
 

 

 

Student Groups Health and 
Safety Policy 

 
1. Definition 
 

1.1. The purpose of this document is to outline the processes and 
procedures that should be applied to activities in relation to student 
groups’ activities, events and trips. 
 

1.2. A copy of this document will be available to any member of Beds SU 
online at www.bedssu.co.uk or on request by emailing 
be.involved@beds.ac.uk 

 
2. Committee Training  

 
2.1. Committee members are required to attend Committee Inductions (CI) 

before engaging in and group activity for the upcoming academic 
year. These sessions will be organised by Beds SU and it is the 
responsibility of Beds SU to ensure that the content is up to date.  
 

2.2. Beds SU will arrange for CI to be delivered in term 3, after the Beds 
SU elections, with a refresh induction at start of term 1the following 
academic year. Further sessions will be made available during 
academic year at the discretion of Beds SU.  

 
2.3. A student group will not be allowed to begin its activity until the 

committee has completed the health and safety, finance, GDPR and 
democracy and governance training sessions.   

2.3.1. The committee is deemed to have completed the health and 
safety, GDPR and democracy and governance training sessions 
if as least one (1) elected committee member has received all of 
these training sessions.  

 
2.4. Student groups are encouraged to invite as many committee 

members as possible to training sessions to ensure that all committee 
members know the rules and regulations that must be followed.  
 

2.5. Beds SU will ensure that wherever possible staff members or 
executive officers that have the ‘Train The Trainer’ qualification will 
deliver all sessions.  

 



 

 

2.6.  Beds SU reserves the right to prevent a group from engaging in 
activity and accessing funds until the necessary training has been 
completed.  

 
2.7.  In exceptional circumstances the relevant Exec Officer can decide to 

allow a group to continue without the required training. The decision 
of that Officer is final and cannot be appealed.  

 
3. Annual Risk Assessments 
 

3.1. Each committee will complete an annual risk assessment for their 
society, which will cover their regular activities and function. 
 

3.2. The relevant Exec Officer will set a deadline of completion for the 
annual risk assessment 
 

3.3. Each risk assessment will be considered by the relevant co-ordinator 
who will decide to: 

3.3.1. Accept the annual risk assessment without amendments 
3.3.2. Accept the annual risk assessment subject to amendments 
3.3.3. Reject the risk assessment and provide feedback 

 
3.4. Any group not completing an annual risk assessment or that have a 

rejected assessment not be permitted to undertake any society 
activities, events and trips until the point when an annual risk 
assessment has been approved. 

 
4. Events 
 

4.1. Student groups must ensure that their events are registered with the 
Students’ Union either through a submitted online trip/event form with 
a trip/event specific risk assessment attached. 
 

4.2. Trip/event forms can only be submitted by a society committee 
member 
 

4.3. Any trip/event form must be completed a minimum of fifteen (15) 
working days before the date of the event. 
 

4.4. Each submission will be reviewed by the relevant co-ordinator and 
they will decide to: 

4.4.1. Accept the event without amendments 
4.4.2. Accept the event subject to amendments 
4.4.3. Reject the event and provide feedback 

 



 

 

4.5. Beds SU reserves the right to prevent an event from taking place 
should the relevant paperwork not meet the required standards. 

 
5. External Speakers 

 
5.1. An ‘external speaker’ is deemed to be anybody who is not a 

registered full member of Beds SU or University of Bedfordshire Staff. 
 

5.2. Anyone organizing an event that involves a speaker or speakers to be 
hosted by the student group must ensure that this Policy and 
associated procedure is followed. This includes external speaker 
events on external premises but in the name of Beds SU. All such 
events should have a Trip/Event Form completed and submitted to 
Beds SU for approval.  

 
5.3. In allowing speakers to attend the University, Beds SU will assess the 

event based on the understanding that they will act in accordance 
with this Policy, Beds SU Safe Space Policy and Beds SU Equal 
opportunities policies as well as all other relevant rules and 
regulations.  

 
5.4. The Beds SU reserves the right to cancel, postpone or request 

amendment to any proposed event should risks be identified. Beds 
SU may, amongst other things:  

5.4.1. Request submission of the speeches in advance of the event;   
5.4.2. Place a limit on attendees;   
5.4.3. Seek declaration of attendees in advance of the event;   
5.4.4. Request stewards be provided by the organisers;     
5.4.5. Ensure a presence of University Security to ensure good order;   
5.4.6. Place a limitation on what attendees may bring to the event, 

which may include banning  food or drink or anything that could 
be used as a potential weapon;   

5.4.7. Place a ban on banners, flags, placards or similar items being 
allowed into the venue and its  immediate surroundings;   

5.4.8. Alter the conduct of the meeting and/or its facilitation.   
 

5.5. Any costs incurred by Beds SU in complying with these conditions 
may be passed onto the event organiser. Event organisers would be 
consulted on any conditions or modifications in advance of the event 
taking place and they would then be responsible for informing the 
external speaker of the outcome.   
 

5.6. Beds SU reserves the right to perform spot checks on events being 
hosted on University premises or other external hosting venues. If 
there are breaches of policies at any event the matter may be referred 
for disciplinary or legal action.  



 

 

 
5.7. Where it deems there is a legitimate reason to do so, Beds SU 

reserves the right to share information on the external speakers it has 
hosted, and/or those it deemed to be a risk, with other relevant 
agencies, including other students unions and higher education 
providers 

 
6. Trips 
 

6.1. Student groups must ensure that their trips are registered using the 
online trip/event form a minimum of fifteen (15) working days before 
the date of the trip. 
 

6.2. Trip/event forms can only be submitted by a society committee 
member 
 

6.3. Each submission will be reviewed by the relevant co-ordinator and 
they will decide to: 

6.3.1. Accept the trip without amendments 
6.3.2. Accept the trip subject to amendments 
6.3.3. Reject the trip and provide feedback 

 
6.4. The groups committee will ensure that a copy of the 

participant/attendee list is accurate and updated with any changes 
and given to the relevant co-ordinator. 
 

6.5. Any attendee who is not on the official list will not be covered by the 
Students’ Unions insurance and action will be taken against the group 
or members involved. 
 

6.6. Beds SU reserves the right to prevent any trip from taking place 
should the relevant paperwork not meet the required standards. 

 
7. Room Bookings 
 

7.1. Student groups must ensure that their room booking are registered 
using the online request form a minimum of Ten (10) working days 
before the preferred booking date. 
 

7.2. Room Booking forms can only be submitted by an elected committee 
member 
 

7.3. Each submission will be reviewed by the relevant co-ordinator and 
they will decide to: 

7.3.1. Accept the request without amendments 
7.3.2. Accept the request subject to amendments 



 

 

7.3.3. Reject the request and provide feedback 
 

7.4. The relevant co-ordinator will look to book the room on behalf of the 
group and send a confirmation email to the lead contact once the 
booking has been made. 
 

7.5. Only once this confirmation email has been sent will students be 
given access to the relevant room 
 

7.6. The groups committee will ensure that a copy of the 
participant/attendee list is accurate and updated with any changes 
and the relevant co-ordinator. 
 

7.7. Any attendee who is not on the official list will not be covered by the 
Students’ Unions insurance and action will be taken against the group 
or members involved. 
 

7.8. Beds SU reserves the right to prevent any room use from taking place 
should the relevant paperwork not meet the required standards. 

 
7.9. Beds SU reserves the right to perform spot checks on events being 

hosted on University premises or other external hosting venues. If 
there are breaches of policies at any event the matter may be referred 
for disciplinary or legal action.  

 
8. Accidents 
 

8.1. In the event of an accident, a committee member/trip leader will 
complete an accident form and email it to their relevant co-ordinator. 
 

8.2. Following an accident, the relevant co-ordinator will review the 
relevant risk assessment to see if any further risk prevention actions 
can be undertaken which will be communicated to the groups 
committee. 

 
8.3. Any attendee who is not on the official list will not be covered by the 

Students’ Unions insurance and action will be taken against the group 
or members involved. 

 
8.4. Any accident/non accident not recorded will not be covered by the 

Students’ Unions insurance and action will be taken against the group 
or members involved 
 

8.5. All student groups will be given the opportunity to use a first aid kit 
supplied by Beds SU for a trip/event. If the first aid kit was not used, 



 

 

the group must complete a non-accident report form and submit it to 
the relevant co-ordinator. 

 
9. External Affiliations/Sponsorship 

 
9.1. Groups who wish to affiliate/enter into a sponsorship contract with any 

outside organizations, must seek approval from Beds SU 
 

9.2. Proposed affiliations/sponsorship contracts must not encourage 
behaviour likely to be deemed as misconduct as defined in the Beds 
SU Members Code of Conduct 

 
9.3. The proposed affiliation/sponsorship contract must not contravene the 

Union’s Equal Opportunities Policy 
 

9.4. The proposed affiliation/sponsorship contract must not contravene the 
Union’s Safe Space Policy 
 

9.5. The proposed affiliation/sponsorship contract must not contravene the 
Beds SU By Laws 
 

9.6. Beds SU has the right to make the decision to dissolve any 
affiliation/sponsorship contract 

 
10. Equipment and Storage 

  
10.1.  Any items bought by the society using Grant funding, will remain 

property of Beds SU  
 

10.2. Any equipment/items owed by the society can, where possible, be 
stored in the designated locked shelving in the Beds SU offices 
 

10.3. All equipment will only be released to a society once a signature of 
receipt from a current elected committee member is received. Other 
members may sign for items on behalf of the committee only if written 
consent has been given to Beds SU. 
 

10.4. All items must be returned to Beds SU by the end of the academic 
term, unless a prior agreement has been made. 
 

10.5. Beds SU reserves the right to recall any items or equipment, they 
belong to Beds SU, at any point. 
 

10.6. An inventory check will take place at the end of each term by Beds 
SU and any missing items will be reported to the society for action:  



 

 

10.7. If any missing items are not recovered, Beds SU may decide to use 
the disciplinary process outlined in the Societies Code of Practice 
 

10.8. It is the responsibility of Beds SU to ensure all electrical equipment is 
PAT tested after the expiration of their warranty and/or when the next 
test is due. 

 
10.9. Any faulty equipment must be reported to Beds SU immediately and 

must be clearly labelled as ‘Faulty – do not use’ 
 

10.10. Equipment that is no longer suitable or in unsafe shall be written off 
with the agreement of Beds SU and, where relevant, the societies 
elected committee 

 
10.11. If an item is found to be faulty it may be repaired/replaced at the 

discretion of Beds SU 
 

10.12. Any item that is deemed to have been misused or mistreated may be 
repaired/replaced at cost to the society at the discretions of Beds SU 

 
11. BUCS Team Sheets 

 
11.1. In order to play for a Beds SU BUCS team, the student must be a 

registered member of Beds SU and the sports team in question 
 

11.2. In order to compete on a match/competition day, a team sheet must 
be submitted by the elected committee of that club no later than 9am 
of the day of competition 

 
11.3. Any person who plays and is not on the team sheet, unless prior 

agreement has been made, will not be covered by the Students’ 
Unions insurance and action will be taken against the group or 
members involved. 

 
11.4. Any person who travels alongside a team using the transports 

provided by Beds SU and is not on the team sheet, unless prior 
agreement has been made, will not be covered by the Students’ 
Unions insurance and action will be taken against the group or 
members involved. 

 
11.5. Any fault with the electronic team sheets must be reported to Beds 

SU as a matter of urgency  
 

11.6. All of Beds SU’s sports clubs must follow the guidelines set out in 
Regulations 6 (Individual Eligibility & Team Selection) and 7 (Team 



 

 

Sheets) if the BUCS rules and regulations in relation to playing for 
respective clubs  

 
12. Rulings 

 
12.1. Should any health and safety matter arise not specified in this 

document, a decision on a course of actions will be decided by the 
Executive Committee 
 

12.2. Should any matter in this document be subject to disagreement over 
interpretation, the Executive Committee will decide the final course of 
action 


