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
	Xpression FM

	Assessed by 
	Costanza Rosso
	Date
	22/07/2025

	Signed off by 
	Simon Price
	Date
	13/11/2025



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

	
	
	
	
	

	
	
	
	
	



Add more rows as required 






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

	Sport / Activity
	

	Recognised National Governing Body (if applicable):
	

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



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




	
	
	




	Activity Description log 

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

	1
	Live and pre
recorded radio
shows
	Broadcasting live and recorded radio shows from the station’s studios. Content and structure of each show will be unique, and may be an individually presented show, a co-hosted show or a content team (panel) show.
	
	Broadcasting
Equipment
(provided)

	2
	Presenter training session
	A committee member will train a member on how to use the station’s broadcasting equipment in a 1-1 or small group session. The session will involve being shown how to use the equipment and a test on their knowledge. This process ensures members are competent in their technical knowledge.
	
	Broadcasting  
equipment  
(provided)

	3
	Outside  
Broadcasts (OB’s)
	Broadcasting on location using station  
equipment, for a particular event or to promote the station. Equipment will be setup and then a radio show broadcast, either through speakers at the location and/or transmitted live for XpressionFM listeners. This may be set up inside or outside a building. Some Outside Broadcasts may include use of a portable/temporary stage kit, assembled on location (indoor only).
	
	Broadcasting  
equipment  
(provided) 
Portable stage kit (provided)

	4
	Forum/Society 
stall
	Attendance at a pre-booked stall to advertise the station to potential new members. Potentially may include distribution of flyers, playing of music and/or other activities that attempt to  gain attention of potential new members.

	
	Broadcasting  
equipment  
(provided)

	5
	Commentary and Press Visits
	Attendance at pre-agreed commentary or other press event. Includes recording of  
reporting/commentary on the event, and additional interviews if desired.

	
	Recording  
equipment  
(provided)

	6
	School visit /  
volunteering
	Attendance at pre-arranged outreach/support work in a local school/college, with the intention of promoting student radio. Would include supporting students on a podcasting or presenting project, which station members have knowledge of.
	
	Stationery  
(provided) and  
Recording  
equipment  
(provided)

	7
	Workshop /  
Training session
	Training session on a specific skill in radio broadcasting, audio production or similar, delivered to a group of members. Includes  
opportunity for members to try the taught skill themselves.
	
	Broadcasting  
equipment  
(provided) and  
Relevant software (provided)

	8
	Welfare drops
in/Open session
	‘Drop-in’ style event advertised as an  
opportunity for members to speak with the station’s welfare secretary in a confidential and safe environment. Not intended as a wellbeing service in itself but as a signposting and morale boosting opportunity for members.
	
	N/A

	9
	End of term ball 
	End of term social event. Would include a sit-down meal/buffet or other alternative. Ticketed event with pre-booking required. Acts as a ‘formal’ event to celebrate the term’s work in the station.
	
	N/A

	10 
	Alumni dinner 
	Hosting an alumni dinner event for the station’s former members. Would include a sit-down meal/buffet or other alternative. Ticketed event with pre-booking required.
	
	N/A

	11
	Alumni Station
event
	‘Open station’ style event to welcome alumni to visit the station, meet current members and  participate in other activities such as on-air  appearances, recording segments, searching  URE/XpressionFM archives and a campus/city  tour.
	
	Broadcasting  
equipment  
(provided)

	12
	Clubbing
	Attending a night club as part of a social, or social in itself, as a group.
	
	N/A

	13
	Games social 
	Relaxed social with the group playing video games in an on-campus room or specialist off campus venue. Intention of being a low-stake social, with ability to play different games
	
	Video games

	14
	Board game social 
	Relaxed social with the group playing board games in an on-campus room or specialist off campus venue. Intention of being a low-stake social, with opportunity for members to play a variety of games with each other. No formal structure to the structure.
	
	Board games

	15
	Scavenger hunt 
	Relaxed visit around up to five pubs and/or bars in the city with a set theme for members to complete various challenges at each venue. As there is a set activity it will avoid any pressure or focus on drinking.
	
	N/A

	16
	Pub/Bar trip
	Pre-arranged visit to a licensed venue that serves  alcohol, with option for members to purchase  alcoholic or non-alcoholic drinks. Opportunity for  members to socialise in a safe environment  supported by committee members.
	
	N/A

	17
	Picnic
	Relaxed drop-in style event on a green space  with intention of having an upbeat and sociable  environment. 
	
	Food/Drink  
(provided)

	18
	Coffee shop visit(s) 
	Visit to one (or multiple) coffee shop(s), with  intention of an alcohol-free social that is  accessible for all members. 
	
	N/A

	19
	Film social 
	Screening of pre-agreed film, either on-campus  or at a cinema venue. Film to be shown of  committee/members’ choice. 
	
	N/A

	20
	Roller-skating  
social
	Participation in rollerskating at a specialist  venue. Activity to be directed by competent venue instructor. Intention of being a relaxed  and low-stakes competitive activity for  members.
	
	Rollerskates  
(provided – by  
venue) and PPE  (provided – by  
venue)

	21
	Challenges social 
	Set series of fun, non alcohol-related tasks for  groups to complete within a set time. May be  loosely related around a set theme, such as  Murder Mystery. Intention to build bonds  between members in allocated groups.
	
	Stationery  
(provided)

	22
	Crafts activity 
	Relaxed arts and craft activity with intention of  being slower paced and quieter compared to  other socials. May be themed around a specific  idea or less set.
	
	Arts and Craft  
equipment  
(provided)

	23
	Speed dating / Mixer social
	Intention of a way for members to get to know  each other, either as a standalone XpressionFM  social or a collaborative ‘mixer’ with another  society. Whilst described as ‘speed dating’,
	
	Stationery  
(provided)

	24
	Bowling 
	intended to be a much more relaxed and lower  stake event for members to participate in, with  the opportunity to meet a wide variety of  members.
	
	N/A

	25
	Walk/Hike 
	Walk on a pre-agreed route with intention of a  relaxing event for members to participate in.  Intended to be extremely low stakes with no set  speed and means for members to get active.
	
	N/A

	26
	Campus tour/City tour
	Guided tour by a member of the station  committee of the university campus and/or city,  aiming to introduce new members to the area whilst also advertising the station and its  facilities.
	
	N/A

	27
	Brunch/Restaurant social
	Pre-arranged visit to a restaurant or other venue  that serves food as a non-alcoholic social.  Depending on venue may seek to introduce  members to new food/restaurants in the city.
	
	N/A

	28
	Beach trip 
	Visit to a beach as opportunity for members to  socialise and play (non alcohol-related) games in  a relaxed environment. May include cooking and  serving of food with BBQ or eating other pre prepared food.
	
	BBQ

	29
	Shopping/Market visit
	Visit via a pre-agreed route to a specific or  number of shops or market (e.g. Christmas  market), with intention of exploring the area as a  group in a low-stake environment.
	
	N/A

	30
	Radio Station /  
Media  
organisation visit /  Building tour
	Attendance at a pre-arranged visit/tour of a  radio station or other building relevant to  members. Intention of providing insight to  members on the media industry with the  opportunity to receive advice and network.
	
	N/A

	31
	Day trip 
	Group visit to pre-agreed location for an away day trip. Intention of bonding members and  learning new experiences together in a location  outside of their standard university city. May have a particular theme/aim e.g. educational/  networking day trip or recreational team  building location visit. Travel organised by  society to travel as a group, or individually to  event (dependant on numbers).
	
	N/A

	32
	Intramural Netball 
	Participation in UoE Student Sport Intramural  netball league matches. Consists of a 30-minute
	
	Bibs (provided),sports kit and footwear 

	33
	Football match /  other ball game
	Participation in an informal, low-stakes  football/other ball game. Intention for a friendly  way for members to exercise and socialise with  each other.
	
	Sports kit

	34
	Internal speaker talk
	Workshop/Q&A/Talk from university staff member or student for motivational/Careers support to members. Pre-arranged themes agreed for discussion about the media industry or other areas that are seen relevant to the  station’s membership. Event moderated by committee member.
	
	N/A

	35
	Station member 
meeting
	Introduction or other meeting held with current  and prospective members on pre-agreed  themes/topics, such as a welcome meeting at  the start of term. Also includes AGMs and  election hustings.
	
	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: [Radio station use - Live and pre-recorded radio shows(1), Presenter training session(2), workshop training session(7), alumni, station event(8), welfare drop in/open station session(1), station member meeting(35)

Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	15
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Presenters/Panellists able to take a break from their show at any point they wish.  S
studio is located near Exhale (wellbeing space) if overwhelmed. 
Entrance does have three steps with no alternative step free access however the station can hire Guild ramp if any members require this. 
If not, sufficient other means members could host/be involved with a show would be investigated (e.g. pre-recorded show).

	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. 
	Station is situated on-campus which is within walking distance for almost all students/already will be on-site. All station equipment is used for as long as possible before being replaced.

	[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 – Estate Patrol contact details displayed in studio (station is on-campus).




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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified; how could it cause injury – what are the risks?  
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”



	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the studio. 
	Members 
General public 
	Fire safety information clearly on display in station. 
Station has smoke detectors/alarm monitored as part of the Forum building’s fire alarm system.
In event of alarm, all present committee members to manage fire evacuation
Fire exits to have no obstructions and fire doors kept shut at all times. 
Fire extinguishers available – nearest located outside station entrance.			
	Committee 

	Slips, trips, and falls 
	Risk of members and visitors to the studio tripping and injuring themselves as a result of loose, trailing cables. 

Risk of members and visitors slipping due to spilt liquids within the studio. 

Risk of members tripping as a result of objects left in areas of high footfall. 

	Members 
General public (visitors) 
	Cables regularly checked to ensure they are secure and do not constitute a trip hazard. 

All cables are brightly coloured for visibility. 
Any spillages to be cleaned immediately. 
Exits and pathways kept clear at all times. 
Only drinks in a sealed container allowed in the station.
	Committee 

	Alcohol/Drugs
	Risk of injury due to members being intoxicated whilst visiting/working in the studio.


	Members
	Consumption, or being under the influence of, alcohol and/or drugs is strictly banned in the station, this is clearly communicated to members. 

Consumption of illegal drugs on university property is a breach of Student Regulations and will be reported to the university.
In the event a member is heavily intoxicated and becomes aggressive/violent and brings additional risk to members – estate patrol will be summoned. 
	Committee – including Station manager
Venue staff (estate patrol)

	Aggression/Violence 
	Low risk of physical altercation between members, or members to visitors when discussing topics that may incite an aggressive response. 
	Members 
General public 

	Station is a calm environment which would not naturally initiate aggression. 
Topics discussed on-air which may incite strong opinions potentially leading to aggression to be de-escalated. 

Any aggressive actions will be reported to Estate Patrol/Guild Activities Team and support offered to impacted member(s)
	Committee 
Venue staff (Estate patrol)

	Noise/Vibration 
	Risk of temporary hearing damage to members as a result of incorrect noise levels when operating audio equipment within the studio. 

	Members

	Only members who have received training are permitted to use the station’s equipment, including speakers. 

Members during training to be informed of maximum noise levels. 

Speaker and headphone volume can individually be controlled.
	Committee 
Members

	Electrical Safety 
	Risk of members suffering electrical shock due to faulty fixed and portable electrical equipment. 
	Members 
	
Only members who have received training are permitted to use the station’s equipment.
All electrical equipment in the studio receives an annual portable appliance test. 
All new equipment must be tested before use.  

Any equipment which fails a portable appliance test will be marked as such and will be taken out of use immediately until repair is sought.
	Committee - Station manager, Head of technical operations. 
Venue (University of Exeter) 


	Lone Working (for
presenters with
individual shows)
	Increased risk of incident due to working in the studio alone for single presenter shows, including: 

First aid emergencies from injury sustained whilst lone working – slips, trips, falls. 

Unauthorised access from third parties whilst working in the space alone. 

Medical emergencies whilst solo presenting. 



	Members
	Only committee members and presenter trained members given key card access to studio. 
Estate Patrol contact details displayed in
Studio. 
Committee member available to check on welfare of members if requested.


	Committee -
Programme controller 
Welfare secretary 
Venue staff (Estate patrol)

	Manual Handling 
	Risk of musculoskeletal injury when moving large equipment in the studio. 

	Members
	All participants to understand manual handling guidance before moving equipment, undertaking an assessment of the lift using the Task, Individual, Load, Environment method. 
All participants to wear appropriate footwear (no open-toed shoes / sliders) Minimise travel distance. 
Two people to lift heavier items e.g. X32 Sound desk, Speakers. 

Number of members involved to mean there
are enough to move and setup equipment safely.
	
Committee -

Station Manager 
 
Deputy Station Manager 
Programmes Controller 
All committee members who  
deliver presenter training  

	Legal Compliance 
	Risk of station broadcasting material that may breach internal policy and procedure, posing significant reputational, financial, and legal risk to both the station, Students’ Guild and University of Exeter in cases. 
	Members
Students’ Guild 
University of Exeter 
General public 
	Station Manager, Deputy Station Manager and Programmes Controller, alongside other named individuals in documentation, to ensure consistent following of Service Level Agreement and Presenter Code of Conduct.  
Station Manager to regularly ensure licenses are valid, in date, and reflect the remit on which they were initially granted. Any concerns regarding this to be communicated with Guild Activities and/or IT team in line with the station’s Service Level Agreement. 
Station Manager, Deputy Station Manager or Programmes Controller to immediately notify Guild Activities team if a legal breach, or perceived legal breach, of conduct has taken place.  Other on-air conduct which poses significant reputational, financial, or legal risk to the station, Students’ Guild, or university to also be reported.  
Presenter training process to ensure Presenter Code of Conduct is understood and agreed to by individual.
	
Committee – 

Station Manager 

Deputy Station Manager 

Programmes Controller 
All committee members who  
deliver presenter training








Add more columns if necessary 

Activity Type 2: [Outside Broadcast (3) – including event commentary and press visits (5)]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Will aim to hold all OB’s on-campus in an accessible location. Where off campus will hold in an accessible area. Will ensure the broadcast takes breaks so as to not overwhelm participants and ability for participants to take a break at any point they need.
Commentary venues largely wheelchair accessible. Event Lead to discuss any access requirements with attendee(s) beforehand and liaise with venue.

	On Campus or Off Campus
	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. 
	Will aim to hold all OB’s on-campus/near campus where possible, and transfer equipment by foot.
Travel to venue by foot in city centre and on-campus locations, travel by public transport for further afield visits.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.












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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location the broadcast is taking place. 
	Members 
General public
	Venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways. 
Where there is an event with spectators, Event Lead/Radio host to share emergency exit and fire information for the building.  
In the event of a stage being used, it will be the responsibility of the stage contractors to ensure they liaise with event lead, and set up in line with events emergency arrangements. 
Event Lead to ensure any individuals on the stage can leave without delay.
in event of fire and the stage does not block use of a fire exit, in line with Event set up emergency arrangements.  
Should a portable stage be used, this must not be placed in a location which blocks access to firefighting or detection equipment, or call points. 			

	Event lead 
Third party contractors 
Venue

	Slips, trips and falls
	Risk of attendees falling as a result of loose cables trailing across stage area. 

Risk of attendees slipping as a result of water ingress on the stage. 

Risk of attendees falling and loosing balance as a result of incorrect stage set up on cambered surfaces. 

Risk of attendees tripping and injuring themselves as a result of poor lighting on the stage area. 
	Members 
Stage attendees 

	Prior to event date Event Lead to ensure setup will be on a flat surface with electrical access nearby to avoid excessive cables being run.  
Cables regularly checked to ensure they are secure and do not constitute a trip hazard. All cables are brightly coloured for visibility. Use of cable mats to ensure cables are secure. 
Ensure area is well-lit at all times. Stop event if visibility becomes a problem. 
Any spillages to be cleaned immediately. Water/drinks not to be consumed in area of Outside Broadcast equipment.  
Exits and pathways kept clear at all times.  
Where a portable stage is used, Event Lead to ensure there is an indoor only, flat location used to set up, and that its setup would not constitute a trip hazard or block escape in event of emergency. Area to be agreed with venue beforehand.  
Portable stage to be made secure at base (with links in place) to prevent slips and falls. Only XpressionFM committee members who have received training on how to set up the stage to assemble.  
Visual check of the stage equipment and event area to take place by Event Lead before, during and after setup. 
Adequate time to be allocated to allow set up of stage area appropriately beforehand.  
Event Lead to ensure the stage kit is regularly tested and maintained. Stage to be taken out of use should any parts be missing or inadequate. 
Only authorised attendees to use stage during event (i.e. not other students/members of the public) to prevent overcrowding. Any individuals on stage to only be permitted if wearing appropriate footwear. 
Cabling or other equipment not to go across stage or steps to the stage area
	Event lead 
Venue 


	Alcohol/Drugs
	Risk of altercation between members and general public as a result of intoxication during a live broadcast. 

Risk of injury as a result of intoxication when participating in outdoor broadcast under society activity. 
	Members 
General public
	Participants involved showing aggressive behaviour to be asked to leave. 
Will avoid provoking individuals through choices of songs i.e. avoiding heavily controversial songs/artists.  
No lone working – at least two committee members to be present at all times.
Respond to any complaints about nature of the Outside Broadcast calmly and politely without arguing or entering conformation.  
Alcohol-free broadcast – participants will not be consuming alcohol; in the event a participant is intoxicated whilst working on the outdoor broadcast they will be asked to leave. 

Notify members prior to event – zero policy stance on drug use.
Receive support from venue security where available

	Event lead
Venue Security 


	Crowds / Large  
Gatherings
	Risk of injury to general public as a result of congestion and crowding in broadcast areas. 


	Members 
General public 
	Event Lead to anticipate expected number of attendees beforehand and discuss with Event Lead, including plan on how to avoid damage to equipment / injury to participants.

Due to nature of equipment avoid events which include crowding, have emergency arrangements in place to mitigate this in the event of unplanned crowding.   

Signage to be displayed to direct attendees away from Outside Broadcast equipment. 


	Event lead 
Venue security

	Equipment / Electrical Risks
	Risk of electrocution when using committee equipment for outside broadcasts.

Risk of injury as a result of defective equipment used for outside broadcast.
	Members

	Only trained members will use or help set up the Outside Broadcast equipment. 

During training the member will be shown how to act safely around electrical equipment. 
All station electrical equipment receives a portable appliance test. All new equipment must be listed in inventory to be tested on the next inspection cycle.  
Any equipment which fails a portable appliance test will be marked as such and will be taken out of use immediately until repair is sought. 
Any equipment which appears damaged to be taken immediately out of use. 
Extension lead / power sources not to be overloaded.  
Event Lead to ensure any equipment used that is not managed by the station has recently passed portable appliance test.

	Event lead 
Station manager 

	Environment Risks / Weather (where  
Outside Broadcast is physically outside)
	Risk of injury as a result of extreme weather conditions – strong winds, heavy rain. 

Risk of sun related illness - heatstroke, sunburn, dehydration as a result of working during high temperatures and UV exposure. 
	Members
 General public 
	Event to be moved inside/cancelled if weather constitutes risk to participants or equipment.  
Event Lead to pay particular consideration to safety of electrical equipment in outside environment, especially equipment which has poor or no electrical resistance.
Event Lead to agree contingencies with Venue beforehand including alternative provisions in event of poor weather.

Event Lead to inform attendees beforehand to prepare for weather – including raincoat and appropriate footwear / suncream and sunhat and water.

	Event lead 
Venue 


	Manual Handling 
	Risk of musculoskeletal injury when moving large equipment during set up, pack down for outside broadcast. 
	Members
	All participants to understand manual handling guidance before moving equipment, undertaking an assessment of the lift using the Task, Individual, Load, Environment method. 
All participants to wear appropriate footwear (no open-toed shoes / sliders) 

Minimise travel distances via bringing equipment as close to venue as possible – use taxi to transport if a long distance  

Two people to lift heavier items e.g. X32 Sound desk, Speakers, Stage kit. 

Number of members involved to mean there are enough to move and setup equipment safely 

Where a portable stage is used, extreme care to be taken before moving to ensure it is secure and safe to move (i.e. bag is zipped entirely, and weight is evenly distributed). 

Where possible lifting aids to be used to help transport equipment.

Several committee members to move the kit at any time, all of whom are to have completed manual handling training previously.

	Event lead 
Participating members 

	Nighttime / Darkness 
	Risk of injury as a result of reduced visibility when working on Outside Broadcasts that take place outside of daylight hours. 

	Members
	Outside Broadcast to take place during daylight hours. 

Where broadcast does continue past daytime, ensure there is strong visibility from venue lighting to continue. 

Where visibility cannot be improved, Event Lead to end Outside Broadcast immediately.
Extra care to be taken when packing down equipment in reduced visibility, being mindful of potential slip, trip and fall hazards that may be harder to see. 
	Event lead 
Venue staff

	Vehicles/travelling
	Risk of injury and potential incident from using illicit transportation services – unlicensed taxi firms, driving in uninsured vehicles etc. 
	Members
	Event Lead to only book taxi with licensed taxi company and verify credentials before confirming booking.  

At least two members to travel together with equipment at any time, including at least one committee member.
	Event lead 
Third party service provider (Taxi firm) 


	Legal Compliance (only where OB is  
simultaneously being broadcast live on-air)
	Risk of station broadcasting material that may breach internal policy and procedure, posing significant reputational, financial, and legal risk to both the station, Students’ Guild and University of Exeter in cases.
	Members
Students’ Guild 
University of Exeter 
General public
	Station Manager, Deputy Station Manager and Programmes Controller, alongside other named individuals in documentation, to ensure consistent following of Service Level Agreement and Presenter Code of Conduct.  
Station Manager to regularly ensure licenses are valid, in date, and reflect the remit on which they were initially granted. 
Any concerns regarding this to be communicated with Guild Activities and/or IT team in line with the station’s Service Level Agreement. 
Station Manager, Deputy Station Manager or Programmes Controller to immediately notify Guild Activities team if a legal breach, or perceived legal breach, of conduct has taken place.  
Other on-air conduct which poses significant reputational, financial or legal risk to the station, Students’ Guild or university to also be reported.  

Presenter training process to ensure Presenter Code of Conduct is understood and agreed to by individual.
	Committee – 

Station Manager 

Deputy Station Manager 

Programmes Controller 
All committee members who  
deliver presenter training

	Theft 
	Risk of society equipment theft when in use in public spaces.

Risk of members being injured as a result of trying to intervene theft of society equipment. 

	Society
	At least one committee member to always be present with equipment, except in event of emergency. 

If a committee member identifies a theft is occurring, they must not approach the individual, instead they will need to obtain information about the suspect and pass to authorities when reporting the crime. 

Event lead to ensure event planning has sufficient committee members available to support operation. 

Any equipment that is to be used for outdoor broadcast must have its insurance updated to a B type asset – through the Guilds’ operation team.  

In the event of equipment theft, the event lead must report the theft to local enforcement and obtain a crime reference number. An incident report is filed with the Students’ Guild. 

	Committee
Station manager
Event lead 









Activity Type 3: [Forum/Society stall]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	3
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Either to take place in the Forum or  another central location on-campus, as  such will be easily accessible for  
wheelchair users. Stand will avoid  overwhelming amounts of information or  being too loud.

	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. 
	Limit resources on stand to leaflets, which  will be designed without specific dates so  they can be re-used.

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









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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location the Fair/stall is taking place
	Members 
General public
	Fire safety information clearly on display in university buildings  
In event of alarm, all present committee members to evacuate and encourage the same from others at the stall  
Fire exits to have no obstructions and fire doors kept shut at all times.
Ensure fire extinguishers available.
	Venue 
Committee 

	Slips, trips and falls 
	Risk of attendees tripping over cables that have been set up, as part of fair, stall displays. 

Risk of attendees slipping over and injuring themselves as a result of spilt liquids in the vicinity of the stall. 

Risk of attendees tripping over equipment left on the floor as a result of set up of the stall. 

 
	Members 
General public 

	Group responsible for managing their own personal items, ensuring that bags and coats aren’t left in locations that may cause trip hazards.
Group responsible for cleaning up any spillages caused by members at the stall. Activity lead must also inform venue staff if spillage is too big to clean up. 
Activity lead to inspect area post set up, ensuring all slip and trip hazards are rectified before event begins.
Any cables regularly checked to ensure they are secure and do not constitute a trip hazard. All cables are brightly coloured for visibility. Use of cable mats where appropriate. 

Only drinks in a sealed container to be at the stand.

	Committee 
Venue staff

	Alcohol/Drugs
	Risk of members injuring themselves as a result of being under the influence of illicit substances when working at the stall. 

Risk of altercation between members and members to the general public when under the influence of illicit substances
	Members 
General public
	Consumption, or being under the influence of, alcohol and/or drugs is strictly banned whilst representing the station. This is clearly communicated to members.
 
Consumption of illegal drugs on university property is a breach of Student Regulations and will be reported to the university. 
	Committee
Venue security (estate patrol) 

	Noise/Vibration 
	 Low Risk of temporary hearing loss/damage as a result of playing music continuously above safe thresholds. 
	Members 
General public 
	Attendees aware of noise limits and will manage any music output to ensure it is not too loud.  

During busy periods in the building (e.g. changeover between lectures), committee members present to come out from behind stall to talk to attendees.


	Committee 


	Electrical safety
	Risk of members and general fair attendees suffering electrical shock due to faulty fixed and portable electrical equipment being displayed as part of fair/stall.
	Members 
General public
	All members present aware of how to act safely around electrical equipment (from training). 
All electrical equipment in the studio receives a cyclical portable appliance test. 
All new equipment must be added to inventory for the next inspection cycle. 
Any equipment which fails a portable appliance test will be marked as such and will be taken out of use immediately until repair is sought. 

Any equipment which appears damaged to be taken immediately out of use.
	Station Manager  
Head of Technical Operations All 
committee members present

	Crowds/large gatherings 
	Increased risk of injury due to people congregating around the stand causing potential obstruction to traffic moving through the venue. 
	Members 
General public
	It is the venues responsibility to ensure the venue does not reach unsafe capacity limits and have crowd control management procedures in place. 
Activity lead will be responsible for managing crowds around table, asking individuals to move along if obstructing flow of foot traffic. 
Activity lead will flag any crowd hazards with venue staff if hazard can’t be managed directly at stall. 



	Venue 
Committee 

	Other 
(Display of offensive/ inappropriate material)
	Risk of inciting physical upset and/or violence due to displaying inappropriate promotional material that may cause offence. 
	Members 
General public 
	The activity lead must check all promotional material via to display, ensuring it conforms with the University leaflet and poster policy.
Group must follow University of Exeter – Leaflet and poster policy, ensuring any materials displayed conform to policy. 
Any promotional material deemed offensive to display must be removed immediately. 

	Committee 




Add more columns if necessary 

[bookmark: _Hlk210133352]Activity Type 4: Lower risk social activity – Games social, board games social, coffee shop visits, film social challenges social, crafts activity, shopping/ market visit, campus tour/city tour, day trip, brunch/restaurant social, speed dating/mixer social
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. 
	Any venue will be checked for  
accessibility arrangements including wheelchair access, with this  
communicated at the time of booking.  
Event listing on ticket website will clearly offer opportunity for members to specify access requirements for the event, which will be communicated with venue.

	On Campus or Off Campus
	Off-campus and 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. 
	Travel to venue by foot in city centre and on-campus locations, travel by public transport for further afield visits.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Off campus: 
First aid provision will be provided by the Venue.
In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.
On campus:
First aid provision is also provided by the University of Exeter Estate patrol.
In a medical emergency contact estate patrol on 01392 72 2222 or by using the Safezone app. – 



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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Aggression/violence
	Low Risk of altercation between members, or members to the general public when socialising in public spaces where alcohol may be present. 

Low risk of altercation between members and general public when intoxicated whilst undertaking Society led activity.  

	Members 
General public 
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity, venue staff will be summoned if they refuse to leave.
Venue staff will be summoned if a situation escalates between group members and the general public. 
If attending an activity outside of a venue space, the activity lead will escalate by calling the appropriate emergency response – 999. 

	Venue staff 
 Committee 
Members

	Alcohol/drugs
	Low risk of members being intoxicated beyond capacity and using illicit substances in a public setting.

Low risk of altercation between the general public and group members when in a public setting.

  
	Members
General public 
	For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated, venue staff will be summoned if member refuses to leave. 
Notify members prior to event – zero policy stance on drug use.
Venue staff and/or estate patrol will be summoned if situation escalates and member refuses to leave activity.
Nominated sober committee members to be in place for activities and events involving alcohol. 


	Event leads
Venue (staff)
Venue (Security – where applicable) 

	Equipment/electrical risks
	
Low risk of electrocution as a result of using fixed and portable electrical equipment in listed student activity. 

Low risk of injury as a result of using crafting and stationary equipment listed in student activity. 
	Members
	When attending or hiring a venue for activity, it is the Venues responsibility to ensure all fixed and portable electric devices are inspected and safe for use.
It is the groups responsibility to ensure that any portable electric devices are in a safe, usable condition and fit for purpose. 
Portable appliance testing happens on a cyclical basis through the University, with society equipment being tested within this cycle. 
Any new portable electrical equipment purchased will be added to inventory, to ensure it is inspected in the next round of testing. 
Any non-electrical equipment used for student events, will be inspected prior to use to identify any defects that may cause injury to attendees – if identified any faulty equipment will be removed from use. 
	Venue 
Event lead 


	Food & Drink
Hygiene/Food Allergies Intolerance
	Risk of members having an adverse reaction to foods with allergens, inciting a severe allergic response. 

Risk of members having an adverse reaction to foods they have intolerances to. 
	Members 

	If attending a venue where food and drink is consumed, it is the venues responsibility to ensure customers receive the appropriate allergen and intolerance information regarding food and drink served. 
Activity lead will ask members attending the social if they suffer from any food allergies, and if disclosed will make arrangements to minimise the risk of contact with allergens – move to a different location, call up in advance and check with venue. 
If purchasing food for an activity or event only pre-packaged food and will be purchased, with allergen information disclosed to participants ahead of opening and distributing the food and drink. 
Any group member who suffers with severe allergies or intolerances will be responsible for managing their own condition, it is the choice of the member to disclose any information to the Activity lead regarding these. 

	Venue 
Event lead 
Members 

	Fire
	Serious risk of injury or in extreme cases death, due to fire breaking out in the venues the group attends during social activity.
	Committee 
General public
	Venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways. 


	Venue
Committee 
Event lead 


	Weather
	Risk of injury, resulting from extreme weather conditions whilst undertaking outdoor activity as a group. 

Slips, trips and falls – as a result of heavy rainfall, strong windy conditions. 

Illness resulting from Hot and cold conditions i.e. Sunstroke, sunburn from high UV exposure or cold/flu like symptoms from exposure to cold weather. 

	Members

	Undertake a dynamic assessment when running outdoor activities and decide whether to continue or cancel based off forecasted weather conditions. 
If running an event outdoors instruct attendees on the correct attire needed for the weather on the day. 
When undertaking any walking activity be mindful of environmental hazards that may present a risk to the group and highlight the hazards to the party to mitigate the risk. 
	Event lead 
Committee 

	Travel
	Low risk of members sustaining injury or becoming unwell as a result of travelling on organised public transport to an activity or event. 

Low risk of members sustaining injury or becoming unwell when walking to an activity or event on foot. 

Low risk of verbal and/or physical altercation when travelling to an activity or event. 

Low risk of members becoming lost during an activity, or whilst travelling to and from the activity. 
	Members
	Location information will be shared to attendees prior to event taking place, including postcode for directions. 
If organising trips or events to a location to explore, the activity lead will set a meet up point to avoid attendees becoming lost. 
When walking to and from an activity or event, the committee will suggest the use of walking groups to make the commute safer. 
When running events where public transport is required the activity leads will only use reputable transport services when organising the logistics for travel. 
Group will establish a safe check in method in the event of an emergency – social media channels etc. 
Group will encourage the use of the Safezone app for events and activities on campus, use of emergency services or 111 service for non-emergencies off campus. 
	Event lead 
Committee
Third party service providers (transport companies) 



	Nighttime/darkness 
	
Risk of members being assaulted whilst walking home from a social event that finishes late in the evening. 

Risk of members being injured from tripping and falling whilst walking home from a social event that finishes late
	Members 
General public 
	If activities and events finish late, activity leads will encouraged the use of safe walking routes back to campus. 
For those walking in the same direction a “walking train” can be established to ensure members aren’t walking unattended.  
If not walking, members will be encouraged to use safe public transport links to make their way home. 
A safe check in method can be established in the event of an emergency –social channels etc. 
	Event lead 
Attending members 




Add more columns if necessary 







Activity Type 5 [School visits/ volunteering]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	4
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Event Lead to discuss with school any  access requirements. Event to have  regular breaks for volunteers. Work will  be done in groups to avoid being  
overwhelmed.

	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. 
	Travel to venue by foot in city centre and  locations, otherwise travel by public  transport.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Off campus: 
First aid provision will be provided by the school.
In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service. 








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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	[bookmark: _Hlk210739722]Fire
	Serious risk of injury or in extreme cases death, due to fire breaking out in the venues the group attends during volunteering activity. 
	Members 
General public 
Young/vulnerable adults 

	School/venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways.
Group is responsible for the following any instruction given to them by their main volunteering contact, in relation to emergency arrangements.

	School staff
Event lead/committee 


	Slips, trips and falls 
	Risk of public falling as a result of loose cables trailing across activity area. 

Risk of public tripping over equipment left in busy areas of high footfall in a school/academic setting. 

Risk of attendees slipping as a result of drinks/liquid spilt in the activity area. 


	Members 
General public 
Young/vulnerable adults 

	Where equipment is brought by the station: any cables regularly checked to ensure they are secure and do not constitute a trip hazard. 
Event lead responsible for reporting any hazards present within the activity area to the school/volunteering location that may cause harm to group members.
All cables are brightly coloured for visibility. 
Use of cable mats where appropriate.
Any spillages to be cleaned immediately  
Exits and pathways kept clear at all times 
Only drinks in a sealed container to be at the stand. 			
	School 
Event lead 
Attending members 


	Alcohol/drugs 
	Risk of members being intoxicated when undertaking volunteering activities as part of the group. 


	Members 
General public 
Young/vulnerable adults 

	The use of alcohol/drugs is strictly prohibited when undertaking volunteering activities. 
There is a zero-stance policy on the use of drugs, in line with Students’ Guild policy. 
Any member found to be intoxicated or under the influence of illicit substances will be asked to leave immediately, site security will be summoned if they refuse to leave. 

	Event lead/committee 
Station manager 

	Electrical equipment safety
	Risk of members being injured as a result of faulty/defective fixed and portable electrical equipment. 

Risk of general public/ young adults being injured as a result of Society owned faulty/defective equipment. 

Risk of members being injured as a result of defective non-electrical equipment. 

Risk of general public/young adults being injured as a result of society owned equipment. 

	Members 
General public 
Young/vulnerable adults 

	When attending a location for volunteering activity, it is the location managers responsibility to ensure all fixed and portable electric devices are inspected and safe for use.
It is the groups responsibility to ensure that any portable electric devices are in a safe, usable condition and fit for purpose. 
Portable appliance testing happens on a cyclical basis through the University, with society equipment being tested within this cycle. 
Any new portable electrical equipment purchased will be added to inventory, to ensure it is inspected in the next round of testing. 
Any non-electrical equipment used for student events, will be inspected prior to use to identify any defects that may cause injury to attendees – if identified any faulty equipment will be removed from use.
Event lead responsible for reporting any hazards present within the activity area to the school/volunteering location that may cause harm to group members.
The group will provide any of the necessary documentation required by the school/volunteering location to allow them to bring electrical/ non-electrical equipment on to site – PAT inspection certificates, insurance etc. 



	Event lead 
Station Manager  
Head of Technical Operations
School staff


	Aggression/violence
	Increased risk of aggressive and/or violent behaviour in a school setting – verbal, physical harassment. 


	Members 
General public 
Young/vulnerable adults 

	
Group members are to follow any safeguarding policy and procedures that have been put in place at the school/volunteering location. 

Group to confirm supervision arrangements, ensuring a faculty member is present at all times. 

Members will not be lone working at any point.

Event Lead to report immediately any instances of aggression or harassment from pupil.
Event Lead to obtain and distribute to participants school’s Safeguarding reporting procedure and action immediately if appropriate.
  
Event Lead to inform Guild Activities Team at earliest opportunity of safeguarding/child concerns.



	Event lead 
School staff



	Safeguarding/Young children
	Risk of unintentional injury to young children due to lack of training and experience within a school/volunteering setting. 

Risk of injury to young adults, as a result of asking them to undertake activity they are physically uncapable of doing. 

Risk of mental/physical distress to young children as a result of undertaking harmful inappropriate conduct. 

Risk of unintentional data breach as a result of viewing sensitive documentation or information in a school/volunteering setting. 
	Young/vulnerable adults 

	Group to confirm with School/volunteering location their DBS requirements, and action accordingly before attending site.
Activities and tasks undertaken have been designed to be low risk - lecture style event or workshop around audio editing.
Group are to follow all Safeguarding Policy and procedure outlined by the school/volunteering lead for their designated activity. 
Group to confirm supervision arrangements, ensuring a faculty member is present at all times. 

Members will not be lone working at any point.

Event Lead to obtain and distribute to participants school’s Safeguarding reporting procedure and action immediately if appropriate.
  
Event Lead to inform Guild Activities Team at earliest opportunity of safeguarding/child concerns.

 
	Event lead 
Attending members
School staff


	Travel 
	Risk of members being injured as a result of using personal unroadworthy vehicles. 

Risk of members being injures as a result of using unregistered, unreputable transport services.
	Members 
General public
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If arranging transport in members vehicles, the vehicle owner is responsible for ensuring that their vehicle is in a safe condition and compliant with the road traffic act.
Members are expected to drive to a standard outline in the highway code.
It is the driver’s responsibility to ensure that all passengers are wearing seatbelts. 
Weather and transport apps will be checked prior travelling, to check on conditions and make dynamic decision whether to continue with planned activity or not.
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
If travelling considerable distance for this activity, the activity lead will ensure that regular breaks are scheduled to allow members to rest and recover throughout the journey. 

	Event/Transport lead/
Attending members
Third party service providers (transport companies) 


	Manual handling
	Risk of injury to members. Resulting from transporting equipment to and from school/volunteering location. 
	Members 
	All participants to understand manual handling guidance before moving equipment, undertaking an assessment of the lift using the Task, Individual, Load, Environment method. 
All participants to wear appropriate footwear (no open-toed shoes / sliders) 

Minimise travel distances via bringing equipment as close to venue as possible – use taxi to transport if a long distance  

Number of members involved to mean there are enough to move and setup equipment safely 

Where possible lifting aids to be used to help transport equipment.

	Event lead 
Participating members 










Activity Type 6 [Sporting/physical activity – Bowling, Football/ball games, Intrameural netball, Roller skating social,]
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. 
	Any venue will be checked for  
accessibility arrangements including wheelchair access, with this  
communicated at the time of booking.  
Event listing on ticket website will clearly offer opportunity for members to specify access requirements for the event, which will be communicated with 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. 
	Travel to venue by foot in city centre and  locations, otherwise travel by public  transport.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Off campus: 
First aid provision is provided by the Venue.
In an emergency dial 999 and ask for appropriate emergency service.  
For non-life threatening first aid assistance please contact 111. 








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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	[bookmark: _Hlk210739745]Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location where sporting/physical activity is taking place. 
	Members 
General public
	Venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways. 
Event/activity lead to report any hazards to the venue, which may cause injury to the group.  


	Event lead 
Third party contractors 
Venue

	Slips, trips and falls
	Risk of injury as a result of tripping and falling due to obstacles in the activity area. 

Risk of injury due to reduced visibility in activity area, especially when using outdoor spaces. 

Risk of slipping due to spilt drinks in the activity area. 

Risk of collision, causing slips, trips and falls in the activity area. 

Risk of cuts, slices and abrasions when falling over when partaking in physical/sporting activity. 


	Members 
General public 
	Venue is responsible for ensuring that the venue is safe from slip, trip and fall hazards. 
Event/activity lead to report any hazards to the venue, which may cause injury to the group.  
When hiring a private activity space, the event lead will undertake an inspection of the playing area prior to activity beginning. 
When attending a supervised activity, the group will be responsible for following all Health & Safety instructions provided by the venue. 
For activities requiring PPE - Knee and elbow guards, alongside other PPE, to be worn at all times to reduce likelihood of injury. 
Event lead to check there is sufficient stock and is in adequate condition. 
Where this is expected to be provided by attendees this is to be clearly communicated at the time of booking, alongside requirements of its quality.
 Individuals who refuse to wear required PPE equipment not to be permitted to partake in activity.

	Venue 
Event leads 
Attending members 

	Aggression/violence
	Risk of altercation between members due to intensity of competitive sports. 

Risk of altercation between members and general public in social settings.

	Members 
General public
	All members to follow code of conduct and behave in a manor representative of the Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the session.
Venue staff will be summoned if the situation escalates. 
	Event lead
Venue staff
Venue staff (security – where applicable)

	Alcohol/drugs
	Risk of members being intoxicated whilst partaking in the activity, introducing further risk through erratic and unpredictable behaviour. 
	Members 
Public
	For sporting/physical events where alcohol is not permitted:
 Any member who appears to be intoxicated will be asked to leave. 
Notify members prior to event – zero policy stance on drug use.
Venue staff and situation escalates and member refuses to leave activity. 
For sporting/physical events where alcohol is permitted in moderation: 
Alcohol purchased to be only from licensed bar – venue staff to refuse service to attendees who are/appear drunk.  
Venue staff/Event lead who witnesses obviously drunk attendee causing disruption to ask them to leave the venue, ensuring they return home safe. Event lead or another committee member to accompany attendee via taxi, if appropriate.  
Alcohol to be prohibited from being brought into the venue  
Drugs strictly prohibited by station and venue. Any attendees under/suspected under the influence and/or in possession/suspected in possession of illegal drugs will be asked to leave by the Event lead and venue security.  
Any illegal acts to be reported by Event lead immediately.  
Venue security present on-site to monitor suspicious activity alongside Event lead. 
Two sober committee members (including Event lead) to be present at entire event duration.  Names of these committee members to be made clear to all attendees before entering venue.  
Initiations/drinking games or challenges to be strictly prohibited  

Entry to be refused to individuals visibly/suspected to be drunk or under influence/in possession of drugs.
Event lead to encourage attendees to not leave drinks unattended at any point. 
 Drink spiking test to be encouraged to be used in event of suspicion of spiked drink
In event of attendee showing signs of being spiked, Event Lead/Venue staff to dial 999 for an ambulance immediately.


	Event lead 
Venue staff 
Venue staff (security -where applicable) 

	Food & Drink
Hygiene/Food Allergies & Intolerance
	Risk of members suffering from a severe allergic response, as a result of food and drink served at a venue that didn’t specify allergens. 

Risk of members suffering from a less severe reaction due to food and drink intolerance. 
	Members 
	Where relevant, any food served at the venue to be communicated in advance to attendees with clear option to declare any allergens. 
This is to then be clearly communicated and agreed with venue - communication is then to be forwarded to the individual with allergens for verification.
 When ordering at venue staff to be made clear of allergen information again. 
Where food is provided by committee, packaging labels detailing full ingredients list and allergen info to retained and clearly displayed. 
Alternatives for individuals with allergens to be provided where possible. 
In advance of event, description that food is being provided to be displayed clearly. 
Contact details to be provided to declare severe allergies ahead of the event, should specific ingredients need to be entirely avoided.
  
Where individuals are bringing their own food to the event the above is to be relayed in advance - packaging to be retained and no home-made food to be brought to the event.


	Event lead 
Venue 
Members affected 


	Large Crowds/Gatherings
	Risk of collision, resulting in injury – when undertaking physical/sporting activities in venue spaces with bigger capacity – roller skating.

Risk of members feeling overwhelmed, as a result of crowd capacity when visiting venues. 
	Members 
General Public
	Venues will be responsible for monitoring their capacity limits, and making arrangements to mitigate the risk of collision, crushing injuries as a result of exceeded capacity. 
Event lead to monitor congestion and disperse/move on crowds in the group where required, especially around fire exit routes.  
Committee members to identify and support attendees who are overwhelmed with any large gathering and offer alternative quiet space. 
Event lead to make decision to move to alternative venue (where practical and safe) if overcrowded
	Venue staff
Event lead/committee 

	Noise
	Risk of temporary hearing loss as a result of venue music being played at unsafe levels/thresholds. 

Risk of members feeling overwhelmed, as a result of loud overstimulating noises. 

	Members 
	The venue will be responsible for monitoring noise levels within the venue and putting in place any mitigation measures to manage safe noise levels. 
Any concerns by the event lead will be raised to the venue team. 
In the event of members feeling overwhelmed, the event lead will find a quiet place to relocate the member and re-assure them. 

	Venue staff 
Event lead 

	Equipment
	Risk of members sustaining injury as a result of defective equipment when undertaking Physical activity – Rollerskates, PPE – Helmets, knee pads, elbow pads etc/. 

Risk of injury when setting up sporting equipment in a hired venue. 
	Members 
	When attending a venue where equipment hire is available it is the venues responsibility to ensure equipment is in a safe, usable condition and free from defect.  
When providing equipment to members, it is the committees responsibility to ensure that all equipment is in a safe, usable condition and free from defect. 
Any sporting equipment held in groups inventory must be inspected during regular intervals to ensure it is still safe for society use. 
If hiring a venue to play sport, it will be the venues responsibility to ensure equipment is set up in the correct manor – it will be the responsibility of the event lead to report any defects to the venue regarding the sporting equipment.

	Venue 
Event lead 

	Environment risks/weather
	Risk of injury from extreme weather conditions whilst playing on outdoor courts – slips from wet surfaces, trips from high winds etc. 
	Members 
	Group will monitor weather conditions when running events and make dynamic decisions on whether activity can continue dependant on conditions.
Group will undertake regular inspection of event/activity area if taking place outdoors, to monitor for hazards created by weather conditions.

	Event lead 

	Physical activity 
	Members could sustain injury from undertaking physical activity. 

Members could suffer from Dehydration whilst undertaking physical activity. 

	Members 

	Event lead to ensure safety briefing takes place before any sporting activity and is understood, and followed, by all participants. 
Individuals who do not engage with training or wear PPE or follow other instructions from event lead or venue staff, to not be allowed to participate. 
Particularly, participants to be encouraged to be aware of their movement and others around them.  
Qualified individual only to moderate activity and movement. Where individual unavailable due to illness or other circumstances, event to be rescheduled. 
Where applicable: All participants to be checked to ensure PPE and equipment (roller skates/ice skate) fitted correctly and in suitable condition before activity begins.  
Regular breaks to take place. Attendees to be encouraged to bring water/drink ahead of activity but provisions to be made by Event lead.  
Individuals who sustain an injury to be removed from activity immediately. Site first aider to provide immediate care  
Event lead to retain contact details for taxi companies in case of need to travel to hospital is required. 
Activity to be stopped immediately if clear the venue is dangerous or a risk has emerged. Any instances of injury to be reported via Guild Incident Reporting system immediately
	Venue 
Event lead
 Participating members 


	Travel 
	Risk of members being injured as a result of using personal unroadworthy vehicles.

Risk of members being injures as a result of using unregistered,
unreputable transport services.
	Members 
General public
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If arranging transport in members vehicles, the vehicle owner is responsible for ensuring that their vehicle is in a safe condition and compliant with the road traffic act.
Members are expected to drive to a standard outline in the highway code.
It is the driver’s responsibility to ensure that all passengers are wearing seatbelts. 
Weather and transport apps will be checked prior travelling, to check on conditions and make dynamic decision whether to continue with planned activity or not.
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
If travelling considerable distance for this activity, the activity lead will ensure that regular breaks are scheduled to allow members to rest and recover throughout the journey. 

	Event/Transport lead/
Attending members
Third party service providers (transport companies) 





Activity Type 7 End of term ball (9), Alumni dinner (10)
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	150
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Any venue will be checked for  
accessibility arrangements including wheelchair access, with this  
communicated at the time of booking.  Event listing on ticket website will clearly offer opportunity for members to specify  access requirements for the event, which  will be communicated with venue.

	On Campus or Off Campus
	Off-campus, or 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. 
	No straws at the event. Table  
decorations/balloons will be  
recyclable/reusable wherever possible. Drinks to be in reusable glasses/cups.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	Venue to provide – In event of emergency  Event Lead will call 999 then Estate Patrol 








	[bookmark: _Hlk210983735]Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location that has been hired for end of term balls. 
	Members 
General public
	Venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways. 
Event/activity lead to report any hazards to the venue, which may cause injury to the group.  


	Event lead 
Venue

	Slips, trips and falls
	Risk of attendees slipping over and injuring themselves as a result of spilt liquids in the venue. 

Risk of attendees tripping over equipment left on the floor as a result of personal belongings being left on floors.  


	Members 
General Public 
	
Group responsible for managing their own personal items, ensuring that bags and coats aren’t left in locations that may cause trip hazards.
Group responsible for cleaning up any spillages caused by members at the stall. Activity lead must also inform venue staff if spillage is too big to clean up. 
Activity lead to inspect area post set up, ensuring all slip and trip hazards are rectified before event begins.
Items which fall to floor to be cleared up by committee members/venue staff. 
Event lead and venue staff to monitor floor conditions  
Discourage attendees from running/moving carelessly within venue  

Poor lighting in venue to be reported to staff
	Venue 
Event lead
Attending members 

	Alcohol/drugs 
	Risk of altercation between members, or members to the general public when socialising in public spaces where alcohol may be present. 


	Members
	Al For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated, venue staff will be summoned if member refuses to leave. 
Notify members prior to event – zero policy stance on drug use.
Venue staff and/or estate patrol will be summoned if situation escalates and member refuses to leave activity.
Nominated sober committee members to be in place for activities and events involving alcohol. 

	Event lead 
Venue staff 
Venue staff (security -where applicable)

	Aggression/violence
	Risk of aggressive behaviour between members as a result of consuming alcohol in a social setting. 


	Members
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity, venue staff will be summoned if they refuse to leave.
Venue staff will be summoned if a situation escalates between group members and the general public. 
If attending an activity outside of a venue space, the activity lead will escalate by calling the appropriate emergency response – 999. 

	Event lead 
Venue staff 
Venue staff (security -where applicable)

	Food & Drink  
Hygiene/Food Allergies & Intolerance
	Risk of members having an adverse reaction to foods with allergens, inciting a severe allergic response. 

Risk of members having an adverse reaction to foods they have intolerances to.
	Members 

	If attending a venue where food and drink is consumed, it is the venues responsibility to ensure customers receive the appropriate allergen and intolerance information regarding food and drink served. 
Activity lead will ask members attending the social if they suffer from any food allergies, and if disclosed will make arrangements to minimise the risk of contact with allergens – move to a different location, call up in advance and check with venue. 
If purchasing food for an activity or event only pre-packaged food and will be purchased, with allergen information disclosed to participants ahead of opening and distributing the food and drink. 
Any group member who suffers with severe allergies or intolerances will be responsible for managing their own condition, it is the choice of the member to disclose any information to the Activity lead regarding these. 

	Venue
Event lead
Members

	Large gatherings/Crowds
	Risk of injury to members as a result of overcrowding and congestion.


	Members
	It is the venues responsibility to ensure the venue does not reach unsafe capacity limits and have crowd control management procedures in place. 
Event lead/Venue staff to monitor congestion and disperse/move on crowds where required, especially around fire exit routes.  
Size of venue to appropriately reflect number of attendees  
Entrance only permitted to ticket holders (keeping within agreed venue capacity) 
Committee members to identify and support attendees who are overwhelmed with any large gathering and offer alternative quiet space. 

In serious overcrowding situation, flag hazard with venue staff. 

	Event lead
committee
Venue


	Lasers/strobes
	Risk of members suffering feeling unwell, suffering headaches and /or seizures from the use of strobe lighting in a social setting
	Members 
	Use of lasers/strobes to be limited to only on ‘dancefloor’/after meal. 

Area without strobe/laser lighting to be made available.  

Ticket holders with access requirements to have this information shared with venue ahead of event with adjustment agreed. 
Use of lasers/strobes to be communicated at time of booking.
	Venue
Event lead


	Noise/vibration 
	Risk of temporary loss of hearing/injury to hearing from attending social spaces playing loud music.
	Members
	It is the Venues responsibility to ensure that noise levels do not exceed dangerous thresholds.
If venue locations are pre-planned the activity lead will inform attendees of venues that may have high noise levels, giving members the choice of whether to attend or not. 
Activity lead will encourage the use of personal hearing protection if required – ear plugs. 
Loud music to only be played after meal has been eaten and as part of ‘dancefloor’.

	Event lead
committee 
Venue

	Nighttime/darkness
	Risk of members being involved in an altercation whilst walking home from a social event that finishes late in the evening. 

Risk of members being injured from tripping and falling whilst walking home from a social event that finishes late.
	Members
	Attendees to be encouraged to travel to/from the event in a group/via taxi 
Two sober committee members (including Event lead) to be present at entire event duration.  
Names and emergency contact details of these committee members to be shared with attendees via email on day of event. 
These committee members to support attendees with walking home if needed.  
Address of venue clearly indicated on ticket booking page – attendees to be reminded via email on day of event. 

Promote use of UoE Safezone app/ establish a means for group communication for use in an emergency – WhatsApp, social channels etc. 
	Event lead 
Designated committee members
Attending members


	Equipment/Electrical
	Low risk of electrocution as a result of using fixed and portable electrical equipment during the event.  

	Members
General Public/venue staff
	When attending or hiring a venue for activity, it is the Venues responsibility to ensure all fixed and portable electric devices are inspected and safe for use.
It is the groups responsibility to ensure that any portable electric devices are in a safe, usable condition and fit for purpose. 
Event lead to report any defective portable or fixed electrical equipment in the venue to staff, that has potential to cause harm to the attending group. 


	Venue
Event lead/committee

	Contractors/third party service providers. 
	Lack of suitable insurance- Risk of legal and financial issues towards the Guild caused by using third party providers without appropriate insurance. 

Lack of safe systems of work- Risk of injury because of third party providers not having risk assessments, method statements and other means of safe systems of work.

Unsafe work equipment- Risk of injury caused by third party providers having faulty work equipment.

Poor communication- Risk of incident caused by lack of communication between Student group, provider and Students Guild.
	Members 
General public 
Contractors/venue staff
	Where applicable, request risk assessments when using contractors or third-party providers for work, forward to Students’ Guild for review. 
Request evidence of public liability insurance when using third party service providers. 
For any high risk contracted work, ensure the Guild are informed at the first instance. 
Establish a key contact when working with third party providers. 
Only venue staff/authorised venue staff to be allowed on-site Entrance only permitted to ticket holders

	Venue 
Event contractors/third party providers 
Event lead/committee 


	Vehicles / Travelling 
	Risk of members being injures as a result of using unregistered,
unreputable transport services.
	Members 
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
At least two members to travel together at any time, including at least one committee member. 

Contact details for attendees to be kept by Event Lead in case of emergency

	Event lead/committee 




Activity Type 8 Scavenger hunt (15), Pub/Bar trip (16) Clubbing (12)
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. 
	Event to take place at venues with step free access. Committee members to be  aware of and receptive to attendees who  may wish to take time outside or are  overwhelmed and create opportunity for  a quiet space.

	On Campus or Off Campus
	Off-campus, or 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. 
	Travel between venues to take place via  foot.

	Is additional specific Event Insurance required?
	No
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	First aid provision will be provided by the Venue.
In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.
First aid provision is also provided by the University of Exeter Estate patrol.


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

	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location that has been hired for end of term balls. 
	Members 
General public
	Venue is responsible for having satisfactory fire arrangements in place, including suitable emergency arrangements in the event of a fire.
Group responsible for keeping all fire exits clear, and not obstructing fire exits and walkways. 
Event/activity lead to report any hazards to the venue, which may cause injury to the group.  


	Event lead 
Venue

	Slips, trips and falls
	Risk of attendees slipping over and injuring themselves as a result of spilt liquids in the venue. 

Risk of attendees tripping over equipment left on the floor as a result of personal belongings being left on floors.  


	Members 
General Public 
	
Group responsible for managing their own personal items, ensuring that bags and coats aren’t left in locations that may cause trip hazards.
Group responsible for cleaning up any spillages caused by members at the stall. Activity lead must also inform venue staff if spillage is too big to clean up. 

	Venue 
Event lead 
Attending members

	Alcohol/drugs 
	Risk of altercation between members, or members to the general public when socialising in public spaces where alcohol may be present. 

Risk of altercation between members and the general public when socialising in public spaces where alcohol may be present. 


	Members
General public 
	For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated, venue staff will be summoned if member refuses to leave. 
Notify members prior to event – zero policy stance on drug use.
Venue staff and/or estate patrol will be summoned if situation escalates and member refuses to leave activity.
Nominated sober committee members to be in place for activities and events involving alcohol. 

	Venue staff 
 Committee 
Members

	Aggression/violence
	Risk of aggressive behaviour between members as a result of consuming alcohol in a social setting. 

Risk of aggressive behaviour between members and the general public as a result of consuming alcohol in a social setting


	Members
General public 
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity, venue staff will be summoned if they refuse to leave.
Venue staff will be summoned if a situation escalates between group members and the general public. 
If attending an activity outside of a venue space, the activity lead will escalate by calling the appropriate emergency response – 999. 

	Venue 
Event lead/committee


	Food & Drink  
Hygiene/Food Allergies & Intolerance
	Risk of members having an adverse reaction to foods with allergens, inciting a severe allergic response. 

Risk of members having an adverse reaction to foods they have intolerances to.
	Members 

	If attending a venue where food and drink is consumed, it is the venues responsibility to ensure customers receive the appropriate allergen and intolerance information regarding food and drink served. 
Activity lead will ask members attending the social if they suffer from any food allergies, and if disclosed will make arrangements to minimise the risk of contact with allergens – move to a different location, call up in advance and check with venue. 
If purchasing food for an activity or event only pre-packaged food and will be purchased, with allergen information disclosed to participants ahead of opening and distributing the food and drink. 
Any group member who suffers with severe allergies or intolerances will be responsible for managing their own condition, it is the choice of the member to disclose any information to the Activity lead regarding these. 

	Event lead
Venue

	Large gatherings/Crowds
	Risk of injury to members as a result of overcrowding and congestion.


	Members
	It is the venues responsibility to ensure the venue does not reach unsafe capacity limits and have crowd control management procedures in place. 
Event lead/Venue staff to monitor congestion and disperse/move on crowds where required, especially around fire exit routes.  
Size of venue to appropriately reflect number of attendees  
Entrance only permitted to ticket holders (keeping within agreed venue capacity) 
Committee members to identify and support attendees who are overwhelmed with any large gathering and offer alternative quiet space. 

In serious overcrowding situation, flag hazard with venue staff. 

	Event lead/committee
Venue 

	Nighttime/darkness
	Risk of members being involved in an altercation whilst walking home from a social event that finishes late in the evening. 

Risk of members being injured from tripping and falling whilst walking home from a social event that finishes late.
	Members
	Attendees to be encouraged to travel to/from the event in a group/via taxi 
Two sober committee members (including Event lead) to be present at entire event duration.  
Names and emergency contact details of these committee members to be shared with attendees via email on day of event. 
These committee members to support attendees with walking home if needed.  
Address of venue clearly indicated on ticket booking page – attendees to be reminded via email on day of event. 

Promote use of UoE Safezone app/ establish a means for group communication for use in an emergency – WhatsApp, social channels etc. 
	Event lead 
Designated committee members


	Noise/vibration 
	Risk of temporary loss of hearing/injury to hearing from attending social spaces playing loud music.
	Members
	It is the Venues responsibility to ensure that noise levels do not exceed dangerous thresholds.
If venue locations are pre-planned the activity lead will inform attendees of venues that may have high noise levels, giving members the choice of whether to attend or not. 
Activity lead will encourage the use of personal hearing protection if required – ear plugs. 
Loud music to only be played after meal has been eaten and as part of ‘dancefloor’.

	Event lead/committee 
Venue

	Lasers/strobes
	Risk of members suffering feeling unwell, suffering headaches and /or seizures from the use of strobe lighting in a social setting
	Members 
	
Use of lasers/strobes to be communicated at time of booking.
	Venue
Event lead/committee 

	Vehicles / Travelling 
	Risk of members being injured as a result of using unregistered,
unreputable transport services.

Low risk of members being involved in an altercation when travelling between locations on foot. 
	Members 
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
At least two members to travel together at any time, including at least one committee member. 

Contact details for attendees to be kept by Event Lead in case of emergency
Committee members to ensure attendees travel safely between venues – split large group up into smaller groups when walking to ensure attendees remain safe  
Event lead to choose walking route between venues that is the safest possible and maintains walking in allowed areas.

	Event lead 







Activity Type 9 Beach trip, Picnic 
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25-30 
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	 We will ensure the spaces we choose to picnic are accessible, and where this is not possible offer alternative events that offer full accessibility. 

	On Campus or Off Campus
	On/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. 
	Where possible we use public transport to reduce impact to environment. 
We will ensure that all rubbish is disposed off in a sustainable manner, using recycling points where possible. 

	Is additional specific Event Insurance required?
	Non required
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.











	[bookmark: _Hlk210991195]Hazard Category
	Identified Hazards and how you might be harmed?
	Who is at Risk?
	Control Measures
	Who is responsible?

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Alcohol/drugs
	Low risk of members being intoxicated beyond capacity and using illicit substances in a public setting.

Low risk of altercation between the general public and group members when in a public setting.

  
	Members
General public 
	Members will be asked to be mindful of alcohol consumption and be asked to leave if they become too intoxicated, If they refuse to leave and become aggressive – police will be summoned. 
Notify members prior to event – zero policy stance on drug use.

Nominated sober committee members to be in place for activities and events involving alcohol. 


	Activity lead/committee
Members 

	Aggression/violence
	Low Risk of altercation between members, or members to the general public when socialising in public spaces where alcohol may be present. 

Low risk of altercation between members and general public when intoxicated whilst undertaking Society led activity.  

	Members 
General public 
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity.
The activity lead will escalate by calling the appropriate emergency response – 999. 

	Activity lead/committee 
Members

	Fire 
	Disposable BBQ’s- May be used by other people on the beach can cause burns and harm if not cautious.

Lack of firefighting equipment- Risk of fire spreading and causing serious injury/death due to lack of extinguishers, fire blankets.
	Members 
General public
	Establish a safe perimeter when using the BBQ. 
Ensure BBQ is placed on stable ground to avoid it tipping. 
Suitable provision to put out BBQ in the event of an emergency – Sand, water. 
Suitable tools to handle food on the BBQ – avoid using hands. 

	Activity lead
committee


	Food & Drink
Hygiene/Food Allergies Intolerance
	Risk of members having an adverse reaction to foods with allergens, inciting a severe allergic response. 

Risk of members having an adverse reaction to foods they have intolerances to. 
	Members 

	Activity lead will ask members attending the social if they suffer from any food allergies, and if disclosed will make arrangements to minimise the risk of contact with allergens – move to a different location, call up in advance and check with venue. 
If purchasing food for an activity or event only pre-packaged food and will be purchased, with allergen information disclosed to participants ahead of opening and distributing the food and drink. 
Any group member who suffers with severe allergies or intolerances will be responsible for managing their own condition, it is the choice of the member to disclose any information to the Activity lead regarding these. 


	Event Lead
Committee
Members affected 


	Sporting/physical activity
	Injury from different activities offered on the beach, such as beach volleyball, football etc. – these can all lead to different injuries caused by the physicality of each sport. 

Risk of knocking into other beach users, as a result of partaking in sport in a busy area. 



	Members
General public 
	Activity lead will ensure members do not overexert themselves when partaking in sport. 
Activity lead will encourage members to warm up before undertaking activity.
Activity lead will encourage members to hydrate throughout the day.
Activity lead will check activity area before undertaking activity and check for any potential hazards. 
Activity lead will choose a suitable space to undertake physical activity, to avoid accidental contact with other beach users. 

	Event lead
committee 
Members 

	Sporting activity/swimming
	Risk of attendees drowning, whilst coming into trouble swimming in the sea. 

Risk of attendees been swept away by strong currents in unpredictable water. 

Risk of attendees suffering from cold water shock in deep bodies of water. 

Risk of becoming unwell due to polluted/contaminated water. 

	
	Lifeguards: Where possible, host events at beaches with lifeguards on duty, and always stay in areas flagged as safe for swimming. Follow all instructions from local authorities and lifeguards.
Swim Buddy System: Encourage participants to swim with a buddy, especially if they are not strong swimmers.
Safety Briefing: Provide a safety briefing highlighting the importance of water safety, using RNLI guidance on open water swimming. 
RNLI Open Water Swimming Safety Advice And Tips 
Encourage the use of float aids for non-strong swimmers and ensure suitable supervision at all times. 
Instruct all attendees to bring a change of warm clothing for after swimming. 
Check for safe water alerts before swimming, to avoid contaminated beach areas – Surfers against sewage, government website etc. 
Undertake dynamic assessment of weather/ tide conditions and make a decision on whether it is safe to swim or not based on the information at hand. 

	As above 

	Weather
	Prolonged exposure to the sun can lead to sunburn, heat exhaustion, heat stroke and dehydration.

Poor weather events, leading to colds or heightened risk of slips and falls.
	Members 

	Advise wearing Sunscreen to protect from the sun.
Advise bringing plenty of water 
Provide shade such as umbrellas for protection from the sun.
We will cancel the event if the weather is deemed too dangerous (e.g. high winds or storm).
Members will be discouraged from running / training / swimming in inclement weather conditions.


	
	Activity lead
committee 

	Slips, trips, and falls
	Risk of tripping on beach debris (driftwood, rocks) when undertaking physical activity, causing injury. 
	Members

	When setting up an activity area on the beach a pre-inspection check and hazards, such as debris will be removed prior to activity beginning. 
Activity lead will remain vigilant throughout activity to ensure any developing hazards are removed/rectified. 

	Activity lead
Committee members

	Vehicles / Travelling 
	Risk of members being injured as a result of using unregistered,
unreputable transport services.


	Members 
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
At least two members to travel together at any time, including at least one committee member. 

Contact details for attendees to be kept by Event Lead in case of emergency
Committee members to ensure attendees travel safely between venues – split large group up into smaller groups when walking to ensure attendees remain safe  
Event lead to choose walking route between venues that is the safest possible and maintains walking in allowed areas.

	Event lead 
Third party service providers (Transportation companies)










Activity Type 10 [Walk/Hike]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	10-25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	 We will choose routes that are accessible to everyone, or if this is not possible offer alternative routes where applicable. 

	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. 
	Where possible we use public transport to reduce impact to environment. 
We will ensure that all comms regarding the event is provided digitally to reduce reliance on printed media.  

	Is additional specific Event Insurance required?
	Non required
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.











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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Aggression/Violence, Bullying & Harassment
	Risk of altercation between members and general public whilst undertaking a walk/hike in more isolated rural areas. 


	Members
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity.
If attending an activity outside, the activity lead will escalate by calling the appropriate emergency response – 999. 

	Activity lead/committee. 

	Alcohol/drugs
	Low risk of members being intoxicated beyond capacity and using illicit substances in a public setting.

Low risk of altercation between the general public and group members when in a public setting.

  
	Members
General public 
	For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated.
Notify members prior to event – zero policy stance on drug use.
if situation escalates and member refuses to leave activity and becomes violent/aggressive the appropriate emergency response will be contacted – 99,111.
Nominated sober committee members to be in place for activities and events involving alcohol. 


	Activity lead/committee 

	Animals
	Risk of encountering aggressive animals when hiking in more rural remote areas. 

Risk of contracting zoonotic diseases from coming into contact with wild animals when hiking in rural remote areas. 
	Members
	Instruct members not to approach animals when hiking.
Avoid areas where wild or paddocked animals may be present. 
Encourage hand sanitising on rural hikes. 
	Event lead/committee 
Members 

	Slips, trips and falls
	Risk of members slipping due to inclement weather. 

Walking in more rural areas may involve navigating un-even surfaces, and present trip hazards – branches, rocks, stones etc. 
	Members
	When undertaking Walks/Hikes the activity lead will instruct on the correct type of footwear prior to event taking place. 
Weather forecast will be checked prior to event to ensure it can still continue. Dynamic assessment will be undertaken during the assessment, and if too severe will be cancelled. 
	Event lead/committee 

	Heights
	Risk of falling off obstacles when hiking in areas of higher ground. 
	Members
	Routes will be chosen that avoid elevation and difficult awkward terrain. 
Members will be briefed on walking routes prior to departure. 

	Activity lead/committee 

	Environment/Weather
	Changes in weather can introduce additional hazards and increase risk – Fog, high wind, heavy rain, high temperatures, low temperatures. 

Risk of becoming lost in unfamiliar hiking locations. 
	Members
	Weather forecast will be checked prior to event to ensure it can still continue. Dynamic assessment will be undertaken during the assessment, and if too severe will be cancelled.
Activity lead will plan hiking route ahead of activity, choosing familiar walking/hiking routes. 
Activity lead will ensure there are suitable means for contacting emergency services in more rural remote areas – Mobile phone, GPS. 
Activity lead will advise on correct clothing to wear based on forecasted conditions on the day. 
Activity lead to advise on bringing water bottles on walks/hikes to hydrate. 
Activity lead to advise members to wear suitable sun protection if undertaking walks/hikes during high temperatures. 
	Activity lead/committee 
Members 

	Vehicles / Travelling 
	Risk of members being injured as a result of using unregistered,
unreputable transport services.


	Members 
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
At least two members to travel together at any time, including at least one committee member. 

Contact details for attendees to be kept by Event Lead in case of emergency.

	Event lead 
Third party service providers (transportation companies) 










Activity Type 11 [ Radio Station /Media organisation visit/ building tour]
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. 
	 We will check with accessibility arrangements with the venue to ensure the space is suitable for wheelchair users, those with impairments that may affect their ability to navigate spaces easily. 

	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. 
	Where possible we use public transport to reduce impact to environment. 
We will ensure that all comms regarding the event are provided digitally to reduce reliance on printed media.  

	Is additional specific Event Insurance required?
	Non required
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.











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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Aggression/Violence, Bullying & Harassment
	Risk of altercation between members and general public whilst undertaking a radio station, media organisation visits or building tour. 


	Members
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity.
If attending an activity outside, the activity lead will escalate by calling the appropriate emergency response – 999. 

	Activity lead/committee 

	Alcohol/drugs
	Low risk of members being intoxicated beyond capacity and using illicit substances in a public setting.

Low risk of altercation between the general public and group members when in a public setting.

  
	Members
General public 
	For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated.
Notify members prior to event – zero policy stance on drug use.
if situation escalates and member refuses to leave activity and becomes violent/aggressive the appropriate emergency response will be contacted – 99,111.
Nominated sober committee members to be in place for activities and events involving alcohol. 


	Activity lead/committee 

	Fire
	Risk of significant injury, or in severe case death as a result of fire breaking out in the venue or location the visit is taking place. 
	Members 
General public
	Fire safety information clearly on display in venue tour or visit is taking place.   
In event of alarm, all present committee members to evacuate, assisting members in evacuation whilst following guidance from venue.  
Fire exits to have no obstructions and fire doors kept shut at all times.

Ensure fire extinguishers available.
	Venue 
Committee 

	Food & Drink
Hygiene/Food Allergies Intolerance
	Risk of members having an adverse reaction to foods with allergens, inciting a severe allergic response. 

Risk of members having an adverse reaction to foods they have intolerances to. 
	Members 

	Activity lead will ask members attending the social if they suffer from any food allergies, and if disclosed will make arrangements to minimise the risk of contact with allergens – move to a different location, call up in advance and check with venue. 
If purchasing food for an activity or event only pre-packaged food and will be purchased, with allergen information disclosed to participants ahead of opening and distributing the food and drink. 
Any group member who suffers with severe allergies or intolerances will be responsible for managing their own condition, it is the choice of the member to disclose any information to the Activity lead regarding these. 


	Event Lead
Committee
Members affected 


	Large gatherings/Crowds
	Risk of injury to members as a result of overcrowding and congestion.


	Members
	It is the venues responsibility to ensure the venue does not reach unsafe capacity limits and have crowd control management procedures in place. 
Event lead/Venue staff to monitor congestion and disperse/move on crowds where required, especially around fire exit routes.  
Size of venue to appropriately reflect number of attendees  
Entrance only permitted to ticket holders (keeping within agreed venue capacity) 
Committee members to identify and support attendees who are overwhelmed with any large gathering and offer alternative quiet space. 

In serious overcrowding situation, flag hazard with venue staff. 

	Event lead/committee
Venue 

	Vehicles / Travelling 
	Risk of members being injured as a result of using unregistered,
unreputable transport services.


	Members 
	Activity lead will provide location information prior to event and instruct on safe methods of travel to and from location. 
If using public transport and travelling as a group, only reputable transport services will be used. All travel information will be shared with attendees prior to the event. 
Social media will be used to communicate to attendees if there are any transport issues, or if locations or arrangements change with the activity planned. 
At least two members to travel together at any time, including at least one committee member. 

Contact details for attendees to be kept by Event Lead in case of emergency.

	Event lead 
Third party service providers (transportation companies) 










Activity Type 12 [ Internal Speaker Talk]
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. 
	Will aim to hold all internal speaker talks in an accessible location on campus. 
We will check with accessibility arrangements with the venue to ensure the space is suitable for wheelchair users, those with impairments that may affect their ability to navigate spaces easily. 

	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. 
	Events will be held on campus within walking distance for majority of attendees. 

	Is additional specific Event Insurance required?
	Non- required
	Describe arrangements for First Aid.  Who will provide first aid – Activity Organiser/ Venue?
	In a medical emergency the activity lead will contact 999 and ask for the appropriate emergency service.
For non-life threatening first aid assistance activity lead will contact 111.











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

	What type of Hazard is it?
Choose from the A-Z of Hazard categories from the   “student committee handbook for risk assessing and group safety.”
	“What is the hazard you have identified, and the risk associated with that hazard”? 
	“Who is in danger of being harmed?”
	“How are you going to eliminate or reduce the risk of someone being harmed?”
	“Who is responsible for implementing and monitoring this?”

	Aggression/Violence, Bullying & Harassment
	Risk of altercation between members and general public whilst undertaking a walk/hike in more isolated rural areas. 


	Members
	All members to follow code of conduct and behave in a manor representative of the Societies and Guilds values.
Any member showing aggressive & violent behaviour will be asked to leave the activity.
If attending an activity outside, the activity lead will escalate by calling the appropriate emergency response – 999, or estate patrol for on campus events. 

	Event lead 
Venue 
Estate patrol

	Alcohol/drugs
	Low risk of members being intoxicated beyond capacity and using illicit substances in a public setting.

Low risk of altercation between the general public and group members when in a public setting.

  
	Members
Internal Speaker  
	For events involving alcohol, members will be asked to leave the activity if deemed to be too intoxicated.
Notify members prior to event – zero policy stance on drug use.
if situation escalates and member refuses to leave activity and becomes violent/aggressive the appropriate emergency response will be contacted – 999,111.
Nominated sober committee members to be in place for activities and events involving alcohol. 


	Event lead
Venue 
Estate patrol

	Equipment
	risk of injury as a result of using faulty equipment owned and operated by the venue. 





	Members 
	When attending a venue where equipment hire is available it is the venues responsibility to ensure equipment is in a safe, usable condition and free from defect.  

	Venue 
Event lead 

	Legal Compliance 
	Risk of station broadcasting material that may breach internal policy and procedure, posing significant reputational, financial, and legal risk to both the station, Students’ Guild and University of Exeter in cases. 
	Members
Students’ Guild 
University of Exeter 
Internal Speaker 
	Station Manager, Deputy Station Manager and Programmes Controller, alongside other named individuals in documentation, to ensure consistent following of Service Level Agreement and Presenter Code of Conduct.  
Station Manager to regularly ensure licenses are valid, in date, and reflect the remit on which they were initially granted. Any concerns regarding this to be communicated with Guild Activities and/or IT team in line with the station’s Service Level Agreement. 
Station Manager, Deputy Station Manager or Programmes Controller to immediately notify Guild Activities team if a legal breach, or perceived legal breach, of conduct has taken place.  Other on-air conduct which poses significant reputational, financial, or legal risk to the station, Students’ Guild, or university to also be reported.  
Presenter training process to ensure Presenter Code of Conduct is understood and agreed to by individual.
	
Committee – 

Station Manager 

Deputy Station Manager 

Programmes Controller 
All committee members who  
deliver presenter training

	Other 
(Display of offensive/ inappropriate material)
	Risk of inciting physical upset and/or violence due to displaying inappropriate promotional material that may cause offence. 
	Members 
Internal Speaker 
	The activity lead must check all promotional material via to display, ensuring it conforms with the University leaflet and poster policy.
Group must follow University of Exeter – Leaflet and poster policy, ensuring any materials displayed conform to policy. 
Any promotional material deemed offensive to display must be removed immediately. 

	Committee 
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