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PART 1 – PURPOSE & PRINCIPLES
  HSU HEALTH AND SAFETY POLICY STATEMENT

Hallam Students' Union ("HSU") recognises its responsibilities for the implementation of health and safety legislation and is committed to ensuring the health, safety, and wellbeing of anyone using and affected by our activities and to providing a safe environment for all those attending our premises and events. HSU strives to provide an environment which is stimulating and safe to use and work in, while supporting all staff and students in the furtherance of good health and safety practice. Health and Safety is the responsibility of everyone, and HSU encourages the participation of all students, staff, and their representatives (usually elected officers) in identifying problems and seeking solutions in a timely manner. Staff and the Students’ representative will be consulted and involved in health and safety management within the organisation. 



	
	
	




ACTIVITIES - A DEFINITION
For the purpose of this document, “activities” refers to any event, trip, meeting, session or programme organised by a student-led group, society or affiliated with Hallam Students’ Union and using HSU resources.
This includes activities organised by:
· Student societies
· Society committees
· Give It A Go programmes
· Trips and off-campus events
· Workshops, socials and training sessions


PURPOSE OF THIS GUIDANCE
This document outlines Hallam Students’ Union’s expectations, procedures and responsibilities relating to health, safety within student activities.

It is designed to:
· Clarify key responsibilities for staff, students and participants
· Promote safe and inclusive practice
· Provide guidance on managing risks effectively
· Support societies in meeting legal and organisational requirements
· Provide information on reporting procedures, emergency planning and risk assessments


 GENERAL APPROACH TO HEALTH, SAFETY AND WELFARE
HSU aims to go beyond minimum legal compliance wherever possible and adopt best practice in the management of student activities.
We recognise that health and safety management is an ongoing process that requires regular review, improvement and engagement from everyone involved.
By embedding safe practices into all areas of activity planning and delivery, we aim to create a positive safety culture where risks are identified early, managed appropriately and reduced wherever reasonably possible.

MANAGING SAFETY IN STUDENT ACTIVITIES
HSU believes that safe activities can only be achieved through effective and consistent safety management.

This means:
· Identifying hazards and emerging risks
· Implementing suitable control measures
· Monitoring activities and reviewing procedures regularly
· Ensuring all participants understand their responsibilities







STATEMENT OF INTENT

In its commitment to safety in student activities Hallam Students’ Union will endeavour to:

1. Undertake risk assessments of activities to identify hazards, assess risks, and implement suitable control measures.

2. Provide subsidised funding for the training and development of Society members, leaders, and organisers.

3. Provide first-aid kits for high-risk societies and other appropriate activities.

4. Provide access to first-aid training for at least one member of each high-risk society.

5. Provide support where necessary in the safe selection, hire, and maintenance of equipment, including testing, inspection, and appropriate logging of use.

6. Support affiliation to any relevant National Governing body (where applicable).

7. Maintain systems for reporting and investigating accidents, incidents, and near misses.

8. Record and monitor activities to support continuity between committee handovers.

9. Provide appropriate insurance arrangements where appropriate.

10. Ensure individuals supervising activities are competent and appropriately qualified.

11. Regularly review and modify health and safety procedures.
	
	
	




PART 2 – ROLES AND RESPONSIBILITIES

ROLE OF THE STUDENTS’ UNION
Hallam Students’ Union has the initial responsibility for supporting health and safety within student activities. 

This includes:
· Developing and maintaining frameworks for safe practice
· Providing guidance, support and training
· Maintaining health and safety documentation and records
· Reviewing and improving procedures annually
· Supporting students in meeting legal and organisational responsibilities

RESPONSIBILITIES OF SOCIETY COMMITTEES
Society committees and leaders of activities have an elevated level of responsibility and     Duty of Care for all their members and participants (see section on negligence and duty of care) 

They must ensure that:
· All advice given in this document is implemented and followed
· All participants in their activities hold current memberships to their society
· All reasonable precautions have been taken to ensure the risks associated with their activities are reduced to a minimum level
· Suitably qualified and competent persons oversee all activities, and the level of activity is suited to the competence of the participants
· Suitable emergency and first aid arrangements are in place, where needed
· Risk assessments and general health and safety information regarding their activities is communicated to the participants
· Control measures identified in risk assessments are implemented and followed
· Advice on best practice received from the Students’ Union and any relevant authority is implemented and followed
· All trips to off-campus events are registered properly (see Trip Registration Guidance)
· All accidents and incidents are reported promptly

Societies must also provide the Student Communities Team with:
· Suitable and sufficient risk assessments for society activity where applicable
· Equipment inventories and inspection logs
· Certificates and/or appropriate evidence of qualification for coaches, activity leaders and first aiders etc.
· Information relating to external providers

ROLE OF ACTIVITY/TRIP LEADERS
  Activity and trip leaders are responsible for planning, supervising and managing activities safely.
  
  This may be a committee member, instructor or a guide. 
  Their responsibilities are:
· To check all reasonable safety measures are in place
· To ensure that all society and Students’ Union procedures    and best practices are followed
· To make informed decisions on matters affecting Health and Safety and the activity
· To ensure that all equipment has been checked by a competent person and is fit for use
· Provide effective leadership and instruction

  Societies should maintain records of who is the lead on the Trip Registration Form

ROLE OF INDIVIDUAL PARTICIPANTS
All participants are responsible for acting safely and responsibly during activities.  

Participants must:
· Follow reasonable instructions from leaders and organisers
· Behave responsibly and respectfully
· Consider how their actions may affect others
· Raise concerns where appropriate

REGISTERING INSTRUCTORS
   All instructors engaged by societies must:

· Have recognised, relevant instructing qualifications
· Have a current first aid qualification
· Have their own third-Party Liability insurance
· Hold affiliation to any National Governing Body where applicable

All instructors and speakers must follow the required Students’ Union processes.

All documentation must be submitted to the Student Communities Team at the start of the academic year. 

WORKING WITH EXTERNAL ORGANISATIONS
Where societies work with external providers or venues, societies must request relevant safety information, from the below list:
· National Governing Body affiliation or accreditation where appropriate
· The Organisation’s risk assessments
· The Organisation’s health and safety policies
· Staff/activity leaders’ experience and qualifications
· Equipment and welfare provisions
· Emergency procedures, and first aid arrangements
· Insurance documentation

The information should be shared with the Student Communities Team.

SUPPPORTING NEW MEMBERS AND NOVICES
New members and inexperienced participants require additional support and supervision.
Societies should treat all new members as novices until their competency and experience have been established.

Committees should ensure:
Some activities will need to be organised for the benefit of novices, so that levels of ability and confidence can be established. On such occasions, societies should ensure that:
· Activities are suitable for beginners
· Risks and safety procedures are clearly explained
· Adequate supervision is provided
· Experienced members are present where appropriate
· Suitable first aid arrangements are in place
· Lower-risk environments are used where possible

INITIATION/INDUCTION CEREMONIES AND COERCIVE BEHAVIOUR
Initiation ceremonies, coercive behaviour and any form of pressure or unsafe conduct are strictly prohibited by both Hallam Students’ Union and the University.
Any individual or group organising, encouraging or participating in unsafe or coercive behaviour may face disciplinary action.
All societies are expected to maintain safe, respectful and inclusive environments.

DUTY OF CARE AND NEGLIGENCE
All society members owe a duty of care to others involved in activities.
This means individuals must act responsibly and avoid behaviour that could foreseeably place others at risk.
Committee members and activity leaders may hold additional responsibilities because of their leadership roles.

Examples include:
· Ensuring equipment is safe and regularly inspected
· Addressing foreseeable hazards appropriately
· Taking reasonable steps to protect participants from harm

Reasonable behaviour should always include respect, consideration for others and sound judgement.


	
	
	




PART 3 – SAFE PRACTICES

SOCIETY RISK CATEGORIES
HSU categorises societies into five risk levels based on the nature of their activities scored within the risk register scoring matrix.  See (Appendix 1) for explanation
· Very low
· Low
· Moderate
· High
· Very high

Categories are reviewed regularly and can change due to society activities.

HIGH-RISK SOCIETIES
High-risk societies undertake activities with greater potential for injury or harm and therefore require enhanced safety management.

Societies may also be classed as high risk if the risk is financial or reputational.

High-risk societies are expected to maintain robust procedures, provide additional documentation and work closely with the Students’ Union.

HIGH RISK COMMITTEE SAFETY RESPONSIBILITIES
High-risk societies must as a minimum:
· [bookmark: _Hlk103777920]Submit all society paperwork, including all health and safety documentation, including risk assessments 
· Attend all mandatory training sessions, including the risk assessment training
· Submit all relevant paperwork including a risk assessment for any one-off higher risk activities throughout the year, trip registration forms etc.
· Elect a full committee, including a Health and Safety Officer
· Ensure the training and competency of persons supervising the activity. If there are no suitably competent persons appointed, then the society may not be able to proceed
· Ensure adequate supervision arrangements for less experienced and inexperienced society members
· Ensure adequate first aid arrangements within the society and/or at the host venue
· Provide routine maintenance on equipment and provide inventory records. Should your equipment need to be expertly tested or maintained, this should be actioned by an experienced professional in the field  
· Inform the Students’ Union of any specific means of communications that are required, such as flares, loud hailers, radios, whistle codes etc. 
· Advise on any personal equipment/clothing that members will be required to have before taking part in the activity e.g., boots, warm clothing, waterproofs, etc. 

Where activities are delivered by external providers, societies remain responsible for risks not controlled by the provider, such as transport and communication with members.

EQUALITY, DIVERSITY AND INCLUSION
All society and student groups within the Students’ Union must create a welcoming, inclusive atmosphere and accessible environments.

Committees are responsible for ensuring activities, events and communications align with the Students’ Union’s Equality and Diversity expectations.  Reasonable adjustments should be considered wherever possible to support accessibility and participation.

Mandatory committee training will include equality, diversity and inclusion guidance.

RISK ASSESSMENTS
Yearly risk assessments are mandatory for all society activities.

Societies must:
· All societies must complete a risk assessment should their activity change
· High risk societies must complete a risk assessment for any one-off events
· Should a location change long term the risk assessment should be updated
· Should a society change venue, the risk assessment should be obtained from the new location.
Risk assessment forms are available through the committee portal.  If a risk assessment is not submitted the activity will not proceed as an official society event.

SAFETY MEETINGS AND SUPPORT
The Student Communities Team is available for individual meetings with any society who has any concerns regarding the health, safety, and welfare of their members, or with their current and future procedures.

Societies are encouraged to seek advice whenever required.

	
	
	




PART 4 - PROCEDURES

EQUIPMENT AND MACHINERY INVENTORIES

All equipment and machinery purchased by the Students’ Union or individual societies must be selected for the activity in mind, with all new equipment meeting the quality standards and carrying the CE mark. Each society is responsible for the purchase of correct and suitable equipment and its subsequent maintenance and safe use, alongside the reporting of any problems to the Student Communities Team.  

Societies must maintain accurate inventories of their equipment and submit this with their annual paperwork.  Societies must also appropriately dispose of and replace any safety equipment that has exceeded the manufacturer’s recommendations on life expectancy.

Equipment inventories must have the following features where possible:
· Information on the equipment’s purchase and disposal dates
· Records of each piece of equipment’s identifying mark or number, and a full description of the equipment 
· Dates of all inspection/testing and information on any defects found or actions taken
· Details of the storage area and conditions

USE OF PORTABLE ELECTRICAL APPLIANCES
If using electrical equipment within the campus must undergo portable appliance testing (PAT) where required.

Societies using their own electrical equipment must:
· Maintain a register of equipment
· Ensure equipment is visually checked for damage
· Arrange testing where necessary
· Keep records of inspections and testing

Unsafe or untested equipment may be removed from use.

ACCIDENT/ INCIDENT AND NEAR MISS REPORTING
All accidents, incidents and near misses must be reported using the official reporting forms available through the committee portal.  The completed form should be forwarded to the Student Communities Team as soon as possible.

The reporting of these occurrences will allow the Students’ Union to investigate incidents and trends with the aim of improving controls and further reducing risk.

FIRST AID
High-risk societies must ensure suitable first aid provision is available during activities.
This includes:

· Access to trained first aiders
· Suitable first aid equipment which is available at all activities
· Appropriate after care arrangements

Where host venues provide first aid arrangements, societies must ensure members understand the venue’s procedures.
All incidents must still be reported to HSU.

EMERGENCY PROCEDURES
High risk societies must establish emergency arrangements and procedures appropriate to their activities.

Procedures should include:
· Emergency contact arrangements
· Procedures for the treatment and evacuation of any casualties
· Contact details for emergency services and the students’ union
· Communication procedures

In the event of an emergency:
· Contact a first aider or emergency responder
· Ensure the immediate safety of all participants
· Contact emergency services where required
· Inform the Students’ Union and/or University
· Follow instructions from emergency services
· Avoid sharing sensitive information publicly or on social media
· Report all incidents to the Students’ Union within 24 hours

TRIP REGISTRATION
Only society committee members will be allowed to organise and book trips and only registered members of the society should be involved in any trips/activities.

Trip registration helps ensure:
· Risks are assessed
· Appropriate controls are in place
· Emergency information is available if required

All trips and off-campus activities organised by societies must be appropriately registered.

Failure to follow registration procedures may result in trips not being authorised or recognised as official Students’ Union activities and therefore hold no responsibility.

GUIDANCE OF SAFE USE OF PRIVATE VEHICLES OR HIRING VEHICLES 
Societies using private or hired vehicles must ensure:
· Vehicles are roadworthy and appropriately insured
· Drivers hold valid licences and insurance
· MOT and insurance documents are submitted where required
· Relevant insurers are aware of vehicle use for society activities
· Trip registration procedures are followed

Approved vehicle suppliers should be used wherever possible.


PART 5 – PROTECTION AND REVIEW

TRAINING
Training plays a key role in reducing risk and supporting safe participation.

HSU may provide or support access to:
· Health and safety training
· First aid training
· Activity-specific safety training
· Leadership and competency development

First aid training is offered to all high-risk societies.  Where specialist training is required the Students’ Union may be able to support with suggested suppliers and costs.  

INSURANCE
HSU arranges insurance cover for designated society activities through its insurers.
Cover is subject to policy conditions and applies only to society members and approved activities undertaken within the scope of society operations.
Societies must contact Finance before undertaking activities outside their normal remit.

INSPECTION, AUDIT AND REVIEW
The Student Communities Team will regularly review society health and safety arrangements.

This may include:
· Reviewing risk assessments and safety documents
· Attending activities or training sessions
· Conducting inspections or audits
· Providing recommendations for improvement

	
	
	



The purpose of review processes is to support continuous improvement and maintain safe practice across all student activities.
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