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
	Women in Politics Society  

	Assessed by 
	Ida Larkin
	Date
	12/6/26

	Signed off by 
	Abi Pyne
	Date
	21/07/26



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: 

	Social gathering to specifically include pub trips and clubbing
	Ida
	12/6/26
	AP
	21/07/26

	Welcome week activity added
	Ida
	12/6/26

	AP
	21/07/26



Add more rows as required 






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

	Sport / Activity
	N/a

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

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



Activities – In the table below list all activities your society will participate in over the upcoming year.
If an activity includes an external speaker, an overnight stay (UK or abroad) or is a performance or large-scale event it will need to be risk assessed individually. You can find out more here 
Below is a list of common activities societies are participating in:
[image: A white rectangular sign with orange and green text

Description automatically generated]Revision: 1.0
Revision date: 


	
	
	



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
	Crafts session 

	Explain the objectives and what they'll be creating. 

Provide each participant with the necessary materials. 

Ensure everyone has what they need to begin. 

Show a step-by-step demonstration of the craft. 

Explain any techniques or tips for success. 

Circulate the room to offer assistance and guidance. 

Aid anyone who may be struggling. 

Ensure everyone has enough time to complete their projects. 

Assist participants in cleaning up their work areas. 

Collect any leftover materials and dispose of them properly.

	AD HOC
	· Paper and Cardstock 
· Glue sticks. 
· Liquid glue 
· Decorative Materials 
· Drawing and 
· Colouring Supplies (paints, paintbrushes) 
· Specialty Materials (depending on the project such as unpainted mugs, fabric, 
· yarn etc) 
· Aprons or smocks 
· Table covers or disposable tablecloths.

	2
	Roundtable discussions 

	Select a conducive venue with a roundtable setup allowing easy communication among participants. 
Choose a relevant and timely topic for discussion. 
Invite knowledgeable and diverse participants to contribute to the conversation
Set clear objectives for the discussion and establish ground rules for respectful dialogue.
Encourage active participation and open-mindedness.
Provide each participant with the opportunity to share brief opening remarks or perspectives on the topic. 
Ensure equal time and opportunity for all participants to speak.
Summarize key insights, themes, and conclusions from the discussion 
Invite participants to reflect on what they've learned and how it may inform their work or future actions. 
Provide time for participants to network and connect with each other informally. 
Foster relationships and potential collaborations among attendees. 
Share resources, references, or additional reading materials related to the topic. 

	Once a week
	Audiovisual Equipment: 
Projector and screen or monitor 
Microphones 
(wireless or handheld) 
Sound system or speakers 
Laptop or computer for presentations 

Presentation Materials: 
Presentation slides (created using software like PowerPoint or Keynote)
Handouts or supplementary materials for attendees 


	3
	Panels 
	
Select a suitable venue with adequate seating and audiovisual equipment. 
Choose a relevant and engaging topic for the panel discussion. 
Identify and invite knowledgeable and diverse panellists who can offer different perspectives on the topic. 
Coordinate with panellists to ensure availability and prepare talking points or questions. 
Introduce each panellist and provide brief bios highlighting their expertise. 
Set the tone for the discussion and outline the format of the event. 

Moderated Discussion: 
· Designate a moderator to facilitate the discussion and keep it on track. 
· Pose questions to the panellists and encourage them to share their insights and perspectives. 
· Manage the flow of the conversation, ensuring equal participation among panellists.

Interactive Q&A: 
· Open the floor for questions from the audience. 
· Moderate the Q&A session, ensuring that questions are relevant and respectful. 
· Allow panellists to provide thoughtful responses and engage with audience members. 
· Provide time for attendees to network and connect with the panellists and each other. 




	Once a term 
	Audiovisual Equipment: 
Projector and screen or monitor 
Microphones 
(wireless or handheld) 
Sound system or speakers 
Laptop or computer for presentations 

Presentation Materials: 
Presentation slides (created using software like PowerPoint or Keynote)
Handouts or supplementary materials for attendees 


	4
	Social gatherings  (Incl. Pub trips & clubbing)

	Inquire with bars/eating establishments to book 
space for the social 

Remind students to bring relevant documentation 
(Student ID, Driver’s license, BRP, etc)

	Once a week 
	NA

	5
	Fresher’s week booth 

	Select a suitable venue in an area with a safe amount of foot traffic. 
Interactive Q&A sessions; answer questions and providing relevant information about our society to inquirers. 
Network and speak to new students and make them feel welcomed to the university 
Provide society freebies such as flyers, stickers, etc.
	Once annually 
	Foldable tables and chairs 
Society flyers and 
posters -Laptops 
Decorations-banners, table decor, sweets, etc

	6
	Freshers Picnic
	Selecting a suitable venue outside (weather dependent) that is easily accessible.
 
Network and speak to new students and make them feel welcomed into the society 

Answer any questions and encourage the signing up of memberships
	Once annually 
	Picnic blankets food – donuts, sandwiches, fruit etc
Water
Napkins


	7
	Bowling 
	Select a suitable venue within walking distanced from the university. 
Remind students to bring suitable footwear for bowling.
Ensure tickets have been bought via Fixr
Remind students to being correct documentation – ID, passport, student ID ( for a student discount).
	once a year 
	NA

	8
	Cafe/ Coffee meetups
	Select a suitable venue within walking distance. 
Sit and chat with students allowing them to get to know each other
Buy food, coffee and nice cake 
Taking videos and picture for social media.
	
	NA

	9
	Welcome week activity – Axe throwing
	Axe throwing at Boom Battle Bar
Involves taking part in a group session of axe throwing with a professional at the venue
Activity will be booked online using president’s ‘Staff discount’
New and exciting activity for freshers to bond
Take videos and pictures for social media
Buy drinks after the axe throwing
Publicised as a ‘Fun Female rage night’
	Could be repeated throughout year if succesful event
	· none


	

	
	
	


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: [Crafts sessions]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	20
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Venues on campus often have disability access arrangements . 

	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. 
	We will try, in our best efforts, to provide sustainably produced equipment and materials and ensure waste is appropriately recycled and disposed of.

	[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



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

	Fire 
	Obstructed Fire Exits - Risk of serious injury/fatalities because of obstructed exits from building.

Electrical Fires - Risk of serious injury/fatalities because of faulty electrical equipment being used.

Lack of Firefighting Equipment - Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death. 


	Anyone in the building 
	[bookmark: _Int_6wsVr87a]Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)



	Slips, trips and falls 

	Anyone could slip on any object left on the floor, e.g. chairs or materials used in a craft session. 

We may be using scissors which, if we trip, could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organised and free of unnecessary items
Spills to be cleared immediately. 
	Committee members

	Alcohol/Drugs

	Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental Health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical or Verbal Altercation - Risk of physical/verbal altercation due to decision-making amplified by the use of Alcohol and or/drugs.
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
Ensure sober member of committee 
Provide non-alcoholic drinks
If person is intoxicated ensure they get home safely. 
If intoxicated person is dangerous then remove from premises.
	Committee members, venue 

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event, then there is a risk of someone suffering from a food allergy or intolerance. 

Storage of Food & Drink Substances - Risk of serious illness due to food and drink being stored in incorrect conditions.

Allergens - Risk of anaphylaxis from food and drink containing allergens.

Handling of Food & Drink Substances - Risk of ill health due to food being contaminated from incorrect handling techniques.

Poor Cleanliness Standards - Risk of contamination from poor cleanliness standards in preparation and serving areas.

Cross Contamination - Risk of ill health from cross contamination, due to a poor hygiene control. 

Food & Drink Suppliers - Risk of ill health due to food and drink substances being supplied by disreputable sources.
	Anyone who attends the event 
	If the event requires catering, we will record all the participants' allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognise the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
Ensure people attending the event share their allergies to staff members 
Find out allergies beforehand if possible and let venue staff before hand 
Make sure we have a first aider / venue have first aider 
To check the venues hygiene standards are either good or excellent.
 If there is food bought by committee members to ensure that the preparation and storage of this food is to an exceptional food standard hygiene and that the maker holds a Level 2 Food Hygiene Certificate 
	The venue’s caterer and/or the committee members 

	Other - Materials including leaflets and posters (digital or printed)
Injuries from mishandling equipment
	Somone could harm themselves with equipment such as scissors or get a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers(society’s committee)









Activity Type 2: [Roundtable discussions]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Venues on campus often have disability access arrangements  

	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. 
	Any paper/additional presentation material such as cards, notes will be disposed of responsibly

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



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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.

Obstructed Fire Exits - Risk of serious injury/fatalities because of obstructed exits from building.

Electrical Fires - Risk of serious injury/fatalities because of faulty electrical equipment being used.

Lack of Firefighting Equipment - Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

Cooking Fires - Increased risk of fire due to use of cooking equipment. (e.g. venues kitchen).
	Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominate a group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event, committee members 

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials used in a craft session. 

We may be using scissors, which if we trip, could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organised and free of unnecessary items
	The organisers of the event, committee members 

	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. 

They also may become ill and need medical assistance.

Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental Health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical or Verbal Altercation - Risk of physical/verbal altercation due to decision making amplified by the use of Alcohol and or/drugs.
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
Ensure sober member of committee 
Provide non-alcoholic drinks
Zero- tolerance drug policy 
If person is intoxicated ensure they get home safely. 
If intoxicated person is dangerous then remove from premises.
	Committee members / individuals / venue 

	Other - Materials including leaflets and posters (digital or printed)
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief on how to hold and use equipment such as retractable craft knives or scissors  
	Committee members 

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. 

Physical Assault - Risk of injury from physical attacks.

Verbal Abuse - Psychological harm from threats or insults.

Discrimination - Psychological harm caused by discriminatory remarks.

Intimidating Behaviour - Emotional distress caused by threatening or coercive behaviour.

Exclusion - Distress caused by isolating/becoming isolated in activity.
Cyber-bullying- Harassment through digital social channels.
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.
Zero-tolerance violence policy 
Remove aggressive/violent person from the event to ensure that people attending the event remain safe
Estate Patrol if on campus/emergency serviced if someone is aggressive or violent. 

	The venue’s caterer and/committee members 

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  

Storage of Food & Drink Substances - Risk of serious illness due to food and drink being stored in incorrect conditions.

Allergens - Risk of anaphylaxis from food and drink containing allergens.

Handling of Food & Drink Substances - Risk of ill health due to food being contaminated from incorrect handling techniques.

Poor Cleanliness Standards - Risk of contamination from poor cleanliness standards in preparation and serving areas.

Cross Contamination - Risk of ill health from cross contamination, due to a poor hygiene control. 

Food & Drink Suppliers - Risk of ill health due to food and drink substances being supplied by disreputable sources.
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
Ensure people attending the event share their allergies to staff members 
Find out allergies before hand if possible and let venue staff before hand 
Make sure we have a first aider / venue have first aider 
To check the venues hygiene standards are either good or excellent. If there is food bought by committee members to ensure that the preparation and storage of this food is to an exceptional food standard hygiene. 
	The venue’s caterer, committee members

	Other - reputational damage
	Risk of Reputational damage to group due to content being delivered by external speaker/groups. 

Risk of Reputational to the Students’ Guild due to content being delivered by external speaker/group.
	Guild/ feminist society
	Communications prepared for public distribution confirming the legality of the event/discussion, in line with freedom of speech law/expression. 
The Guild will be informed of any concerns regarding reputational impact.
	Committee members 

	Other- Risk of Breaching laws around free Speech.
	Risk of harm due to breaching laws around free Speech.
	All attendees
	Speakers will comply with the law regarding hate speech. 
The chair will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights.
	Committee members 

	Other - Risk of offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.
	Risk of harm due to offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.
	All attendees
	Speakers will be informed that if they wish to hand out material during the event, this will require Guild approval. 
In the unlikely event material is handed out without Guild approval, this will be reported to the Guild. Event hosts will make it clear to attendees and speakers that the material has not been approved and direct them to support they can access if the material has caused concern or offended them.
	Committee members 




Activity Type 3: [Panels]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	~40
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Venues on campus often have disability access arrangements  

	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. 
	Any paper/additional presentation material such as cards, notes will be disposed of and recycled responsibly

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



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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.

Obstructed Fire Exits - Risk of serious injury/fatalities because of obstructed exits from building.

Electrical Fires - Risk of serious injury/fatalities because of faulty electrical equipment being used.

Lack of Firefighting Equipment - Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

Cooking Fires - Increased risk of fire due to use of cooking equipment. (e.g. venues kitchen).
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials used in a craft session. 

We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	Committee members 

	Alcohol/Drugs

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. 

Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental Health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical or Verbal Altercation - Risk of physical/verbal altercation due to decision making amplified by the use of Alcohol and or/drugs.
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.
Ensure sober member of committee 
Provide non-alcoholic drinks
Zero- tolerance drug policy 
If person is intoxicated ensure they get home safely. 
If intoxicated person is dangerous then remove from premises.
	The venue’s caterer and/committee members 

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	Committee members 

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. 

Physical Assault - Risk of injury from physical attacks.

Verbal Abuse - Psychological harm from threats or insults.

Discrimination - Psychological harm caused by discriminatory remarks.

Intimidating Behaviour - Emotional distress caused by threatening or coercive behaviour.

Exclusion - Distress caused by isolating/becoming isolated in activity.
Cyber-bullying- Harassment through digital social channels.
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.
Zero-tolerance violence policy 
Remove aggressive/violent person from the event to ensure that people attending the event remain safe
Estate Patrol if on campus/emergency serviced if someone is aggressive or violent. 

	Committee members / venue 

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers

	Other - reputational damage
	Risk of Reputational damage to group due to content being delivered by external speaker/groups. 

Risk of Reputational to the Students’ Guild due to content being delivered by external speaker/group.
	Guild/ society
	Communications prepared for public distribution confirming the legality of the event/discussion, in line with freedom of speech law/expression. 
The Guild will be informed of any concerns regarding reputational impact.
	Committee members 

	Other- Risk of Breaching laws around free Speech.
	Risk of harm due to breaching laws around free Speech.
	All attendees
	Speakers will comply with the law regarding hate speech. 
The chair will introduce the event and clarify the intention that all discussion is inclusive and should not impinge others’ rights.
	Committee members 

	Other - Risk of offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.
	Risk of harm due to offensive/inappropriate material being handed out, that could incite aggressive/violent behaviour.
	All attendees
	Speakers will be informed that if they wish to hand out material during the event, this will require Guild approval. 
In the unlikely event material is handed out without Guild approval, this will be reported to the Guild. Event hosts will make it clear to attendees and speakers that the material has not been approved and direct them to support they can access if the material has caused concern or offended them.
	Committee members 




Activity Type 4: [Social gatherings inc. Pub trips & Clubbing]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	We will be keeping in mind the importance of disabled access arrangements and will be choosing the venue accordingly

	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. 
	Any rubbish will be disagreed responsibility e.g. put in correct bins and picked up from the ground. 



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.

Obstructed Fire Exits - Risk of serious injury/fatalities because of obstructed exits from building.

Electrical Fires - Risk of serious injury/fatalities because of faulty electrical equipment being used.

Lack of Firefighting Equipment - Risk of fire spreading and causing serious injury/fatality due to lack of extinguishers, fire blankets.

Cooking Fires - Increased risk of fire due to use of cooking equipment. (e.g. venues kitchen).
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials used in a craft session. 

We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event

	Alcohol/Drugs

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. 

Intoxication - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs.

Impaired Judgement - Risk of injury and/or ill health caused by ingestion of alcohol and/or drugs that impair a person’s ability to think rationally.

Overdose - Serious risk to life caused by excessive drinking and drug use.

Mental Health Crisis - Risk of mental health crisis caused by heavy drinking and/or drug use.

Physical or Verbal Altercation - Risk of physical/verbal altercation due to decision making amplified by the use of Alcohol and or/drugs.
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.
Ensure sober member of committee 
Provide non-alcoholic drinks
Zero- tolerance drug policy 
If person is intoxicated ensure they get home safely. 
If intoxicated person is dangerous then remove from premises.
	The venue’s caterer and/committee members 

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers(society’s committee)

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. 

Physical Assault - Risk of injury from physical attacks.

Verbal Abuse - Psychological harm from threats or insults.

Discrimination - Psychological harm caused by discriminatory remarks.

Intimidating Behaviour - Emotional distress caused by threatening or coercive behaviour.

Exclusion - Distress caused by isolating/becoming isolated in activity.
Cyber-bullying- Harassment through digital social channels.
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.
Zero-tolerance violence policy 
Remove aggressive/violent person from the event to ensure that people attending the event remain safe
Estate Patrol if on campus/emergency serviced if someone is aggressive or violent. 

	Committee members / venue 

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  

Storage of Food & Drink Substances - Risk of serious illness due to food and drink being stored in incorrect conditions.

Allergens - Risk of anaphylaxis from food and drink containing allergens.

Handling of Food & Drink Substances - Risk of ill health due to food being contaminated from incorrect handling techniques.

Poor Cleanliness Standards - Risk of contamination from poor cleanliness standards in preparation and serving areas.

Cross Contamination - Risk of ill health from cross contamination, due to a poor hygiene control. 

Food & Drink Suppliers - Risk of ill health due to food and drink substances being supplied by disreputable sources.
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
Ensure people attending the event share their allergies to staff members 
Find out allergies before hand if possible and let venue staff before hand 
Make sure we have a first aider / venue have first aider 
To check the venues hygiene standards are either good or excellent. If there is food bought by committee members to ensure that the preparation and storage of this food is to an exceptional food standard hygiene. 
	The venue’s caterer, committee members



Activity Type 6 : [Fresher’s week booth]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	3 people overseeing the booth at a time, number of guests visiting booth is estimated at 20-40 people
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	Venues on campus often have disability access arrangements  


	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. 
	Any paper/additional presentation material such as cards, notes will be disposed of or recycled responsibly



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials given out in the freshers fair.
We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event

	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. They also may become ill and need medical assistance 
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
	The organisers of the event or the offender that brings in illicit substances

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers(society’s committee)

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. For example they may be pushed or punched. 
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.

	The venue’s caterer and/or the organisers

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers




Activity Type 5 : [Fresher’s Picnic]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	We will ensure the off campus location is accessible – eg Cathedral green has toilets in the cathedral open for public use. We will have food that suits for all dietary requirements

	On Campus or Off Campus
	Off campus 
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	We will ensure all rubbish is disposed sustainably and no litter will be left behind.



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials given out in the freshers fair.
We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event

	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. They also may become ill and need medical assistance 
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
	The organisers of the event or the offender that brings in illicit substances

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers(society’s committee)

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. For example they may be pushed or punched. 
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.

	The venue’s caterer and/or the organisers

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers





Activity Type 6 : [Bowling]
Please refer to Hazards guidance for a summary of hazards to consider - 
	Average number of participants
	25
	Provide details of disabled access arrangements you have considered. You can use the guidance here to help. 
	We will ensure the off campus location is accessible – eg Cathedral green has toilets in the cathedral open for public use. We will have food that suits for all dietary requirements

	On Campus or Off Campus
	Off campus 
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	We will ensure all rubbish is disposed sustainably and no litter will be left behind.



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials given out in the freshers fair.
We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event

	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. They also may become ill and need medical assistance 
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
	The organisers of the event or the offender that brings in illicit substances

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers(society’s committee)

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. For example they may be pushed or punched. 
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.

	The venue’s caterer and/or the organisers

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record  all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers




Activity Type 7 : Cafe/ Coffee met ups
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. 
	We will ensure the off campus location is accessible – eg – walkable distance and has toilets.  We will also make sure that food is inclusive to all dietary requirements  


	On Campus or Off Campus
	Off campus
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	We will ensure all rubbish is disposed sustainably and no litter will be left behind.



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials given out in the fresher’s fair.
We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event

	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. They also may become ill and need medical assistance 
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders
	The organisers of the event or the offender that brings in illicit substances

	Other - Materials including leaflets and posters (digital or printed)[DELETE if materials will not be created for this activity]
	Somone could harm themselves with equipment such as scissors or get  a paper cut from the crafting materials.
	Anyone who attends the event 
	Ensure materials printed and displayed by the society follow the Guild Poster Policy and the University of Exeter’s leaflet and poster policy. 
Show a step-by-step demonstration of the craft. 
Explain any techniques or tips for success. 
Brief how to hold and use equipment such as retractable craft knives or scissors  
	The organisers (society’s committee)

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. For example, they may be pushed or punched. 
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.

	The venue’s caterer and/or the organisers

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event, then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers





Activity Type 8 : Welcome week activity (axe throwing)
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. 
	We will ensure the off campus location is accessible – eg – walkable distance and has toilets.  We will also make sure that food is inclusive to all dietary requirements. Boom Battle bar has accessible disabled ramp.


	On Campus or Off Campus
	Off campus
	Please provide details of how you’ve considered the sustainable impact of your activity type. You can use the guidance here to help. 
	We will ensure all rubbish is disposed sustainably and no litter will be left behind.



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


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

	Fire
	If there is a fire there is a risk of being stuck in the building and suffering from smoke inhalation, getting burned or even possible death.
	
Anyone in the building 
	Confirm with premise controller that fire controls are in place and discuss specific fire arrangements relative to the event. 
Nominated group person to manage fire evacuation 
Fire exits to be checked all clear 
Fire extinguishers available
	The organisers of the event (society’s committee)

	Slips, trips and falls 

	Anyone could slip on any object left on the floor eg chairs or materials given out in the fresher’s fair.
We may be using scissors which if we trip could be dangerous and cut someone. 
	Anyone in the room 
	Regularly inspect and clean the workplace to ensure that floors are free from obstructions, spills, and clutter.
Implement a routine cleaning schedule, especially in high-traffic areas.
Ensure that walkways and work areas are well-organized and free of unnecessary items
	The organisers of the event



	Alcohol/Drugs

	Someone may become violent and harm members who attend the event. They also may become ill and need medical assistance 
	Anyone who comes to the event 
	Implement a clear and strict policy on alcohol and drug use at the venue, including zero tolerance for illegal substances.
Communicate this policy to all members and through regular reminders

Clearly communicate that one cannot be notably intoxicated for the axe throwing and they will be prevented from taking part if this is the case. 
	The organisers of the event or the offender that brings in illicit substances

	Aggression/Violence 

	A member or anyone who attends the event may become aggressive/ violent. The risk for this is that someone may be hurt or harmed in the process. For example, they may be pushed or punched. 
	Anyone who attends the event 
	Develop a comprehensive policy that clearly defines violence and outlines acceptable and unacceptable behaviours.

Axe throwing will be monitored by experienced members of staff and venues security. 

	The venue’s caterer and/or the organisers

	Food & Drink Hygiene/Food Allergies & Intolerance
	If food is served or members bring their own food to eat at the event, then there is a risk of someone suffering from a food allergy or intolerance. This person may then require medical assistance.  
	Anyone who attends the event 
	If the event requires catering, we will record all the participants allergies and dietary restrictions and outsource this task to external groups like restaurants as they can handle food safely.
Ensure that members know how to recognize the symptoms of an allergic reaction and how to respond appropriately, including the use of epinephrine auto-injectors if available.
Have a clear plan in place for responding to allergic reactions, including immediate medical assistance.
	The venue’s caterer and/or the organisers

	Equipment
	Equipment or machinery, including electrical equipment being used. Axe being used as part of the activity.

	Members taking part in the activity.
	Ensure a clear and comprehensive safety debrief from the member of staff leading the axe throwing.

Prewarn members of items of clothing that are not to be worn for the axe throwing e.g. open toed shoes and hoodies. 




	Organisers/venue/ event lead of axe throwing. 
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