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1. Introduction

This safety handbook is designed to set out the control measures that the club/society must put in place and maintain to reduce the risks associated with its activities to the minimum level that is reasonably practicable.

The duties for each officer role are as outlined in the constitution and this document sets out the role of the Club’s & Society officers with respect to safety, health and welfare of their members and others whom may be impacted by a club or society activities.  It also sets out the standards that UL Wolves require the club/society to adhere to in the form of links to the UL Wolves Standard Operating Procedures (SOPs). This handbook should be read in conjunction with the associated UL Wolves SOPs and the UL Wolves Constitution.

Clubs and Societies endeavour to offer their members a safe environment in which to participate in activities.  The Officers will, to the best of their abilities, bring to the attention of members the risks associated with the activities.   However, members are expected to make themselves aware of hazards, associated risks and to be responsible for their own health and safety.

The requirements for the management of your members and your Club/Society is documented in SOP-03 Managing your members; SOP-04 The Administration Seminar; SOP-05 Clubs & Societies Council Meetings; SOP-06 Clubs and Societies Executive, SOP-08 Special Application Fund Process. SOP019: Competency requirements for Club & Society Committee members and the provision of training to maintain same.


1.1 Competency, communication and consultation on health and safety matters

The officers of each club and society have overall responsibility for ensuring health and safety standards are maintained at a high level and that all members are aware of these standards.  To support officers in this role training is provided as outlined in SOP-19 ‘Competency requirements for Club & Society Committee members and the provision of training to maintain same’. 
The training will include modules on:
1. The UL Wolves SOPs
2. Basic health and safety training is required for all Core Officers
3. Completing risk assessments (for the safety officer and one other committee member)
4. Completing Event Management Plans and Trip Management Plans for those planning events or trips.

In a nutshell:
· Basic health and safety training is required for all Officers
· Risk assessment training is required for the safety officer and one other Officer to enable risk assessments to be completed effectively
· Event Management Plan and Trip Management Plan training is required for clubs & societies planning on hosting events or going on trips.

An annual administration seminar is held (in two separate meetings in the first semester). Please reference SOP004: The Annual Administration Seminar for Clubs and Societies for more details on the seminar.  
The seminar is vital to the successful running of your club or society each year and covers areas such as finances, insurance, health and safety, time management, the election of your clubs and societies executive and more. Because of the importance of the administration seminar, a policy has been approved by Clubs and Societies Council that a financial penalty applies for missing these seminars (see SOP004: The Annual Administration Seminar for Clubs and Societies).
Two core committee members must be in attendance at each of the administration seminars, though you may encourage more committee members to attend if you wish.

See SOP-19 ‘Competency requirements for Club & Society Committee members and the provision of training to maintain same’. 

Training of leaders/instructors and ratio of experienced persons to novices. Where the club is affiliated to a national body, governing body or federation the requirements of that body must be adhered to. 

Members should be aware that there can be a level of risk associated with activities in clubs and societies which the members need to accept to this end Officers should bring the H&S handbook and risk assessments to the attention of their members. Officers must communicate to members the safety practices that they must adhere to when participating in club/society activities as outlined in the Club/Society Handbook, risk assessments and the suite of UL Wolves SOPs.


1.2 Safety Handbook requirements and risk assessments: 
Officers are responsible to make this safety handbook specific to their own club/society requirements. Each club or society most carry out a risk assessment of its activities in writing to determine the foreseeable risks associated with their activities. 
Risk assessment training is provided along with a template detailing the requirements for risk assessments. Risk assessments should include an estimation of the likelihood of something going wrong and the severity of the impact (injury or ill health) that may occur should something go wrong.  The club/society must then set out the effective controls that need to be implemented to eliminate or minimise the risk.  If the club is affiliated to a governing body the safety standards of the governing body must be referenced in the risk assessment and adhered to.

1.3 Description of Club/Society Activities 
******

2.0 ROLES AND RESPONSIBILITES

2.1 Role of the President /Chairperson of the Club/Society. 
Our President/Chairperson is: _____________________________

The President/Chairpersons role with respect to arrangements for health and safety involves the following:
· Ensuring that this safety handbook is tailored to meet the club/society’s specific needs, is finalised, amended as needed and approved by signing it in ink
· overseeing that risk assessments are completed in writing to determine the foreseeable risks associated with all activities that are carried out by the club/society and that these risk assessments are kept up-to-date and controls therein implemented in a timely manner
· ensuring that Event Management plans are completed as per SOP-22 C&S Event Management 
· ensuring that Trip Management Plans are completed as per SOP-25 Management of Domestic Trips or SOP-26 Management of International Trips 
· ensuring that all committee members are competent to complete their functions as per SOP-19 Competency requirements for Club & Society Committee members and the provision of training to maintain same. 
· ensuring that there are competently trained first aiders and adequate supply of emergency equipment available as required as per section 3 of this handbook 
· that trip leaders are competent in their role, which is mainly and organisational and communicational role s per as per SOP-25 Management of Domestic Trips or SOP-26 Management of International Trips
· that novices are included in the risk assessments as required,
· that relevant training of members is provided where necessary and proof is held on file as per SOP-35 Member activity specific training (where required)
· that any accident, incident or near misses are appropriately managed as per SOP-13 Management and reporting of an incident
· ensuring that absolutely no person is permitted to take part in the activities of the Club/Society no matter how risk free you perceive the activity to be, without the membership process being completed in full as per SOP-03 Management of Members
· and that everyone is aware of the action to be taken in an emergency as per SOP-13 Management and reporting of an incident and as per section 3 of this handbook 
· that equipment owned by the Club/Society is fit for purpose and maintained in a safe manner as per manufacturer’s instructions or statutory requirements where they apply.




2.2 Role of Safety Officer. 
Our Safety Officer is: ________________	
The Safety Officers role with respect to arrangements for health and safety involves working with the President/Chairperson and the other committee members to ensure the following:
· that risk assessments are completed for all activities that are carried out by the club/society and that these risk assessments are kept up-to-date 
· that this Safety Handbook is reviewed and amended as changes occur that could impact H&S and the changes communicated to the President/Chairperson and the committee members in a timely manner
· that there are competently trained first aiders and emergency equipment available as required, 
· that equipment owned by the Club/Society is fit for purpose and maintained in a safe manner as per manufacturer’s instructions or statutory requirements where they apply.
· to work with the President/Chairperson and other Committee members to ensure that relevant training is provided where necessary and proof is held on file as per SOP-19: Competency requirements for Club & Society Committee members and the provision of training to maintain same or SOP-35 Training for members.
· to work with the President/Chairperson and other Committee members to ensure the appropriate management as per SOP-13, of any incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities even if the incident appears trivial at the time.  SOP-13 describes the requirements for reporting and managing such incidents and must be read, understood and adhered to. It is imperative that incidents are reported to the C&S Team in a timely manner as per SOP-13.
· and that everyone is aware of the action to be taken in an emergency.



2.3 Role of Secretary 
Our Secretary is: ____________________
The Secretary’s duties shall include 
· attendance at basic health and safety training and any other training required as per SOP-19 Competency requirements for Club & Society Committee members
· the  maintenance of all necessary documentation including the minutes of all general meetings and committee meetings, 
· to work with the President/Chairperson and other Committee members to ensure the appropriate management as per SOP-13, of any incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities even if the incident appears trivial at the time.  SOP-13 describes the requirements for reporting and managing such incidents and must be read, understood and adhered to. It is imperative that incidents are reported to the C&S Team in a timely manner as per SOP-13.
· responsibility for the Handover of Documents for the incoming Committee as per SOP-14 Start of year and end of year handover procedures
2.4 Role of the Treasurer
Our Treasurer is: ______________________________________
The Treasurer’s duties include 
· Attendance at basic health and safety training and any other training required as per SOP-19 Competency requirements for Club & Society Committee members
· maintenance of the Society/Club’s accounts and the Society/Club’s budget submission 
· ensuring transparency in the accounts
· to work with the President/Chairperson and other Committee members to ensure the appropriate management as per SOP-13, of any incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities even if the incident appears trivial at the time.  SOP-13 describes the requirements for reporting and managing such incidents and must be read, understood and adhered to. It is imperative that incidents are reported to the C&S Team in a timely manner as per SOP-13.


2.5 Role of the Public Relations Officer (PRO)
Our PRO is_________________________
The PRO’s duties include
· Attendance at basic health and safety training and any other training required as per SOP-19 Competency requirements for Club & Society Committee members
· Building up and maintaining the social media presence of the club/society on the chosen platforms
· Using social media to promote events, shows and the club/society itself
· to work with the President/Chairperson and other Committee members to ensure the appropriate management as per SOP-13, of any incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities even if the incident appears trivial at the time.  SOP-13 describes the requirements for reporting and managing such incidents and must be read, understood and adhered to. It is imperative that incidents are reported to the C&S Team in a timely manner as per SOP-13.
· Ensuring the content of the club/society media posts does not breach any UL Wolves policy and that it is the opinions/views of the club/society and not one member



2.6 Role of the Covid-19 Officer: 
Our Covid-19 Officer(s) are: _______________________________________
The Covid-19 Officers duties are to: 
· Assist with putting in place the COVID-19 Infection Prevention and Control (IPC) measures.
· Communicate regularly with the committee, and assist in providing COVID-19 health advice to the committee and members.
· Carry out regular checks that COVID-19 Infection Prevention Control measures are being adhered to.
· Communicate with your President/Chairperson and Safety Officer about COVID-19 measures in place and any issues that arise.
· Listen to the concerns of members and raise them with the committee
· Help keep your members and committee up to date with the latest COVID-19 advice from Government and governing bodies.
· Help as part of a COVID-19 response team if someone presents with symptoms, and follows isolation procedures in place.

2.7 Role of the club/society member

· Members should be aware that there can be a level of risk associated with activities in clubs and societies that members need to accept.
· Members are responsible for obtaining as much information as possible about any planned activity, so as to be able to make an informed decision as to whether it is a suitable activity for them.
· Clubs and Societies endeavour to offer their members a safe environment in which to participate in activities.  The Officers will, to the best of their abilities, bring to the attention of members the risks associated with the activities.   However, members are expected to make themselves aware of hazards, associated risks and to be responsible for their own health and safety.
· Members must not jeopardize the health and safety of other members through their own actions or omissions
· Members are required to follow instructions given by Officers and Trip leaders 
· Members should attend relevant training courses provided for them as per SOP35 Member activity specific training (where required)
· Members should raise any health or safety concerns that they have with an Officer or trip leader in a timely manner
· Members should inform an Officer or trip leader of any relevant medical conditions that might impinge on their ability to participate or which may negatively impact any emergency first aid treatment which they may need. Members are obliged to declare any changes to their health that may impact their ability to participate or which may negatively impact any emergency first aid treatment which they may need.
· Members must commit to reporting to an Officer or Trip leader any incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities or breaches of the constitution that occur during club/society activities even if the incident appears trivial at the time.  SOP-13 describes the requirements  for reporting and managing such incidents and must be read, understood and adhered to.

3.0 EMERGENCY RESPONSE 

3.1 Reporting of accidents and incidents including near misses

SOP-13 Management and reporting of an incident contains all the relevant information needed to address accident and incident management including road traffic accident.
 
This SOP relates to the method in place to report and manage incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities.

Accident Investigations must be completed to enable the Committee to:

· identify why your existing control measures failed and what improvements or additional measures are needed
· plan to prevent the incident from happening again
· point to areas where your risk assessments need reviewing
· improve risk control in the future

An investigation is not an end in itself, but the first step in preventing future adverse events.

Monitor the effectiveness of the measures you put in place to control the risks. As part of your monitoring, you should investigate incidents to ensure that corrective action is taken, learning is shared with the C&S Office Team and any necessary improvements are put in place including updating the risk assessments as required.


[bookmark: _Hlk66437071]
3.2 First aid

For activities where there is a risk of injury an officer of the club/society must be designated to maintain a suitable first aid kit.  
Based on the club/society’s risk assessment of activities there may be a need to have a designated trained first aider with each group.   

Our designated first aiders are
	Name
	Mobile number

	
	

	
	



The person in charge of our first aid kit is _________________________
	Name
	Mobile number

	
	




If your club/society has specific first aid kit contents requirements please insert them below, otherwise the recommended contents of a first aid box are:
	Materials
	First Aid Travel kit contents
	First aid box contents

	
	
	1-10 persons
	11-25 persons
	26-50 persons

	Adhesive Plasters
	20
	20
	20
	40

	Sterile Eye Pads (No 16) with bandage attached
	2
	2
	2
	4

	Individually wrapped triangular bandages
	2
	2
	6
	6

	Safety pins
	6
	6
	6
	6

	Individually wrapped sterile unmedicated wound dressings  medium (No 8) 10x8cms
	1
	2
	2
	4

	Individually wrapped sterile unmedicated wound dressings  Large (No 9) 13x8cms
	1
	2
	6
	8

	Individually wrapped sterile unmedicated wound dressings Extra Large (No 3) 28x17.5cms
	1
	2
	3
	4

	Individually wrapped disinfectant wipes
	10
	10
	20
	40

	Paramedic shears
	1
	1
	1
	1

	Pairs of examination gloves
	3
	5
	10
	10

	Sterile water where there is no clear running water
	2x20mls
	1x500mls
	2x500mls
	2x500mls

	Pocket face mask
	1
	1
	1
	1

	Water based burns dressing small (10x10cms)***
	1
	1
	1
	1

	Water based burns dressing large ***
	1
	1
	2
	3

	Crepe bandage (7cm)
	1
	1
	2
	3


Where mains tap water is not readily available for eye irrigation, sterile water or sterile normal saline (0.9%) in sealed containers should be provided. Each container should hold at least 20ml and should be discarded once seal is broken. Eye bath/ eye cups/refillable containers should not be used for eye irrigation due to the risk of cross infection.  The container should be CE marked. 
*** Where mains tap water is not readily available for cooling burnt area.


3.3 Fire: 
Please refer to SOP-13 Management and reporting of an incident relates to the methods in place to report and manage incidents such as accidents, near misses, road traffic accidents and behavioural based incidents such as harassment, sexual harassment, violence etc. which occur while taking part in or as a result of club/society activities.

Fire Safety must be included in all Event Management plans as per SOP022: Event Management by Club & Society Committees. Controls must be put in place to ensure fires are prevented and a system is in place to manage safe evacuation should a fire occur. 


4. Hazard control measures

4.1  Purchase/Hire of goods and services
Where a club/society uses the facilities of a service provider (e.g. windsurfing school, dive centre, outdoor pursuits centre) or equipment belonging to a service provider an officer of the club must ensure that the service provider complies with the requirements in SOP020: Purchasing of Goods and Services and Management of Suppliers.  

Ensure that the insurance policy wording does not exclude any of the activities that your club will be participating in.  If the service provider cannot provide a certificate, then the club should use an alternative service provider as per SOP-20: Purchasing of Goods and Services and Management of Suppliers. 

4.1.1 Hiring in equipment to be used on campus
If a club or society is hiring in equipment for use on campus such as bouncy castles or performers such as fire jugglers, the club’s officers must first obtain permission from UL Student Life.  Once permission is obtained the club/society must get an up-to-date copy of the service provider’s insurance certificate.  A copy of the insurance certificate must be sent to;

Cliona Donnellan, UL Buildings & Estates
Fax 202416
Telephone: 061-202496
The equipment/event can only proceed if the event is given the go- ahead by UL’s insurers through Cliona Donnellan. 

4.1.2	Hiring of transport
When hiring minibuses or other vehicles for club/society outings only those named as drivers (with the appropriate driver’s license) are insured to drive the vehicle.  Other club members must not drive a vehicle on behalf of a club or society.  Only minibuses fitted with seat belts should be hired, check with the hire company beforehand. Only use hire companies that meet the requirements of SOP-20: Purchasing of Goods and Services and Management of Suppliers and provide the necessary documentation to prove compliance with the requirements therein.

4.1.3. Hiring of venues
SOP-22 C&S Event Management relates to the planning and running of events by a C&S. All aspects of the event must be documented and risk assessed in the Event Management Plan to ensure adequate controls are put in place.

If a venue (external to UL) is to be used by the club/society for its own activities or for events a club/society officer should ensure that there are sufficient trained security persons at the venue for the duration of the event (if required).  The committee must clarify whether the venue will provide these or if they need to be supplied by the club or society.  If there is any doubt about numbers of security the Entertainment Coordinator should be consulted. Security in included as a heading in the SOP-22 Event Planning by C&S. 

4.1.4 Purchasing of equipment by C&S. 
Equipment purchased by clubs/societies is the property of Student Life and must be returned to Student Life should the club/society cease to operate as per SOP023: Management of equipment.


4.2 Clubs & Society Vehicles Usage & Policy

UL Students Life’s Clubs & Societies Department currently own 3 vehicles for the purposes of enhanced service provision to aid and promote the development of Clubs & Societies activities. 

The vehicle usage and management of drivers are governed by the following SOPs and the contents therein must be adhered to:
· SOP-10 Selecting and managing drivers for the UL Wolves Toyota Hilux or Mercedes Sprinter
· SOP-11 Selecting and managing drivers for the UL Wolves Minibus
· SOP-12 Vehicle booking, use and maintenance 
· SOP-13 Management and reporting of an incident
What Drivers must do at an accident or in an Emergency
Reference 
· SOP-12 Vehicle booking, use and maintenance 
· SOP-13 Management and reporting of an incident

4.3 Safe use of equipment owned or used by Student Life & club/society
To ensure the safety of users Student Life require club/society officers to carry out visual checks on all equipment whose use could have implications for health and safety, i.e. if the equipment was faulty or in poor condition it may adversely affect the health  and safety of users. See SOP-023 Management of Equipment. 

Checks must be carried out before the equipment is used and the checks must be formally documented. A copy of the visual inspection must be sent to the Clubs and Societies Coordinator, Aisling Ryan.

Reference: SOP-023 Management of Equipment.







4.3.2. Lending of equipment
Club/Society equipment or equipment belonging to the University must not be lent to third parties who are not members of Student Life club.  A club/society member must not borrow equipment for use by third parties even if the club/society member is present or the club/society member is in the group using the equipment.

4.3.4. Using electrical equipment
Risks 
There are a number of risks associated with electrical equipment.
· If you damage electrical equipment, for example a cable, then bare live wires may be exposed.
· Apparatus may be wrongly connected so that outside metal parts become live.
· Even equipment which does not have a mains power supply itself can become dangerous.  For example, some audio systems have loudspeakers with terminals at dangerous voltages.
· The equipment may not be suitable for outdoor use which could cause it to conduct current on a wet day and cause a shock.
· Electrical equipment that overheats can cause fire.

Precautions
· Maintenance, inspection and repair should only be carried out by someone who is suitably qualified.
· Do not rely on other people’s equipment being in a safe condition or properly connected.  Check before you use it.
· Do not connect or use incompatible items of equipment.
· Use a residual current device (RCD) on the power supply to instruments, audio equipment and any other equipment which club members use. If the RCD trips it is a sign that there is a fault that could be dangerous.  Do not ignore the warning.  Have it checked and get the fault fixed by a competent person.


4.4. Trips and Events
Club officers must leave contact details with a designated responsible person before setting out on a trip, giving the destination and estimated time of return. The club officer should contact the designated person on return of the club members.  In the event that a problem arises the designated person should be instructed to contact the appropriate authorities and Student Life. A risk assessment in writing must be produced for all trips and events as outlined in:
· SOP025: Management of Domestic Trips
· SOP026: Management of International Trips
· SOP022: Event Management by Club & Society Committees

Safety Criteria:

1. Ensure adequate Safety Equipment will be present if applicable to the activity.
2. Ensure all Safety Equipment is in good working order.
3. Ensure competent, certified Safety person/people will be present.
4. Ensure only qualified members use specialist equipment 
5. Inform all participants of who is responsible for Safety for the trip/event.
6. Perform a risk assessment for the locations of all activities 


4.5 Bullying & Harassment

Aisling, can we paste in the current B&H policy here please or reference it here

5. Improvement and Review 
At the start of the first term the officers of the club/society should review the contents of its own safety handbook and ensure that the contents are made relevant to the activities of the society/club.  

If the club/society is participating in additional activities that may have safety implications the officers should include these new activities in their risk assessments.
For example if the Windsurfing Club decided to branch out into kite surfing, then the additional activity should be included in the risk assessments.

The names of those designated to look after first aid kits, etc should be changed.  A new copy of this Safety Handbook should be produced and dated with the current academic year clearly printed on the cover.  A copy of the revised Safety Handbook must be given to the Development Officer, Paul Lee.  The receipt of funding from Student Life is contingent on the receipt of an up-to-date Safety Handbook 


HAZARD IDENTIFICATION & RISK ASSESSMENT
This section deals with the identification of hazards under various headings and the methods of reducing risk. A Hazard identification and Risk Assessment was carried out by the committee, and forms the basis of the safety system. The Hazard Identification and Risk Assessment is intended as a guide by which the committee may reduce the possibility of accidents or ill-health occurring. Final decisions as to the control measures considered necessary for each risk lies with the Committee.  
HAZARD: Anything that may cause harm.
RISK: The chance, great or small, that persons or the environment will be harmed by the hazard.
SEVERITY: Possible outcome of an accident/incident e.g. broken leg, fire, fatality
LIKELIHOOD: possibility of accident/incident occurring.
The Risk Assessment is based on the combination of SEVERITY and LIKELIHOOD associated with each risk.

In the risk assessment SEVERITY and LIKELIHOOD have been graded as follows:- 
	Severity 
	Rating
	Likelihood 
	Rating

	Cut, scratch bruise
	1
	Unlikely- little chance
	1

	Fracture of a minor bone/ temporary minor short illness
	2
	Not expected but could occur
	2

	Fracture of a major bone/ permanent minor illness
	3
	Likely – even chance
	3

	Loss of 1 limb or eye/ temporary serious illness
	4
	Probable 
	4

	Loss of two limbs or eyes/ permanent serious illness or fatality
	5
	Certain 
	5




The Risk Factor is a multiple of Severity and Likelihood with the risks graded as follows:
	GRADE OF RISK
	SCORE
	CHARACTERISTICS

	
High Risk
	15-25 
	Possibility of a single fatality, serious injury or minor injury to a number of people. 
Possibility of significant material loss.

	
Medium Risk

	6-12 
	Possibility of minor injury to a small number of people. 
Possibility of some material loss. 
Possibility of fatality, serious injury or significant material loss is unlikely although not inconceivable.

	Low Risk
	1-5 
	The possibility of injury or loss is unlikely, but conceivable.
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