
UL Student Life 
Clubs and Societies 

Safety Handbook
Safety Management System

Revision 00 Issued: June 2021

Friends of Médecins Sans Frontières (FoMSF) – University of Limerick
Revision: 01 Date issued: [ insert date ]



UL Wolves Clubs and Societies Handbook for Friends of MSF, University of Limerick

Rev: 01 — FoMSF UL — issue date: [ insert ]  Page 2 of 23

Table of Contents
Section Topic Page no.

1 Introduction to the Safety Handbook for Clubs and Societies

Description of Club or Society activities

2 Duties and responsibilities of Officers and members

3 Emergency Response

4 Control of Hazards

4.1 Purchasing of goods and services
4.2 UL Wolves Vehicle usage
4.3 Safe use of equipment
4.4 Trips and Events
4.5 Unacceptable behaviour B&H?

5 Improvement and review

Appendice
s

Hazard Identification & Risk Assessments

Log of amendments to the safety handbook

SOP Manual is located on ulwolves.ie



UL Wolves Clubs and Societies Handbook for Friends of MSF, University of Limerick

Rev: 01 — FoMSF UL — issue date: [ insert ]  Page 3 of 23

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

https://cdn.ulwolves.ie/docs/resources/UL%20Wolves%20-%20Common%20Constitution%20(2018%20revision).pdf
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 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 
Friends of Médecins Sans Frontières (FoMSF) UL is an awareness, education and fundraising society. It raises 
awareness of humanitarian and global health issues among the UL student body and raises funds for Médecins 
Sans Frontières. It is recognised as an official Friends of MSF Society under a Memorandum of Understanding 



UL Wolves Clubs and Societies Handbook for Friends of MSF, University of Limerick

Rev: 01 — FoMSF UL — issue date: [ insert ]  Page 5 of 23

signed annually with MSF UK. It is not a clinical body, an operational humanitarian organisation, or a 
recruitment route to MSF.

The society’s activities are:

 Talks, lectures and Q&A sessions with invited speakers, including current and former MSF field staff.
 Film screenings, photo exhibitions, panel discussions and awareness campaigns on humanitarian and 

global health themes.
 Educational sessions relevant to humanitarian medicine that involve no needles, blades or other sharps – 

for example triage exercises, tropical medicine sessions and case discussions.
 Simulation and role-play activities illustrating decision-making in humanitarian settings.
 Fundraising: bake sales, table quizzes, raffles, merchandise sales, sponsored events and on-campus 

collections, with proceeds to MSF.
 Committee meetings, the AGM, recruitment activity, and year representative meetings.
 Attendance at inter-university and MSF-related conferences and events, domestic and occasionally 

international.
 Social events for members.

The society does not, and will not:

 Provide clinical care, treatment or health advice to any person.
 Carry out any invasive procedure on any human being, including on a consenting member, under any 

circumstances.
 Run workshops or activities involving needles, blades, cannulae or other sharps.
 Organise, endorse or facilitate overseas field placements or volunteering in humanitarian, conflict or 

outbreak settings. MSF recruits solely through its own processes.
 Involve MSF’s name in political or religious activity, or say anything that may bring MSF’s name into 

disrepute — an obligation under the Memorandum of Understanding with MSF UK.
 Speak, fundraise or campaign in MSF’s name without the agreement of MSF UK, or use the general MSF 

logo in place of the Friends of MSF logo.
 Run fasting or food-restriction fundraisers.

Any activity not described above is risk assessed in writing before it takes place, and this handbook and its risk 
assessment updated accordingly.

Under the Memorandum of Understanding with MSF UK the society undertakes to organise and carry out its 
events in an appropriate, health and safety approved environment, and to make clear to guests and to 
members of the public that events are in aid of MSF and that MSF is in no way responsible for their 
organisation. This handbook and the risk assessment at Appendix 1 are how the society meets the first of 
those obligations.



UL Wolves Clubs and Societies Handbook for Friends of MSF, University of Limerick

Rev: 01 — FoMSF UL — issue date: [ insert ]  Page 6 of 23

2.0 ROLES AND RESPONSIBILITES

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

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.
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2.2 Role of Safety Officer. 
Our Safety Officers are: Melanie Bacchus and Farwa Rana
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: Natalie Gendy
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
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2.4 Role of the Treasurer
Our Treasurer is: Matthew Klahsen
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 Sreenija Pappur
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
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2.6 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:
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 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.



UL Wolves Clubs and Societies Handbook for Friends of MSF, University of Limerick

Rev: 01 — FoMSF UL — issue date: [ insert ]  Page 11 of 23

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
Tyler Hagemann +353 87 487 4795
Matthew Klahsen +353 87 900 7850

The person in charge of our first aid kit is 
Name Mobile number
Tyler Hagemann +353 87 487 4795

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
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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. 
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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 
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security the Entertainment Coordinator should be consulted. Security in included as a heading in the 
SOP-22 Event Planning by C&S. 
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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 
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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 
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4.5 Bullying & Harassment

The UL Wolves Clubs & Societies Bullying & Harassment Policy applies in full to all activities of this society, on 
and off campus, and to all members, committee members, guests and speakers. The committee will not 
tolerate bullying, harassment or sexual harassment in any form.

Any member may raise a concern with any committee member, in confidence. The President is the first point 
of contact. Concerns are dealt with under the Bullying & Harassment Policy, SOP-29 Dealing with grievances & 
disputes, and the Disciplinary Rules and Disciplinary Procedure in the society Constitution. Where a member 
prefers not to raise a matter within the society, they may go directly to the Clubs & Societies Office.

A copy of the current Bullying & Harassment Policy is held by the Secretary and is available to any member on 
request.

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 
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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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Appendix 1 – Hazard Identification & Risk Assessment
Friends of Médecins Sans Frontières (FoMSF) – University of Limerick

Society-specific risk assessment, carried out by the committee, to be read with the UL Wolves Clubs & Societies Generic Risk Assessment (General Activities), 
which applies to this society in full. The hazards below are those arising specifically from what this society does; hazards common to all clubs and societies are 
covered by the generic assessment and are not repeated here. Where a control measure here conflicts with a UL Wolves SOP, or with the rules of a UL facility or 
third-party venue in use, that document takes precedence.

Scoring uses the Severity and Likelihood ratings and the risk grades set out in section 5 of this handbook. The severity scale is worded in terms of physical injury. Where a hazard 
in this assessment carries mainly psychological harm, the committee has scored a temporary serious reaction requiring support or withdrawal from study as severity 4, by analogy  
with “temporary serious illness”.

The control measures below set the standard the society works to. Not every measure applies to every event, and the committee applies them proportionately 
to the activity, its size and its setting. Where an activity carries risks beyond those recorded here, a separate written risk assessment and an Event or Trip 
Management Plan are prepared under SOP-22, SOP-25 or SOP-26.

Initial score = risk before the control measures are applied. Residual score = risk with them in place and working. Grades: Low 1–5, Medium 6–12, High 15–25.

A.  Talks, guest speakers, screenings and exhibitions

HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

Talks and awareness 
events involving sensitive 
content or contentious 
discussion.

Distress or re-traumatisation.
Hostile or disruptive discussion.
Harassment or intimidation of a 
speaker or attendee.

2

Agree the scope and tone with speakers in advance; give a clear content advisory where appropriate.
A committee chair sets ground rules, moderates questions and may pause or end the discussion.
Attendees may leave at any time without explanation; a committee contact and relevant UL support services 
are signposted.
Notify the C&S Office in advance where disruption or external interest is foreseeable. Call UL Security if a 
situation escalates and report incidents under SOP-13.

1

Venue set-up, AV, online 
delivery, equipment 
handling and evening 
events.

Trips, falling equipment, blocked 
exits or overcrowding.
Strain or impact injury during set-up 
and clearing.
Online disruption or unauthorised 
recording.
A member travelling or clearing a 
venue alone after dark.

9

Use an approved room, remain within capacity, complete the required Event Management Plan and keep exits 
and aisles clear.
Secure cables and displays. Use small loads, team lifting or a trolley; nobody lifts beyond their capability.
For online events use registration, a waiting room and host-controlled screen sharing; record only with prior 
consent.
Publish a finish time, encourage group travel and ensure at least two committee members remain for closing 
and clear-up.

4

B.  Practical sessions, simulations and equipment handling
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HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

Simulations, role-play 
and low-risk 
demonstrations.

Psychological distress or 
embarrassment.
Slips, collisions or minor injury from 
props.
Adverse effects from noise, lighting 
or exertion.

4

Describe the activity honestly in advance, agree a stop signal and allow anyone to withdraw immediately.
Do not use restraint, blindfolding, weapon replicas, simulated violence, strobe lighting, sharps or invasive 
procedures.
Check the space and props before starting; use walking pace only and provide a short debrief afterwards.
Complete a separate written risk assessment for any practical activity outside this routine, low-risk format.

2

C.  Fundraising activities

HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

Bake sales, snacks and 
hot drinks.

Allergic reaction or choking.
Foodborne illness.
Scalds or burns.

15

Label every item with its ingredients and allergens and display a notice that home-baked food may contain 
traces of allergens.
Do not accept high-risk items requiring refrigeration or reheating; use good hand hygiene and serving utensils.
Place hot-water equipment on a stable surface away from the queue and never move it while hot or full.
For a suspected severe allergic reaction call 999 immediately and help the person use their own prescribed 
medication if requested.

5

Collections, raffles and 
other public-facing 
fundraising.

Theft or aggression.
A member being left alone with 
cash or the public.
Injury during a sponsored or 
endurance activity.

12

Use cashless methods where possible and ensure at least two members are present wherever money is 
collected or held.
Do not resist or pursue a person attempting theft; contact UL Security or An Garda Síochána and report under 
SOP-13.
Obtain venue permission and any required C&S approval or public-collection permit before the activity.
Runs, cycles, endurance, overnight or stunt activities require their own approved Event Management Plan and 
written risk assessment.

4

Social events, including 
events at licensed 
venues.

Intoxication, injury or vulnerability.
Harassment, exclusion or unwanted 
behaviour.
Unsafe travel home.

9

Use an approved venue and follow its capacity, security and licensing requirements.
Do not pressure anyone to drink or run drinking games; ensure non-alcoholic options are available.
Committee members on duty remain sober, no member is left alone, and safe travel home is considered before 
the event ends.
Apply the Bullying & Harassment Policy and report serious incidents under SOP-13.

4

D.  Trips, conferences and external events

HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

Travel to conferences 
and external events in 
Ireland or abroad.

Transport incident, separation from 
the group or illness away from 
campus.
Insurance, documentation or 
accommodation problems.
Exposure to an unsuitable or 

8

Complete the appropriate Trip Management Plan under SOP-25 or SOP-26 and obtain approval before booking 
or travel.
Appoint a trip leader and lodge the participant list, itinerary and emergency contacts with the C&S Office.
Confirm transport, accommodation, insurance, passports or visas and Department of Foreign Affairs travel 
advice.
Do not organise or endorse travel to humanitarian, conflict or outbreak settings. Report incidents under 

4
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HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

unstable destination. SOP-13.

E.  Committee, members and administration

HAZARD RISK ASSOCIATED S x L RISK CONTROL MEASURES Residual

Committee workload, 
accessibility and 
members who may need 
additional support.

Stress, burnout or impaired 
decision-making.
Exclusion through inaccessible 
planning.
Safeguarding or health concerns.

4

Share work across the committee, plan around examinations and allow members to reduce commitments 
without penalty.
Confirm venue accessibility and invite members to raise anything affecting safe participation with a named 
committee member.
Apply UL Wolves requirements for members under 18 and escalate safeguarding concerns to the C&S Office 
rather than investigating them within the committee.
Signpost members to appropriate UL support services; committee members do not act as counsellors.

2

Personal data, 
photographs and society 
accounts.

Unauthorised disclosure or account 
access.
Distress, loss of trust or non-
compliance with data-protection 
requirements.

9

Collect only the information needed, explain its purpose and restrict access to named committee members.
Announce photography and respect opt-out requests; do not publish identifiable images without consent.
Use strong passwords and multi-factor authentication where available. Delete data when no longer needed and 
remove outgoing officers' access at handover.

3

Infectious illness, fire or 
another emergency 
during an event.

Transmission of illness.
Injury, smoke exposure or delayed 
evacuation.
An attendee unaccounted for after 
evacuation.

10

Ask people not to attend while unwell; use appropriate hygiene, ventilation and food-serving controls.
Keep exits clear and brief attendees on the nearest exit and assembly point at the start of the event.
Stop the event and evacuate immediately when an alarm sounds; do not re-enter until authorised.
Call first aid, UL Security or 112/999 as appropriate and report the incident under SOP-13.

4
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Appendix 2 – Log of amendments to the safety handbook
This handbook is reviewed at the start of the first term each year by the incoming committee, after any incident, accident or near miss, and before the society 
takes on any activity not described in section 1.3. Every amendment is recorded below.

Rev. Date Nature of amendment Amended by Approved by

01 Sept. 3, 2026 Handbook tailored to FoMSF UL; section 1.3 completed; society-specific hazard 
identification and risk assessment added as Appendix 1.

Tyler Hagemann Tyler Hagemann

Appendix 3 – Approval
This handbook has been tailored to the activities of Friends of MSF UL, and the hazard identification and risk assessment at Appendix 1 has been carried out and 
adopted by the committee. As President I approve it, as required by section 2.0 of this handbook, and undertake that the society will implement the control 
measures set out in it.
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Name Signature (in ink) Committee position Date

Tyler Hagemann President Sept. 3, 2026

A copy of this handbook, once signed, is provided to the UL Wolves Clubs & Societies Office and is reissued at the start of the first term each year as required by section 5.
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