
 

University of Lincoln Students’ Union 

Annual Risk Assessment for Activities 
 

 Activity Details 

Activity Name Drama Society 

Date Of risk Assessment Completion 01/10/19 

Risk Assessment Review Date 01/10/20 

 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. 

 
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. 



 

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 
 

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 

 
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 



 

 
 

Hazard What are the risks & 
potential injuries? 

Who is at 
risk? 

Risk 
 Rating 

What are the controls 

and actions? (use 

numbers) 

Residual 
Rating 

Who is responsible for 
the control? 

Area of Activity : Socials 

 
Tripping and falling 

 
Cuts and bruises, potential 
of more serious injuries 
such as loss of 
consciousness and A&E 
trips, however this is very 
unlikely. 

 
Everyone 

 
4 

This is a concern for any social, if trips and falls occur when 
walking between venues our first aider will be on every social (vice 
president) as well as other committee being first aid trained as 
well, should anybody need it if anyone falls or trips and injures 
themselves. No running or other exercise that could lead to falling 
or tripping will be encouraged when walking between venues or in 
the social meeting place, we will just be walking to and from and 
in the social meeting place. Sensible footwear will be suggested 
for anybody coming to the socials so as not to increase the risk of 
falling or tripping plus extra care will be advised if the weather is 
wet and slippery. If there are any further serious injuries, then 
emergency services will be contacted and then the emergency 
number. Whilst waiting for a response committee will ensure no 
more injury or harm is caused to the individual injured. 

 
2 

The president, vice 
president and social 
secretary 

 
Becoming Lost 

Ending up in the wrong 
place, anxiety for new 
members and new 
students, heightened risk if 
in evening when dark. 

 
Everyone 

 
1 

Make it very clear on all social media sites where we are meeting, 
including addresses and if complicated agreeing to meet on 
campus. Should anything change between the announcement and 
the date social media will be updated ASAP. Give all members 
access to social media, as well as contact details for members of 
the committee just in case they are unable to view the social 
media sites. As the social progresses we will keep everybody 
updated as to where we are on social media. Committee will wait 
(at least one member) at the original spot when changing from 
place to place or rooms when meeting. 
We will all be meeting outside of Minerva to then walk to 
playzone. This is so that no members will get lost and we will all 
stay together as one big group. There will be a member at the 
front of the group leading where to go (the 
social secretary), a member in the middle of the group to make sure 
everyone 

 
1 

The president, vice 
president and social 
secretary 



 

 

    is keeping up/in case somebody can’t keep up to make sure they know where 
they are going (the president) and finally there will be a committee member 
at the back of the group making sure any society member who is a slower 
walker knows where they are going (the vice president). If anybody decides to 
walk there alone, one they will be advised not to walk there alone and two 
they will be given contact details for the committee members to ensure that 
they are able to ring and ask for help should they need it. We will be ab aware 
of who we are walking with and who is meeting us at the venue and 
therefore, if anybody is missing they will be immediately contacted through 
social media by a committee member to ensure they are safe. When walking 
home we will drop everybody back at the Minerva building and people will be 
advised to walk home in pairs or groups for safety. If anybody is alone then 
two committee members will walk them home. 

  

Asthma attacks Asthma attacks occurring if 
smoke is used in the venue 
or in the smoking area, but 
this is unlikely to occur to a 
extremely serious level. 

Everyone 2 In order to avoid this at least one committee member will stay in the venue if 
people go outside to smoke so if anybody is unable to leave then this person 
dos not have to go to the smoking area. Our first aider will be present at 
every social (the vice president) as well as other committee being trained as 
well. We will not venture to close to the front where smoke is likely to occur 
in the social venue (i.e. a nightclub) as this will be too crowded. If it does 
occur seriously then we will inform first aiders at the venue (if in it) and call 
emergency services and after call the emergency number. Members will also 
be advised to be sensible with their own health and if they know of any issue 
to inform committee so we can make the correct safety precautions and 
remind them to bring inhalers or medication if needed. 

2 The president, vice 
president and social 
secretary 

 
Allergic Reactions 

 
Light/Heavy External and 
Internal injuries, Death. 

 
Everyone 

 
2 

Have emergency contact details for every member of the society. Contact the 
emergency services, and then the emergency number. Ensure no further 
damaged is sustained by the individual. 

 
2 

The president, vice 
president and social 
secretary 

Food consumptions Spilling, chocking, allergic 
restrictions 

Everyone 2 People will be informed if food is too be consumed. Then a meal choice form 
will be passed out with all the possible choices and allergy information on it. 
So if people are allergic they can choose around that requirement. If anyone 
does have an allergic reaction the vice president will perform first aid and the 
emergency service will be called along with the emergency number 
depending on how severe. If there is anyone to choke during the 
consumption of food then the vice president will be on hand to perform first 
aid as he is the one in charge of our society first aid kit. Depending on the 
severity again the emergency services will be called and the emergency 
number contacted. If any food is to spill onto the floor then it will be 
immediately cleaned up so as not to cause a trip hazard. If anyone does fall 
then our vice president is on hand to perform first aid. 

2 The President, Vice 
President and Social 
Secretary 



 

 

Walking home alone Risk of falling over, getting 
run over, getting lost 

Everyone 3 Everybody will be advised to walk home in pairs or groups for safety reasons. 
This will be reminded before the social begins, when everyone first meets. If 
anybody is drunk and decides they want to go home they will either walk 
home with friends who have offered to take them home. The friends will be 
asked to message via social media or text (with the contact details provided) 
a committee member once they have put taken the society member home 
that was either too drunk or simply wanted to leave. Once they have done 
this, if they wish to re-join the social they may walk back to where the society 
is together (they can contact a committee member via social media or text 
message) to find out what venue we are at and a committee member will 
make sure they wait for their arrival. However, if no friends are available to 
take home somebody who is too drunk or simply wants to leave then two 
committee members will take this person home. There will be at least once 
committee member still at the venue with the rest of the society to make 
sure they are all fine whilst the committee members take home somebody 
who needs to go home or wants to. The committee members who are taking 
somebody home will be in regular contact with the committee member that 
is still at the venue to ensure the society do not move on without the rest of 
the committee. All committee members will have the numbers for at least 
two taxi services in their phones/on their persons to ensure other options if 
committee believe it would be safer to take somebody home in a car rather 
than walking. 

3 The president, vice 
president and social 
secretary 

Alcohol Excessive consumption of 
alcohol, intoxication 

Everyone 3 People will be reminded to drink sensibly on these nights out. People will also 
not be encouraged to drink irresponsibly. Committee present at the socials 
will be aware of those who have arrived and will take care of anyone who has 
drunk too much. They will then be taken home with another person, either a 
friend or a committee member so they not alone. Contact numbers will be 
shared so committee that have taken the individual home can ring another 
committee member to find out where the group is in case people to not have 
access to the social media updates throughout the night. Any spillages that 
occurred will be wiped up immediately so as not to cause any harm to anyone 
and no one is likely to fall over. If anyone does fall over for this spill then the 
first aid trained committee member (Vice President) will be there to 
administer first aid and fist aid staff at the venue will be informed. Then if 
there are any more serious injuries to occur to anyone the emergency 
services will be called and the emergency number contacted. Further injures 
include possibly alcohol poising or spiking occurring. The social sec will always 
be on hand to deal with any serious injury or excessive consumption of 
alcohol and then other committee members like the vice president can take 
over if required or lead the rest of the group away again if required 

 
3 

The president, vice 
president and social 
secretary 



 

 
 

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 Samantha Horton 

 

03/10/19 

Vice President Ethan Canet-Baldwin 

 

03/10/19 

Social Sec Lily Watson  

 

01/10/19 

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 

Committee 

Members 

Briefing meeting before socials President 
 
 

Committee 

 
01/10/2020 
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