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* Make them portrait - this is the convention for posters.
* Always ask permission - stick to noticeboards - its illegal to fly post. Don’t cover other
posters that aren’t out of date.

8.3 Facebook
Make an event via your Facebook group and then you can automatically invite everybody
in your group.

* Invite everyone you can - but keep it targeted to those you know are in Bristol.

® Make sure it’s right - don’t change the name of the event, times etc. after sending invites
as it’s both annoying and unprofessional.

* Send messages sparingly - nominate one person to send out messages and work out
in advance which messages you're going to send. Remember to only send messages to
those who are “attending” and “maybe attending”.

8.4 Emails

* Don’t spam people - sending lots of emails won’t do you any favours! Most people on
your email list will be in your Facebook group too - so time it so they won’t get the
same message to both.

e Pay special attention to your subject line - make sure it’s relevant and easy to read
at a glance. Keep the actual email short and make sure you include a link to more
information.

8.5 Flyering
This isn’t always very cost/time effective and be careful if you're flyering on the street as
you may face a fine.

8.6 Word of Mouth
The most powerful form of marketing — think about how you can encourage word of
mouth through your publicity.

8.7 Press coverage

Ask yourself:

* What am | trying to achieve?

* What and who are my targets? Newspapers, television, radio, internet?
* Who are my contacts!?

Whether you want to publish weekly results or a special story, you will need to build up
a contact list of key people — local media, student media, UBU marketing department,
university press office etc.

To get your story in the media you need to first establish the target audience — is it of
interest to students only, University staff, or the wider Bristol media?
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Writing a press release

General tips

* Be creative - has a member of your team got an obscure job or an interesting family
link? What makes your sport different? What do you bring to the local community?

* Do as much of the journalist’s work as possible - provide photographs if you can. If you
are inviting them to your event, tell them exactly how to get there.

* Back up your story — use key facts and stats

* Provide a quote from a leading local figure, such as a local councillor or sports
personality, if you can. If not get a quote from your President/Club Captain/organiser.

® Be accessible - make sure the journalist can contact you or someone else at any time.

* Be persistent

Presentation
Use A4 letterhead and a consistent format - double-spacing or one-and-a-half line spacing.

Only use one page, or two at the most. Put the title ‘PRESS RELEASE’ and the date in
large print at the top of the page. Include the name and title of the person that you are
sending it to.

The style throughout must be concise, journalistic, and as catchy and intriguing as
possible.While writing it, imagine that you know nothing about your sport, society, team
or event. Does this story stand out? Is it clearly of interest to readers/viewers? Will it
tempt the journalist to want to find out more?

@ Heading @

The heading should be a catchy, short title that gives a sense of the story in very few
words.

First paragraph

This must be short, to the point and newsworthy. It must clearly state the ‘five Ws’: who,
what, where, when and why (in any order).This paragraph must be able to stand on its
own as a concise piece of information.

Second paragraph
This should provide the next piece of information: either more details about the above or
new information.

Third/additional paragraphs

Use these only if you have more new and relevant information.You may want to insert

a quote from someone involved who would be willing to talk to the press if requested.
The quote must add a new dimension, such as the personal side of the story.Alternatively
it could be a quote from your spokesperson explaining the importance of the story in
strong, authoritative language, for example:“This is the first time that a rugby league

team from this area has reached the national cup final and the Winster Women’s RLF
team is delighted to be representing the town. It is particularly exciting for me as it will
be my last game and | have played rugby league for over 20 years” said Club Captain Sue
Thearle.
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Contact details

Include your name, title, telephone number and phone number(s) in clear, bold print at
the bottom of the document.You must be prepared for a journalist to contact you at any
time.

Additional information for editors
Describe your sport/society/club/team/event in a few words. Give any relevant basic
information and statistics.

9. Organising a trip
9.1 What is a trip?

A society/sports club trip is defined as a visit to a location which is recognised as being

one or more of the following:

® Publicised to your membership at a student group meeting, on a notice board, via
email/web pages/social networking sites

* Funded/part funded by UBU

* Requiring the use of equipment owned by the student group

® Requiring group transport

9.2 Planning your trip
@ Choosing a location @
You may decide to attend an organised event somewhere, such as a sports tournament,
or engage in the services of a third party organisation, for example an outdoor activities
centre. In these cases, the organisers should have prepared an itinerary, risk assessment,
and a safety/emergency plan. You should ask to see this.

If you are selecting a location of your own, then make sure it’s appropriate for the level of
experience of your members. For instance, you wouldn’t take a group of novice walkers
to an area where they’d require advance mountaineering skills.

Once you've selected an appropriate location, consider what local amenities are in the
area and find out about the various services and local conditions. This might include:
® Local emergency procedures

¢ Risk assessment

® Weather conditions

¢ Tide conditions

o Surf/swell forecast

* Avalanche forecast

* Water levels

Be prepared to review and if necessary alter your plans — this might include not
participating in an activity or the entire trip.

Trip Leaders and Trip Organisers
You should always elect a Trip Organiser. This person doesn’t have to do all the work, but
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they should ensure that all the relevant aspects of the organising process are covered.

If you are planning a trip that requires specialist knowledge, then you need to nominate
aTrip Leader. This should be the person with the most experience of the intended
activity. This person will have the last say if decisions have to be made about safety during
an activity. Ultimately, individuals should be encouraged to use their common sense as to
what they consider to be safe, but the Trip Leader will bear a great deal of responsibility
in providing suitable guidance to individuals and the group as a whole.

If you're involved in an activity which requires qualified, experienced supervision then you
should refer to the relevant National Governing Body guidelines with regards to specific
requirements such as instructor/participant ratios.

Transport

See Section | | for more information. Consider how many people and equipment you
need to transport and how much this will cost. When planning your trips you need to
ensure you have sufficient drivers for your journey, depending on how many hours you
are travelling.

Insurance

For more information see Section | |.3. Ensure you know what insurance your society/
sports club has, what it covers and if this is sufficient for your trip and activities. Inform
your members so they can decide if they want to take out additional insurance. You may
need to organise specific insurance for your trip, for example travel insurance.

Risk assessment
Your trip and the associated activities will need to be risk assessed. For more
information see Section | | - Health & Safety.

9.3 Completing the trip registration form

All trips must be registered with the Do it Hub via the online trip registration form that
can be found on our website. Failure to do so may result in disciplinary action being
taken and sanctions being imposed on individuals and the society/sports club.

The following deadlines are applicable to all trips:

* Trips within the UK:
e Trip registration: 5 working days before departure
e Participants list: | working day before departure
* Trips abroad:
e Trip registration: | month before departure
e Participants list: | week before departure
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There are five steps to completing the online registration form:

Step I: Basic trip details

Step 2: Trip details

Give as much information as possible, including full trip itinerary.
Step 3: Accommodation

If the trip requires an overnight stay, give full details of accommodation inc. address
and contact number.

Step 4: Transport

All transport must be listed on this form including registration details of privately
owned vehicles.

Step 5: Participation List

Enter each student on a new line.

For UK Trips: Full name, Student number, Medical ailments (e.g. Medication)

For Trips outside of the UK: Full name, Student number, Medical ailments (e.g. Medica-
tion), Passport number, Passport expiry date, Next of kin, Next of kin relationship,
Next of kin contact no.

If you need to update this list, please submit the form again.The latest you can do this
@ is | working day before your trip for UK trips, or | week before your trip if outside @
the UK.

10. Transport

When organising transport you’ll need to consider how many people and equipment you
have and how much it’ll cost. There are four transport options:

Option I: Public transport: Bristol has good transport links and if you book in ad-
vance there are some good deals. Check out www.firstgreatwestern.co.uk or www.
transportdirect.info

Option 2: Your own car: Often the cheapest and easiest way to get to your activ-
ity is to use your own car, or that of another member of your society/sports club.
Ensure that the tax, MOT, insurance and servicing is up to date.

Option 3: Hire of a self-drive vehicle e.g. a minibus, car or van: Usually the best
option for larger trips or when you need to move a lot of kit. However there are a
number of rules and regulations you need to be aware of.

Option 4: Hire of vehicle driven by a professional driver:The most convenient but
also the most expensive option.
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Hiring a vehicle

10.1 Driver register

Before you can drive any self-hire vehicle you must be on UBU’s Driver Register. To
do this the driver needs to call into the Do it Hub at least 7 days before they intend
to drive and present their paper and card driving licence. They will need to complete
a declaration and where appropriate an additional “non-standard driver form” (see
insurance section below).

10.2 Insurance
Any driver who meets all of the requirements below is classed as a “Standard Driver” and
can drive any vehicle on UBU'’s insurance policy once they’re on the Driver Register.

® Over 21

¢ Has a UK licence

* Has no convictions

® Has had no insurance claims in the last 5 years

e Over 2 years driving experience

If a driver doesn’t fulfil one or more of the criteria they are classed as a “Non-Standard
Driver” and must fill out an additional form and be cleared by the insurers before they
can drive.

Windscreen damage excess = £50
Standard driver excess = £250
@ Non standard driver excess — this will be stipulated when the driver is cleared @

Remember, the driver or society/sports club is responsible for paying the excess in the
event of a claim.

10.3 Prices
All of the prices are per day (24 hours) and includes hire, insurance and VAT for a
standard driver. If the booking is for 7 days or more the cost may be less - please contact

the Do it Hub.

Minibuses: Cars: Vans:

9 seater = £100 Small = £50 Small = £55

|5 seater = £100 Medium = £60 Short wheel base = £60
17 seater = £110 Large = £65 Medium wheel base = £65

7 seater = £95 Large wheel base = £70

10.4 Making a booking

To book any hire vehicle please complete a transport booking request form (available
from the Do it Hub and Info Point) or email the Student Activities Administrator with the
following information:

* Name of student group
* Trip details — when, where, why
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e Dates and times of hire (from and to)

Type of vehicle to be hired

* How the costs will be paid. If from an internal Union account please specify which
Driver(s) details. If the driver is already on the database please specify their name, if
not he/she must come into the Do it Hub (see Section 10.1)

You must give at least 7 days notice, but please be aware that hire vehicles get very
booked up, so the later you leave it the less likely it is that you'll be able to get what you
want. If you don’t give 7 days notice then, sorry, but we won’t be able to help you with
your transport requirements.

10.5 Collecting and returning a hire car/van

Due to the refurbishment work vehicles can no longer be dropped off at the Union.
Therefore all hire vehicles must be collected and returned direct to the hire company.
The details — times and company — will be confirmed when your booking is confirmed.

10.6 Hiring a minibus

Availability

From October 201 | minibus availability may be limited. Few hire companies keep
the size of minibus (|5 seater/under 3.5 tons) that the majority of students are, by
law, able to drive. Unfortunately the company UBU has used in the past has gone into
administration. However we have managed to source a couple of other suppliers who
should be able to meet some of our requirements.

Regulations

To be able to drive a minibus you need to be:

® Over 21

¢ Have a UK licence

* Have held a UK licence for 2 years or more

If the driving licence was issued after 1997 category DI (minibus) won’t be on the
licence. In which case a minibus must to be driven under a “Section 19 Permit” which
allows not for profit organisations to transport people providing the driver does it
voluntarily. In addition to the above, the following restrictions apply:

* Maximum vehicle weight 3.5 tons (usually a |5 seater minibuses or smaller)

e Can only drive in the UK, not abroad.

* A Section |9 Permit must be displayed in the minibus.

Driver assessment

Anyone driving a minibus for UBU (all clubs, societies, volunteering activities etc) needs
to undertake a half day training course and pass a one-hour driving assessment. For
2011/12 the cost is £80 per person based on a minimum group size of 10. This cost has
to be met by the individual or society/sports club, though a grant towards the cost may
be available — ask the VP: Activities/VP Sport & Health.

Collecting a minibus
UBU’s minibus and long-term hire minibus are kept at the University’s Canynge Hall
car park next to Clifton Down Railway Station (by Roo Bar). To collect the keys the
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driver needs to go to reception at the Union and give their name and student group as
identification.

It is the driver’s responsibility to ensure the vehicle is roadworthy. Therefore before the
vehicle is taken out it must be checked by the driver and a Vehicle Checklist completed.
Failure to do this may result in your society/sports club being banned from using the
minibus in the future.

Returning a minibus

The minibus must be returned in a clean and tidy state with a fuel tank of fuel. Failure to
do this will result in a fine:

* Unfull fuel tank = £50 + cost of refuelling the vehicle

* Untidy vehicle = £50

Please return the vehicle to the University’s Canynge Hall car park (bottom section

of the car park). Complete the Vehicle Checklist and immediately return the keys and
checklist to the reception at the Union. If the building is shut the keys must be returned
by 9am the next day.

10.7 Breakdowns and road traffic accidents
If a hire vehicle breaks down please follow the hire company guidelines regarding
recovery, which should be in the vehicle.

If the vehicle is involved in an accident and it can’t be driven, contact UBU’s insurers
(details below) who will arrange recovery. If a third party is involved you'll need to
@ provide them with details of the driver; the vehicle being driven and UBU’s insurance @
policy:
* Policy number:Y005351FLTOI |0A
® Insurers: QBE Insurance (Europe) Ltd, Plantation Place, 30 Fenchurch Street, London
EC3M 3BD
e Contact numbers: 0800 3891708 (24 hour freephone) or 0117 9106900 (claims
notification department)

You must report any accident to the Activities & Participation Manager within 24 hours,
or as soon as possible, so the insurers can be informed.

See Section | 1.2 for more information on reporting an incident/accident.

11. Health and safety

We know this isn’t the most exciting of topics but it’s really, really important so please
read on!

As a group leader you have accepted the responsibility of leading others.You owe them
a duty to ensure that they are not exposed to foreseeable risk of injury as far as you
reasonably can.

All of the policies and procedures we have in place are here to ensure you comply with
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your duty of care when running your activity and to protect you and the activity leaders,
the activity’s members, UBU, the University and members of the public from personal
injury and legal proceedings.

If you are ever in any doubt about how to undertake something, just get in touch.

1.1 Risk assessments

A risk assessment looks at what could cause harm to people, so that you can weigh up
whether you have taken enough precautions or should do more to prevent harm. It will
help you plan, deliver and review your activities and protect you and your members, as
well as complying with the law. In many cases cheap and easy measures can be put in
place to control risks. Risk assessments don’t need to be complicated and provided a
few simple steps are followed can easily be completed by most people.

All activities must be risk assessed by the nominated/appointed person managing the
activity and the appropriate control measures implemented before any activity takes
place. Failure to do this may result in disciplinary action.

Getting started

You need to have a risk assessment for all your activities - consider the potential risks of
everything your society/sports club does whether it be a regular meeting in a room in
the Union, a one off event, a weekend away or a social. Remember, you need to consider
risks to which members and others may be exposed from the time an activity starts until
it finishes — for trips this includes the journey.

It is important that risk assessments aren’t simply thought of as form filing. You need to
plan a specific time to complete the risk assessment and review it.

Reviewing your risk assessment

Risk assessments need to be reviewed when something changes and at least once a year.

Other occasions when a review may be necessary include:

¢ |f an activity, equipment or venue changes

* Following an accident or incident

* When experienced members and leaders have left

* Changes to guidance such as that provided by industry, the HSE and a National
Governing Body (NGB)

* You have any other reason to suspect it’s no longer valid

Generic risk assessments

Generic assessments may be acceptable e.g. if you regularly do the same activity, at the
same location and with the same people. The generic risk assessment will need to be
reviewed and amended each time you do the activity.

Hazards and risks

When thinking about your risk assessment, remember:

* a hazard is anything that may cause harm, such as chemicals, electricity, working from
ladders, falling rocks, car accident, an open drawer, etc

¢ the risk is the chance, high or low, that somebody could be harmed by a hazard,
together with an indication of how serious the harm could be.
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Risk assessments must consider “obvious and significant” hazards — if you have to go
looking for a hazard then you probably don’t need to put it on the risk assessment. You
are not expected to eliminate all risk, but to protect people as far as is “reasonably
practicable”.

Examples of risks likely to apply to most societies/sports clubs:

Risk / Hazard Consideration

Fire Emergency procedures of the venue — fire exits,
evacuation procedure, fire extinguishers. Is there a risk

of fire with the activity?

Electrocution Electrical equipment — is it safety checked and do your

members know how to use it?

Slips, trips & falls Maintain the area you are active in — promote individual

responsibility for keeping the area tidy and safe.

Lighting Indoor and outdoor lighting — is this adequate for your
activity?
@ Transport Think about how you’re going to get safely to and @

from an activity. Are drivers suitable qualified and
experienced? Do you need to allow rest breaks? How

much kit will you need to transport?

Social events If it is being held in the name of your student group or
has been in some way promoted by your group, you

must assess it.

Alcohol You must make sure that people are drinking sensibly
and that if they are not there is someone to put a halt

to their alcohol intake.

Physical activities There is a risk to all physical activity so it is important
you show this has been thoroughly assessed — first aid,

safety checked equipment, qualified officials etc.
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Examples of hazards you might encounter:

Indoor hazards

e Inappropriate lighting

e Temperature

e Insufficient or unsuitable space

e Untidiness — causing trips/fire hazard

e Stairs — dark/steep/no handrail

e Lack of fire escapes/extinguishers/
procedures

e Slip/trip/fall hazards

¢ Inadequate ventilation

e Inhalation of dust

e Poor surfaces for activities — slips/
trips/impact

e Electrical hazards

e Overcrowding

Hazards on hills / mountains

e Slips and trips on grass, mud, rock

e River crossings

® Remote locations

e Difficult communication — weather/
distance

e Falling debris

e Extra work imposed by terrain type/
angle

e Lack of shelter

e Separation of group members

¢ Getting lost

e Falls from height

e Extremes of weather

Hazards on still / moving water

e Getting swept away from equipment or people
e Collision with rocks in and to sides of rivers

e Striking/trapping by submerged obstacles

¢ Being dragged down by undertow

e Restricted or impossible access to/from water
e Access problems — rescue/getting kit into water
e Falls from drops in level at weirs/waterfalls

* Getting out of depth

* Low water temperature

e Separation from other people

e Slips/trips on steep banks or uneven surfaces

e Difficult communications

® Remote locations

Sporting activity
hazards

e Uneven playing surface

e Playing surface too hard
or soft

e Hard or sharp objects
on pitch

e Sliding on Astroturf or
tarmac

e Collisions / conflict with
surrounding objects or
people

¢ Impact from sports
equipment

e Contact sports injury

® Personal injury —
fracture/sprains/cuts

Types of activity to consider:

You will need to think about all of the different types of activity that you do — these may
include:Visits to other cities; Campaigning; Transport; Socials; Maintenance; Fixtures/
tournaments; Competitions; Events; Rehearsals/performances; Meetings

20/09/11
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Five steps to Risk Assessment

When putting together a risk assessment follow the five steps outlined below.
Remember to use your common sense, think about all areas of the activity including the
facility as well as club members.

Step | Identify

Hazards

Only those hazards that you could reasonably
expect to result in significant harm. Speak to your
members, look at NGB guidance, step back and
‘view your activities’, look at previous accident data,
contact manufacturers, look at the HSE website and

speak to Do it Hub staff if needed. Consider:

The equipment you will use

The tasks/activities you will undertake

The environmental factors of the area you are
using

Human factors e.g. experience of members

Step2

Decide on
who might
be harmed

and how

Members, public, audience, road users, volunteers
from other organisations, Union and University
(e.g. from adverse publicity) etc

Consider those who might be at particular risk,
e.g. those less experienced, people with disabilities
and children

Step 3

Evaluate the
risks and
decide on

precautions

e Can you eliminate the hazard/risk?
e Can you substitute the hazard/risk?

Can you implement controls? These need to be
“reasonably practicable” — a balance between cost
(time, money and effort) and the hazard & risk e.g.
if the hazard/risk is high and cost of the control is
low then it would be reasonable to implement the
control.

Can you reduce the time exposed to the risk?
Can you implement safer systems?

Can you give more training and information?

Do you have adequate personal protective
equipment, first aid provision, robust emergency
procedures and welfare provision?

Step 4

Record your
findings and
implement
them

Who did the assessment?

When and where?

What activity was assessed?

Details of steps |-5

If more precautions are needed who will do them
and by when?
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Step 5

Review your
assessment
and update if
necessary

the club

longer valid

* When an activity, equipment or venue changes
¢ Following an accident or incident
* When experienced members and leaders have left

¢ Changes to guidance e.g. provided by industry,
HSE & NGB’s
® You have any other reason to suspect it’s no

Risk rating

Risk rating is designed to help you consider the risk associated with your activities and
uses a scoring system. Using the matrix below the “severity” and “occurrence” are

multiplied together to give the risk rating. This is shown on the risk assessment before
and after any additional controls have been put in place.

Likely severity of injury
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Slightly Harmful Harmful Extremely
(minor/no (medical Harmful (major
injury) treatment) injury/death)
[ 2 3
Likelyhood Highly
of i Trivial Tolerable Moderate
occurence Unlikely
| I 2 3
Unlikely Tolerable Moderate Substantial
2 2 4 6
Likely Moderate Substantial Intolerable
3 3 6 9
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Form
Purpose of
iGroup Name: [Birdwatching society .f.’:::/s:gsﬂ;/ Z;Lu:;?syfqik:onner on side of building for
Event/Trip/
Person 2t h "
compleﬁng. Bethan Howell aos"sgelsns?\!\en' date: ;(1)09September zz‘:::w 11" June 2010
lassessment:
Risk rating (see Risk rating (see Person Date for
Hazara | Persons |  Existing matrix) before Additional matrix) after responsib| " g o0
affected| controls _controls controls _controls le
Severit|Occurre| Risk Severit|Occurre| Risk
nce rating nce rating
Falling off [Students,[None — first |2 2 14 Book tower 2 1 2 Tony 11/09/10
ladder loublic, ffime we've iscaffold and Brown
staff, idone this lappoint two
voluntee icompet
Irs. icontractors to
lambulan effect banner
ce (speak with
service, imanufacturer
visitors to
freshers Barrier off/
icone scaffold
tower,
iconsider
traffic
imanagement
if people
have to walk
into road
Marshal
lbanner
lputting up —
lensure high
@ visibility @

iclothing worn

University of Bristol Students’ Union
Student Activities Risk Assessment Form

DO -

Fondraaing Achites

Purpose of
iGroup Name: [Frisbee Club .I‘.\Qs::/s:gﬁri?;/ Outdoor Training — twice a week
Event/Trip/
Person
icompleting |[Robert Howell Original . ] September Revle.w 20" August 2010
lassessment assessment date: 2009 date:
Risk rating (see Risk rating (see Person Date for
Hazara | Persons Existing matrix) before Additional matrix) after responsib| " ' .o
affected| controls controls controls controls le
lsoverity Occurre| Risk severity|Occure] Risk
nce | rating nce | rating
Injury due [Club Only allow 1 2 2 IMake uneven |1 1 1 Robert 25/8/10
to playing [memberplay to lground aware Howell
lon uneven s icommence to all
surface lon ground Imembers
ith no ithrough use of
imaijor pot icones
holes etc
Hard or IClub Playing 1 1 1 None 1 1 1 Robert 25/8/10
sharp member pitches Howell
lobjects on |s looked over
pitch ffor large
stones before|
play starts
Collisions  [Club 1 2 2 First aid kit to |1 2 2 Julie 25/8/10
ith other |member be present in Newman
layers Is iclub
lequipment
bag
Injury/ IClub IClearly 1 1 1 First aid kit to |1 1 1 Julie 25/8/10
icollision member|marked be present in Newman
ith s, public [pitches iclub
imember of leauioment

®
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Communiy ond
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Union

University of Bristol Students’

Student Activities Risk
Assessment Form

Purpose of
Group Name: Walking and Scrambling  |Assessment: ICamping and scrambling trip in Snowdonia —
: IClub [Task/Activity/ 25 & 26 September 2010
Event/Trip/
Person Original Review
icompleting Robert Brown assessment date: 2 April 2010 date: 15 September 2010
assessment: ; ;
REKTSHNG[(ZES Risk rating (see ReEEm Date fol
Persons matrix) before responsib
Hazard |affecte| Existing controls co.z"ms Ag:::z:;:' matrix) after controls F|e action
d - Joccurre[ Risk Severit[Occurren| Risk
Y| _nce |rating y ce rating
Road trafficlPassen |Use experienced 2 2 4 Ensure all 2 1 2 Drivers 05.09.1C
laccident |gers, minibus drivers drivers have land
public, undertaken Robert
lother iand passed Brown
road Union (trip
users Iminibus lorganiser
assessment
Build in
additional
rest breaks
into journey
lan.
Injury [Trip IAppropriate 2 2 None 1 2 2 [Trip 25.09.1C
resulting Memb [footwear to be IMembers
from slips, lers worn, approach/
trips and descent to be
falls icarried out
before nightfall,
lor head torches
to be carried.
[Split heavy loads
between group
members + pack
bags stably. Use
@ la safety rope if @
required.
Abseil [Trip Experienced 13 1 13 None 3 1 3 [Trip 25.09.1C
descents Memb |(possibly SPA or IMembers
lers IML qualified) & Robert
persons to set up Brown
fixed ropes (trip
lorganiser
Nightfall [Trip Make party 2 2 None 1 2 2 [Trip [25.09.1C
before Memb Imembers aware Members
retreating lers lof approximate & Robert
from time of sundown Brown
iImountain & carry head (trip
torches. Where lorganiser
lappropriate take )
survival
lequipment
(emergency
shelters, extra
clothes and
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Once you have completed a risk assessment please keep a copy yourself and ensure you
share this with your members and the rest of the committee. Please send a copy to the
appropriate staff member in the Do it Hub.

11.2 Dealing with accidents and incidents
In the event of any serious accident or incident which involves the Emergency Services or
which could involve media attention please follow this procedure:

I.  Ensure the safety of yourself then the group. Call the Emergency Services if
necessary and ensure before you call that you are able to explain exactly where
you are.You will also need to give them your name, the number from which you
are ringing and a brief summary of the incident including possible injuries and the
number of injured. Where possible treat any casualties if it is safe to do so.

2. Contact University Security (see reporting) as soon as possible.

3. Do not make any statement to the media other than “no comment”. DO NOT
discuss any aspect of the incident with anyone who is not connected with the
emergency services.

4. It is the responsibility trip leader and vehicle driver to ensure that all participants are
aware of the actions to take in the event of an emergency.

Reporting accidents and incidents
At the time of the accident/incident, all incidents/injuries should be reported to the
appropriate officials e.g. sports venue staff, opposition, event organisers etc.

@ All incidents and accidents must be reported to the Activities & Participation Manager @
within 24 hours or as soon as is practicable. An accident form will be provided for
completion.

If a serious incident/emergency takes place off University property it must be reported
immediately to University Security on 0117 9287848.

Inform security of the following information:

* Your name and where you are calling from

* The name of the society/sports club/activity involved

e A brief description of the incident — where, what, how

® The name(s) and numbers of students involved in the accident/incident
® The name of the hospital where any casualties have been taken

® The name and number of any police officers in attendance

University Security will ensure that the necessary action is implemented.

11.3 Insurance

Personal accident insurance (sports clubs only) — All members, who’ve purchased
Sport & Health (AU) membership, have personal accident insurance. This provides cover
for eventualities such as death, permanent disability, broken bones, hospital confinement,
dental expenses, physiotherapy etc. A summary of the cover is on the UBU website and
is available from the Do it Hub.

Public liability insurance - This policy covers the University’s and the Union’s legal
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liability to third parties (i.e. students, visitors or members of the public) for death, injury
or damage to their property. The limit of indemnity is £50m for any one accident.

Travel insurance — If your society/sports club is going abroad please ensure your
members are aware that UBU does not provide travel insurance and they will need to
arrange this themselves. If travelling within the EU (plus Iceland, Liechtenstein, Norway
and Switzerland) you can get free or reduced-cost emergency treatment with a European
Health Insurance Card - visit www.ehic.org.uk. However, this will not cover the cost of
getting you home after an accident, or insure your possessions, so you and your members
will still need to take out travel insurance.

11.4 Equipment
You must keep an equipment inventory and up date it when new kit is bought or old
items are discarded or replaced.

Equipment must be in good condition and regularly checked to maximise its life
expectancy and safety. Kit that does not conform to safety standards should be
disposed of in an appropriate manner. If you are unsure please speak to the Activities &
Participation Manager.

12. Societies
® 12.1 Starting a new society ®

The best place to start is by contacting the VP:Activities. You need to have a membership
list of at least 30 students interested in joining. This needs to include their name, student
number, email address and signature.

You will also need to write a constitution for your society. It's important to make sure
you have your aims clearly laid out and that the officer roles are also clearly defined. Your
society will need a minimum of a President, Treasurer and Secretary.

Once you have these documents completed please send them to the Vice President:
Activities. These documents will then go to the Societies Exec who will decide whether
to recognise your society or not. You may wish to include a letter to the Societies Exec
outlining what activities your society will engage in and why you feel students need this
society. The Societies Exec may ask you to attend this meeting to answer questions
about your proposed society.

13. Sports
13.1 Club Captain’s checklist

As a Club Captain it is extremely important to start the year with everything organised
and in place. UBU Sport & Health have created a simple check list for you to consider:
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Requirement Considerations

Coaches / * Have you organised all your coaches/instructors for the year?

. ¢ Will your coaches/ instructors cater for all your members’

instructors B .
abilities and size of your club?

® How are you going to pay for their services? Do you know the
costs up front? Have you budgeted to cover the costs?

* Have you discussed the clubs aims for the year with your
coaches/ instructors?

e Can your members complete coaching/instructors qualifications

Training ¢ Have you booked your training slot at UBU/Coombe Dingle/
SEH or an external facility?

e Is there enough space for all your members to train? If not can
you split the sessions up?

® How are you going to pay for the facility hire? Do you know the
costs up front? Have you budgeted to cover the costs?

Pre season ® Pre season can help you get the best start to your season.This
includes the break between Christmas and fixtures starting up
again in January.

® Have you organised any Fresher’s taster sessions?!
* How about fitness sessions before the season starts?
® Have you reminded all your returning members that pre season
@ training can give them a jump start? @

Equipment / Kit [ ® Do you have enough equipment/kit to cater for all your
members?

* What condition is it in?

Have you budgeted for new equipment/kit for the year?

Do you need to start thinking about budgeting for new

equipment/kit in the next few years?

See Section 5.7 for more information.
Contact the Sponsorship Officer on the Sport & Health Exec for
support: au-sponsorship@bristol.ac.uk

Sponsorship

13.2 Club development paperwork

The Club Development paperwork was created to help improve your club’s organisation
and its offer to all members. It is aimed at helping your club to progress by achieving its
goals. It is also a fantastic way to show us all the great things you're doing.

This club support tool encourages you to first analyse the club’s resources i.e. what it
offers members and what the members can bring to the club e.g. qualifications. Once the
basics have been established it then allows for some forward thinking and goal setting.
Finally once everything has been taken into account, you can review the club’s finances,
setting the budget and completing the grant application form.

‘ ‘ Handbook 1.indd 48 @ 20/00/1 12:43 PM‘ ‘



BN ] - [ T

13.3 British Universities & Colleges Sport (BUCS)

BUCS is the national governing body for University sport in the UK. It’s currently
responsible for organising inter-university competitions for 50 sports and organising
representative teams for the World University Championships and Games.With a
membership of 157 universities and colleges, it coordinates competitions and leagues for
thousands of students up and down the UK.

It’s very important that you're aware of the BUCS ruling system. Clubs will be issued
with a BUCS rules handbook at the Sports and Societies Conference and you must
ensure all relevant parties read up on the rules for your sport before the season starts.
If you loose your rule book all rules can be found on the BUCS website: www.bucs.org.
uk If you have any questions about the rules please contact the Sports Development
Coordinator, email: auadmin-ubu@pbristol.ac.uk

Please also ensure all relevant parties are up to date on the general rules of BUCS
including eligibility of competitors and umpires. Failure to meet these rules may result
in a team having to forfeit, expensive fines and in rare occasions the University getting
punished.

Remember BUCS is about fair play and providing a great sporting experience. It’s not all
about taking walkovers - after all you're all here to play sport!

BUCS League and Cup matches
The majority of UBU sports clubs will take part in weekly fixtures in the BUCS leagues
@ and cups. These matches are traditionally played on a VVednesday, but may sometimes be @
played at a weekend. There are three different types of cup dependant on the league the
team is in, all offering a fantastic opportunity to progress and compete in BUCS finals.

UBU will coordinate all Bristol fixtures centrally and work with the clubs to ensure all
fixtures are completed. As a club you will have some responsibilities which must be
completed. The next section explains these.

Fixtures and results

Fixtures: Each week UBU Sport & Health will send out the list of home fixtures. Please
ensure that all your team captains and players are aware of the start times for their
fixture. These fixtures must start on time due to limited facility space.

Results: Each week you must ensure all home and away results are reported to thee
Sports Development Coordinator within 24 hours of the fixture being completed. For
example all Wednesday results must be report by 12 noon on the Thursday. Results
can be reported by email (auadmin-ubu@bristol.ac.uk), telephone (0117 954 5875) or
text (0777 0795126). Failure to do so may affect your league position at the end of
the season. Please also double check the BUCS website in case away results have been
entered incorrectly by the other institution.

Umpires
It is the club’s responsibility to organise all umpires for their BUCS fixtures. It is also the
club’s responsibility to pay for all their umpires. Please make sure this has been included
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in your budget and you know if you need to pay by cash/invoice or cheque.

If you're having difficulty finding an umpire please get in touch with the Sports
Development Coordinator.

Transport Policy
In addition to the information in Section 10, there’s also a policy relating specifically to
transport for BUCS fixtures. This policy is available on the UBU website.

Match teas

UBU Sport & Health will no longer be providing teas for VWednesday fixtures, except
where BUCS rules state teas must be provided, and on an occasion where the team has
travelled a significant distance and UBU Sport & Health feel it necessary. This does not
mean to say clubs cannot arrange post match teas themselves.

First Aid Provision:

UBU Sport and Health will provide first aid cover for all BUCS home fixtures, if you
would like to arrange first aid cover for any non BUCS fixtures or events that your club
organises please get in touch with the Sports Development Coordinator.

Kit colours
Please ensure you have informed Sports Development Coordinator of all your club kit
colours before the season starts and if one of your teams decides to wear a different kit
colour for a fixture. Failure to do so could result in the other team taking a walkover. As
@ a backup perhaps supply the players with a set of bibs that are a different colour to their @
kit.

National Governing Body (NGB) affiliations

UBU Sport & Health can inform you if BUCS rules state that you must affiliate to your
NGB. It is the club’s responsibility to then ensure they affiliate and pay the affiliation fees.
Please make sure this has been included in your budget.

Match day

Matches on/off: In the case of bad weather; UBU Sport & Health will either check with
Coombe Dingle (for home matches) or the other institution (for away matches) to see
if your fixtures can go ahead. UBU Sport & Health will then contact the Club Captain to
update them. Please ensure you are available on a VWednesday mornings and if you are
not inform us before! It is then the Club Captain’s responsibility to ensure the correct
people, including umpire, team captains and players are informed.

Pulling out of a match: Please inform UBU Sport & Health immediately if a team is having
problems and may not be able to take part in a fixture. Please be aware that due to the
strict BUCS rules this may result in your team taking a walkover and possibly a fine. UBU
Sport & Health will also have transport costs still to pay if this decision is made at the last
minute, which may result in a fine for your club.

Rearranged fixtures
Every year at least one of your fixtures is bound to get called off due to bad weather or
other reasons. UBU Sport & Health will be looking to rearrange these fixtures as soon
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W www.ubu.org.uk

T 0117 954 5800

Societies: ubu-activities@bristol.ac.uk
Sports Clubs: ubu-sport@bristol.ac.uk
Volunteering: ubu-volunteering@bristol.ac.u
Fundraising: rag-ubu@bristol.ac.u
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