aggression or violence, we will ask that security are involved.
	· ESFL committee members
· Campus security (if necessary)
	1
	2
	2

	Aggression/Violence - As the Students for Life society, we talk about the sensitive and contentious issue of abortion, which has the potential to lead to verbal abuse and threats aimed at committee members by students with opposing opinions.

	1. State that aggression and violent behaviour will not be tolerated.
2. Ask for security to be provided in the unlikely event that someone were to get physically aggressive.
3. If committee members see a big group forming around our information stand, we will ask for people to spread out and form an orderly queue. If too many people surround us, we will ask for people to leave and return when there are less people.

	· ESFL committee members
· Campus security (if necessary)
	1
	3
	3

	Food & Drink Hygiene/Food Allergies & Intolerance - We will be selling homemade cakes/biscuits. This produces an allergy risk.
	1. We will indicate clearly which cakes are suitable for those with dietary requirements and will let people know which cakes/biscuits are suitable for their needs. We will keep any baked goods that contain allergens in a separate place away from those for people with special dietary requirements. E.g. any cakes made with/without gluten will be clearly labelled and kept in separate places.
2. We will let people know that products were handmade in kitchens where other allergens may have been present, and will suggest that, if their allergies are severe, they refrain from buying a cake from our stand, just in case. 
3. We will make sure the tables are cleaned at the end of the sale from any crumbs, icing, etc.
4. We will ensure food products have been prepared and stored in accordance with food safety standards.
	· ESFL committee members
· Individual members of the public who are interested in buying a cake from our stand.
	2
	3
	6

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Any external materials displaying the charity in receipt of our fundraiser will follow these guidelines also.
	· ESFL committee members
	1
	1
	1



Activity Type 6: [INSERT ACTIVITY TYPE]
	Average number of participants
	
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help.
	

	On Campus or 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.
	

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



	Risk Assessment 

	Hazard and Hazard Description
	Control Measures (Guidance hyperlinked here)
	Who is responsible?
	Likelihood (out of 5) 
	Severity (out of 5) 
	Total Risk (Likelihood X Severity) 

	
Fire
	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
	
	
	
	

	Slips, trips and falls 

	
	
	
	
	

	Alcohol/Drugs

	
	
	
	
	

	Aggression/Violence 

	
	
	
	
	

	Food & Drink Hygiene/Food Allergies & Intolerance
	
	
	
	
	

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
	
	
	
	



If you have more than 6 activity types please copy above template as required
Once completed, please submit here (hyperlinked)
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