
Health and
Safety03



We have a common law ‘duty of care’ to

participants. Meaning the policies and

procedures ensure that societies are safe.

You can find the policy in our Committee

Resources Page.

Policies and Insurance

Insurance Covered – Your membership covers you for personal

accident. If your society needs to claim, then speak to ourselves. We

also insure hired vehicles and larger activities. 



Each society will need to complete our Code

of Conduct Form which highlights that you are

responsible for representing the values of

LJMU and JMSU. 

Code of Conduct

We recommend you send this out to the

members when they sign up for the society so

that they are also aware of this. 

When the students sign up for the society, they

will have to read and sign our T&Cs that also

highlights this.  



You will also be sent Annual Risk Assessment Form.

This covers the majority of your society’s sessions

for the year.

Risk Assesment

If you’re ever unsure of how to complete the forms,

let us know and we can go through it with you.​

When you are hosting any other events larger than

your normal sessions, you will need to complete

an Events Risk Assessment Form so that we know

that you have everything planned.



When using any university rooms, you are

fine to move furniture around. Just make

sure that all tables and chairs are left the

way it was when you entered. 

Facilities

If you’re using any electrical items, just

make sure that they are PAT Tested or safe

to use. 

If there’s any damages in the room let us

know. 



If you’re going to go on a trip, (anywhere outside of Liverpool), you’ll need to

complete our trip registration form so that we know where you’re going and when. 

Trip Registration

5 days before if it’s an overnight stay ​

3 days before the trip 

2 Months before if outside the UK



Overnight Stay – You will be responsible for the members’ health and safety on the

trip and remember you are representing the union and the university.

Trips

Overseas Trip – If you are to plan an overseas trip, you will need to have a

meeting with ourselves to make sure everything is planned out and approved.

Our Overseas Guide is on the committee resources page.



Private Car -If you are

driving a car for a trip

you will need to read

the Management of

Own Vehicle Guide

and complete our

form so that we can

check that your

vehicle is licensed to

be on the road. 

Vehicles
Also don’t forget to

use the expense form

to reclaim your

mileage. 



Hiring Vehicle - If you are wanting to hire a vehicle, you can complete our form,

we’ll contact the company and let you know how much it would cost. Also note

that to hire a vehicle you must have been on our compulsory 

Driving Training Course

Vehicles

In this course you will

go through procedures

and protocols for

accidents, breakdowns

and emergencies.​

Note that you must be 19

years old and driving for at

least a year with a full and

clean license.



Hiring Coaches - If you are to hire a coach, you need to complete our coach

form. 

Vehicles

Look at a variety of

different transport

options as some e.g.

trains may be cheaper

and quicker than a

coach sometimes. 



If you are to use any of our first aid bags let us know which parts you use so we

can refill it asap. ​

First Aid

We have first aid kits that you can take out if you are to go on a trip outside of Ljmu

buildings. 

If something happens whilst you’re in a session in SLB or any Ljmu building, the

receptions will have a first aid kit for you to use. 

We have First Aid Courses

throughout the year. If you

are interested send us an

email



Accident
If an accident happens, you will need to complete our accident form with as much

information as possible and sent to ourselves within 24hrs of the accident, also take photos

if a student makes a claim at any point.

If you are taking a member to the hospital, inform the security and ourselves but you

should not call the next of kin, this must be done by the security or staff. 

You may also need to consider alternative

transport if you’re not in the city. 

If an accident does happen, don’t speak to the

media following it, don’t post any info about it on

social media and we will be on call if it’s serious.



Ensure immediate

safety of your group

members

Activity:

Put the following steps in case of an emergency in

the correct order.

Use First Aid if

required

Report it to JMSU

Staff

Contact JMSU

SecurityContact the

emergency services

and follow their

instruction



Ensure immediate

safety of your group

members

Use First Aid if

required

Report it to JMSU

Staff

Contact JMSU

Security

Contact the

emergency services

and follow their

instruction



Events
For any events larger than your

normal sessions, (ball,

tournaments or having an

external speaker) we want to

help!​

You will need to complete our events risk

assessment and have everything planned

at least 3 weeks in advance. We have an

entire guide on events on the Committee

Resources Page.



External Speakers
If you are wanting to have an external speaker to

come in and do a session or give a talk, you will

need to complete our External Speaker Form. 

You will need to include as much information as

possible and send it to us at least 1 Month before

the date of the event. 

There’s an External Speaker Guide on the

Committee Resources Page

For Academic societies, you can have this signed off

by one of your lecturers however this still needs to

be sent to ourselves for us to review it



Food Safety – Food should not be served or sold unless

the student has provided a food hygiene certificate.

Any food should be clearly labelled with allergens and

listed ingredients following correct storage and serving

guidelines as advised by Food Standard Agency.

Safety

Advice - As a committee member you cannot give out

legal advice or counselling for legal reasons. 

For any events or sessions, make sure that you have

checked all the member’s allergies.



Films

JMSU have a Film License meaning you are allowed to show films during

sessions/events. 



Safeguarding

GDPR – You should only collect data from your

members if they approve of you using it. We do all

data online. Keep all data secure and at the end of

the year if you have any other data, remove it

securely. 

Safeguarding – If you are to host any sessions

involving children or vulnerable adults, let us know

so that we can make sure we have all the policies

and procedures set up for it.  



Spot Checks

Send us an email and

invite us as we’d love to

get involved in as many

as possible this year. ​ 

We will be popping into your sessions to see how you’re getting on. 

Also, if you’re struggling, we

can come along and give you

some feedback of how you

can improve too.



Discplinary
If your society goes against any of our rules, there will be disciplinary action

to make sure that the sessions can be as safe and fun as they can be. ​

If you’re found to be misrepresenting the university, going on a trip without

submitting the necessary forms, cause any commotions with university or

JMSU staff, then this could lead to suspensions or the closure of your

society. 



Socials
NEVER pressure your members to drink​

Don’t share students drinking on socials on

social media. You will be asked to remove the

content.​

Behave and be responsible as you are

representing LJMU and JMSU.​

Look after your members and check that they

are ok.​

If you are to go on a tour, trips or nights out,

do not wear any clothes that will be

representing the university or the union.​



Themes

Be careful with your

themes!​

Is it

appropriate?​

Tell members to go

home if it’s not.



Initiations
We do not allow any form of initiations, peer pressure to new

members. 

In the code of conduct it states

that we have a ZERO TOLERANCE

on initiations meaning if any

were to be found occurring your

society will be shut down

immediately.



Non Alcoholic Socials

For every alcohol social you should also

organise a non- alcoholic alternative.

Think about non-alcoholic socials e.g. walks,

film night, or yoga.



Have an amazing
year!



Contact us

Phone: 0151 231 4900
Email: t.rigby@ljmu.ac.uk or
JMSUsocieties@ljmu.ac.uk

jmsu.co.uk


