
University of Lincoln Students’ Union 

Annual Risk Assessment for Activities  

 

What is an Annual Risk Assessment? 
 
An Annual Risk Assessment is a risk assessment done once a year that covers all regular society or sport activity during that year period. It is designed to cover the 
regular activities that your society or sport undertakes (E.g. Meetings, Training, Competitions, and Trips in the UK). Larger-scale events and activities will need to be risk 
assessed separately and in more detail depending on the type of event (E.g. Trips abroad or to high risk sites, Guest Speakers). 
 
How to fill out the Annual Risk Assessment 
 
Like the normal Risk Assessment, the Annual Risk Assessment has the same sections requiring the same inputs. However the main difference of this assessment is that 
the hazards should be more general. It is there to cover all general activity that you undertake as a society.  
 
We have produced a template Annual Risk Assessment for you to use, this contains a wide selection of hazards that the majority of societies will encounter through the 
year. If your society does more activities with additional hazards, or the hazards are slightly different to the ones listed, you must add these or make the necessary 
changes.   

Activity Details 

Activity Name British Sign Language Society 

Date Of risk Assessment Completion 27.07.2019 

Risk Assessment Review Date 27.07.2020 

Ongoing Assessment 

The Risk Assessment process must be ‘on-going’ and ‘dynamic’. 

In other words, professional judgements and decisions regarding safety will need to be made during the activity.  If the control measures aren’t sufficient, 
the activity must not proceed. 

All personnel involved with the running of the activity must receive very clear guidance and instructions for the management of the activity and be very 
clear about their own roles and responsibilities for each aspect of the event and carry these out under the guidance given. 

The whole team must be told that under no circumstances are they to admit liability in case of any accidents; all incidents or questions involving insurance 
must be referred to Lincolns Students’ Union as soon as possible, no later than the working next day. 



Risk Rating Guide 

Below is a simple guide to help risk assessors determine the risk rating of each hazard 
identified.  

A Risk Assessment should be ‘Suitable and Sufficient’.  That is to say: 

♦ It should identify the risks arising in connection with the activity. 
♦ The level of detail included should be proportionate to the risk. 
♦ It must consider all those who might be affected i.e. staff, students, etc. 
♦ It should be appropriate to the activity and should identify the period of time for 

which it is to remain valid. 

 

Risk = Likelihood X Consequences 

 

 

Risk Rating Action Risk 
Score 

Insignificant 
Risk 

No further action required unless incidents occur 1 

Low Risk No additional controls may be needed overall, but specific hazards may be reduced. Monitoring is required to ensure 
controls are maintained. Review if an incident occurs or more effective controls become available. 

2 

Medium Risk Efforts should be made to reduce the risk over a defined period of time. 4 
High Risk Work should not be started until the risk has been reduced. If work is in progress Urgent action should be taken to 

reduce or control risks. 
6 

Extreme Risk The activity should cease until risks have been reduced to an acceptable level. 9 
   
   
  

Likelihood Score  The consequence Score 

Highly 
Unlikely 

1  Slightly Harmful Bruising, minor cuts, grazes, Strains, Sprains, 1 

Unlikely 2  Harmful Loss of consciousness, blood loss, burns, breaks or injury resulting in Visit to A&E.  
Other non-permanent chemical effects.  Corrosive toxic, flammable substances, mild 
chemical irritation of eyes or skin.  Harmful, irritant substances 

2 

Likely 3  Extremely 
Harmful 

Permanent /partial/total disablement or other reportable injury/disease.  Single Death 
or Multiple Death 

3 

      



Hazard What are the risks & 
potential injuries? 

Who is at 
risk? 
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What are the controls and actions? 
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Who is 
responsible for 
the control? 

Area of Activity :  Classroom based learning 

Bags, and other 
obstructions, left 
laying on the floor.  

Potential trip hazards. 
This may lead to an 
individual or group of 
individuals causing 
damage to themselves, 
others, and property. 

All 
attendees. 

1 Committee members will ensure that all areas are tidy. Committee 
members will also remain vigilant at all times, looking out for any 
potential dangers.  
 

1 Committee 
members 

Stairs and any 
other elevated 
surfaces within the 
event space. 

Potential trip hazard. This 
may lead to an individual 
or group of individuals 
causing damage to 
themselves, others, and 
property. 

All 
attendees. 

1 Committee members will ensure any walkways or stairs are kept clear 
of items to ensure a safe passage.  

1 Committee 
members. 

Any injuries 
relating to badly 
prepared learning 
resources.  

Printed resources carry a 
risk of papercuts or small 
cuts, i.e. through sharp 
edges or loose staples. 

All 
attendees. 

1 When preparing learning materials, committee members will ensure 
the upmost care is taken. If laminating materials for repeated use, 
committee members will round any sharp edges. 

1 Committee 
members. 

Any multimedia 
related injuries, i.e. 
epilepsy or 
hearing loss due to 
excessive sound. 

If multimedia is played 
too loudly or on too high 
of a brightness then 
individuals run a risk of 
hearing loss, blindness, 
and a ringing between 
the ears. If multimedia is 
played without an 
epilepsy warning then 
individuals run the risk of 
having an epileptic 
seizure. 

All 
attendees. 

2 The committee will ensure the speaker issues the correct warnings 
before playing any potentially harmful videos (as dictated by the 
content publishers). The committee will check the volume and 
brightness before the meeting takes place; they will check again 
before the media is due to be played. 

2 Committee 
members 

External food or 
drink being 
brought into the 
meetings. 

This may lead to allergic 
reactions, choking 
hazards, or spillages. 

All 
attendees. 

2 If the committee are bringing food and drinks into the meeting for 
the society, all food and drinks will be checked for allergens and an 
allergen warning will be issued before consumption. If food and 
drinks are brought in by society members, we will check for allergens 
and ask the individuals not 

2 Committee 
members 



Hazard What are the risks & 
potential injuries? 
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Who is 
responsible for 
the control? 

Any injuries 
pertained from 
electrical faults. 

This may lead to sparks, 
fires, electrocutions, etc. 
and in turn cause further 
harm to individuals, 
groups of individuals, and 
property.  

All 
attendees. 

2 The committee will make sure to check that all electronics are tested 
and have passed fire safety requirements before use. If an electrical 
fault is observed then the committee will make sure to call for 
corresponding services i.e. fire department, maintenance. 

2 Committee 
members 

Area of Activity : Social activities i.e. ‘speed dating’ or ‘meet and greet’ 

Bags, and other 
obstructions, left 
laying on the floor.  

Potential trip hazards. 
This may lead to an 
individual or group of 
individuals causing 
damage to themselves, 
others, and property. 

All 
attendees. 

1 Committee members will ensure that all areas are tidy. Committee 
members will also remain vigilant at all times, looking out for any 
potential dangers.  
 

1 Committee 
members 

Stairs and any 
other elevated 
surfaces within the 
event space. 

Potential trip hazard. This 
may lead to an individual 
or group of individuals 
causing damage to 
themselves, others, and 
property. 

All 
attendees. 

1 Committee members will ensure any walkways or stairs are kept clear 
of items to ensure a safe passage.  

1 Committee 
members. 

External food or 
drink being 
brought into the 
event. 

This may lead to allergic 
reactions, choking 
hazards, or spillages. 

All 
attendees. 

2 If the committee are bringing food and drinks into the meeting for 
the society, all food and drinks will be checked for allergens and an 
allergen warning will be issued before consumption. If food and 
drinks are brought in by society members, we will check for allergens 
and ask the individuals not 

2 Committee 
members 

The consumption 
of alcoholic 
beverages during 
the event. 

There is the potential for 
individuals to consume 
alcoholic beverage or 
high caffeinated drinks 
which may affect 
cognitive abilities. 

All attendees 
who choose 
to consume 
these 
beverages.  

2 The committee will monitor the consumption of alcohol at any social 
events to ensure no individual will become harmed. If an individual 
consumes too much alcohol and it effects their cognitive abilities, 
they will be asked to leave and, if necessary, escorted to safety. We 
will also remind people throughout the socials not to leave their 
drinks unattended in order to prevent their drinks being tampered 
with. 

1 Committee 
members 

Individuals being 
left behind/lost 

There is the potential for 
an individual or group of 
individuals to get left 
behind when moving 

All 
attendees. 

1 The committee will do a headcount at the start of each social and 
check the number of people with us matches this headcount 
throughout the night, especially when transferring between venues. 
We will keep track of anyone who may be joining late or leaving early 

1 Committee 
members 



Hazard What are the risks & 
potential injuries? 
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Who is 
responsible for 
the control? 

from venues at a social 
event. 

to adjust to the wavering attendance throughout or events. 
 
We have also made a group chat on Facebook for our social events. 
We will ensure everyone has joined this before setting off on the 
social. This way they can message the committee directly if they 
need help.  

Walking home 
after a social. 

There is the potential for 
individuals or group of 
individuals to be harmed 
when walking home from 
a social, especially if at 
night. 

All 
attendees. 

2 The committee will make sure people have someone to walk home 
with before they leave, encouraging members to ‘buddy up’ and 
walk together if they live in the same area. If anyone does not have 
someone to walk home with, the committee will walk them home. 

1 Committee 
members 

 

 

 

 

 

 

 

 

 

 

 

 



Sign Off  
The undersigned believe this assessment to cover all significant risks associated with the above activity and accept their responsibilities for ensuring 
associated controls are in place 

Authorisation 

Position Print Name Sign Date 

President Sophie Crocker S. Crocker 27.07.19 

Activities Co-ordinator Jessica Skill 

 

13/11/2019 

Please detail how this risk assessment will be communicated to all parties who must comply: 

Communication 

Who needs to understand this 
assessment? 

How will this be communicated to them? Person Responsible Date 

Members The risk assessment will be explained at the 
first society meeting in which its contents will 
be detailed and an opportunity will arise for 
any questions or queries. A copy of the risk 
assessment will also be emailed to our 
members through the society email with an 
explanation as to what it is and the 
importance of health and safety.  

Sophie Crocker – President 

Holly Tyers – Vice President 

Tierney Doyle - Treasurer 

27.09.19 
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