6. TRIP REGISTRATION
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If you are using a Students' Union minibus, please ensure you complete a trip registration form before you travel.

This will be given to you by the Students' Union reception when the driver collects the keys.

The white copy must be handed in at Poole House Reception.  Please record any last minute changes of personnel travelling.

The yellow copy remains with you in the minibus.

For further information, please contact the Students' Union Reception on 01202 965765

In an emergency, please contact 

Poole House Reception on 01202 965001
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1. DUTY OF CARE

There is no second chance where safety is concerned! Please use this as a reference when you are organising activities/events

You have a DUTY OF CARE to take reasonable care to avoid causing harm to others and yourself as a result of activities and events you organise/in which you are involved.

Will being a group leader of a club/society affect my ordinary DUTY OF CARE? It may do.  As a group leader (or team captain) you have accepted the responsibility of leading others.  You owe then a duty to ensure that they are not exposed to a foreseeable risk of injury as far as you reasonably can.

It should be noted that on any outing where a group leader has not been appointed, the most experienced and/or qualified person ought reasonably to intervene, and at least advise if a foreseeable risk or injury arises.

Will accepting office in a club/society affect my DUTY OF CARE
?  Yes, it may well do so.  If you accept a position you are likely to agree to carry out certain functions which may affect the safety of others both inside and outside the club/society.  You are accepting responsibility and you must fulfil those duties to the best of your ability without negligence.  That is, you must not create a foreseeable risk of injury and you must take reasonable steps to deal with any foreseeable risk of injury, which exists or arises.  For example: if you are to be the equipment officer, you must make reasonable inspections of the equipment to see that it is safe.

If in doubt about any issues concerning safety, please ask a member of staff.

5. OVERNIGHT ACCOMMODATION

If you are staying in overnight accommodation, please complete a form, which is available in the Student Activities area.
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Please ensure you have confirmed your accommodation prior to your trip or it could be a long night!

4. FIRST AIDERS

2 first aiders are required per club/society for the first 50 members.

For every additional fifty members, there should be one more first aider.

The nominated person(s) must attend a first aid course if they are not already holders of a valid first aid certificate. 

The Students' Union organises regular courses so please enquire in the Activities Area about forthcoming events and to book a place. These courses are free of charge.

2. CODES OF PRACTICE

Codes of Practice (CoP) are a statement of the safety standards, precautions and systems that you have chosen and developed for your organisation.  Like a Risk Assessment, these will be based on the legal requirements, best practice from national governing bodies (where applicable) and Union standards for the activities you have chosen to organise.

You are required to produce a Code of Practice to ensure your members are aware of essential safety rules and regulations that exist in your club/society.  These will be based on either the NGB guidelines or from your own thoughts and consideration based on your risk assessment.  Please ensure your members are aware of your Code of Practice.

A typical CoP will include the following section:

· Dissemination of basic safety information
· Induction of novices
· Provision of suitable training and coaching/leadership
· Pre-activity checks, safety briefings and settings up
· Activity rules and guidelines
· Equipment provided by the society and log books
· First Aid provision
· Accident/incident procedures
· Emergency procedures
CoP are important because they:

· Provide continuity between committees

· State the legal requirements for a particular activity

· Provide information for new committees

· Can be given to new members as part of the induction process or as a refresher

· Set acceptable standards for the whole group to follow

· Make activities safer if followed

· Demonstrate that acceptable precautions were taken and provide a defence against claims of negligence

· Show you are providing "Duty of Care"
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	Risk assessments are a legal requirement

	

	It is the process of recognising hazards 

and analysing what risks they pose 

	

	What is a HAZARD?

	Something with the potential to cause 

	Harm



	What is a RISK?

	The likelihood that harm from a 

particular hazard will occur


RISK ASSESSMENT continued
	
	

	
	

	
	Step 5
	Review and revise your assessment



	
	Step 4
	Record your findings



	
	Step 3
	Are more measures needed to control risk?



	
	Step 2
	Who might be harmed?



	
	Step 1
	Look for hazards



	
	


Please complete a RISK ASSESSMENT FORM (available from the Activities Area in the Students' Union) before your activity/event.  Allow plenty of time prior to the event and involve your group for lots of thoughts and input for maximum safety
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