SCHOOL OF ARTS, LANGUAGES AND CULTURES

Generic Risk Assessment Form A: Off-campus work in the UK

	Date: (1)


	Assessed by: (2)

	Validated by: (3)

	Location:  (4)


	Assessment ref no (5)


	Review date: (6)



	Task / premises: (7)

This generic risk assessment has been approved by the Director of Research for low risk off campus research activities by staff and postgraduate students in the School of Arts, Languages and Cultures. Please complete the line above with your own details (see the notes section which follows the form).
This risk assessment is suitable for research activities which are carried out in rural and urban sites in the UK and which: 

· Engage with healthy adults

· Engage with healthy children and young people under 16 years in a professional setting accredited to work with children and young people, such as a cultural institution, school or youth club, and where the child/young person is accompanied by a parent/carer or professional with a duty of care;

· Follows standard procedures and research methods relevant to the discipline that the research is positioned inside;

· Does not explore topics that are not overly contentious or sensitive (that are either not contentious or sensitive at all, or where a reasonable person would agree is a topic of legitimate interest and may result in distress or upset in very rare instances);
· Presents a minimal level of risk to researchers and/or research participants. 

It covers the following research activities: questionnaires, interviews (including online questionnaires and interviews), focus groups, elicited conversation, observations, experiments related to linguistics of phonetics research, including recorded listening and speech tests which may use eye trackers or head gear, creative practice as research (drama workshops, arts projects, exhibitions, film-making, educational interventions, performances) and reflective journaling. 

It is not suitable for persons working outside the UK.

It is not suitable for persons working in hostile environments.

An additional risk assessment form must be completed for any hazards not covered by the Generic Risk Assessment.

In the case of postgraduate research, risk assessments must be reviewed and approved by supervisors/tutors before permission for the research to proceed is granted.




	Activity (8)
	Hazard (9)
	Person(s) in danger (10)
	Existing measures to control risk (11)
	Risk rating (12)
	Result (13)

	Off campus work in the UK, in stable rural and urban environments.
	Lack of competence.

	Staff and postgraduate students in SALC
	Academic staff have recognised expertise in the research methods employed, and in navigating the sites travelled to. Where new methods and sites are involved, appropriate training and advice is sought prior to the commencement of the research.

Postgraduate students have discussed research with staff, are trained in appropriate methodologies and supervised throughout the process of the research. Training includes attendance at research ethics training offered by the School (as part of artsmethods@manchester). Detailed research plans are reviewed by supervisors/tutors. 
Research takes place in locations where first aid and/or other medical support or facilities are available within 30 minutes.
Research is carried out in normal working hours or at a time convenient to the research participant.

No alcohol is consumed whilst carrying out research.
	Low
	A

	Off campus work in the UK, in stable rural and urban environments.
	Increased exposure to risks of everyday life and social interaction, such as road accidents and infectious illness.
	Staff and postgraduate students in SALC
	University of Manchester guidelines for health and safety during fieldwork and lone working have been consulted as appropriate to the research activity.

Where possible, Masters student research in public areas is undertaken in pairs. Where this is not possible students must consult with supervisors to put in place adequate safeguards, including establishing detailed research plans and maintaining regular contact. ALL Masters research in private homes must be undertaken in pairs. 

	Low
	A

	Lone working in the above sites. 
	Risk of harm.
	Staff and postgraduate students in SALC
	Where research involves being away for repeated or extended visits alone, a ‘buddy’ is nominated and given to a colleague – with agreed procedure for contact and escalation plan should contact not be maintained. A buddy is a responsible person who knows where the researcher is, when they are expected to return, and what action to take if the research does not return. The buddy must have the contact details of the supervisor or line manager (and vice versa) prior to the start of the research. The researcher must keep the buddy regularly informed of research activity, and updated about any changes to research activity.

If the researcher does not return as expected, the buddy must attempt to contact the researcher, and then alert supervisor/line manager if they fail to establish contact. 

Researchers will carry a fully charged mobile phone and map of the area. 

Be prepared to arrange alternative venues for your research activity if security is in doubt. If in doubt of safety or feeling uneasy, leave the research site immediately.
It is advisable that Masters student research in public areas is undertaken in pairs. ALL Masters research in private homes must be undertaken in pairs.

	Low
	N

	Travel to and from sites of research.
	Risk of harm.
	Staff and postgraduate students in SALC
	Use licensed and reliable public transport, private car or a reputable taxi firm. Plan the route in advance and always take a map. Ensure appropriate budgeting for use of taxis if needed.
Plan the route in advance and always take a map. Carry a fully charged mobile phone.
Study a map of the area for clues as to its character. Look for schools, post offices, railway stations and other hubs of activity. Think about escape routes from dense housing areas. If doubts about safety are indicated, reconnoitre the vicinity in advance to assess the need for accompanied interviews, shadowing and pre-arranged pick-ups.
Avoid walking alone at night. Keep to busy and well lit roads where possible.

Don’t use personal stereos so that you cannot hear what is happening around you. Equipment and valuable items should be kept out of sight.

If you are traveling by private care: make sure you have cover so that you can call road recovery services in the event of a breakdown; do not leave valuables visible in your car; park in well lit areas.

	Low
	A

	Working in institutional environments. 


	Lack of awareness of health and safety, safeguarding and risk protocols in those sites.
	Staff and postgraduate students in SALC; research participants
	Where research takes place off-site in an institutional environment – the researcher must make him/herself aware of relevant health and safety, safeguarding and risk protocols in that site.

The researcher must ask permission before conducting any research in the site and a letter of approval from must be appended to the Ethical approval form.


	Low
	N

	Working with children and young people in institutional environments.

	Risk of exposing research participants to harm.
	Staff and postgraduate students in SALC; research participants
	All research with children and young people covered by this risk assessment is carried out in the presence of a carer or professional with a duty of care in a site accredited for working with children and young people. In accordance with the protocols in that site, parental/carer consent will be sought prior to undertaking the research, as well as consent from the child/young person. 

Please note: research with children and young people that does not comply with the above must go forward to UREC for approval, and a discrete risk assessment completed.
	Low
	A

	Travelling to and within high crime neighbourhoods.

	Risk of harm to researcher
	Staff and postgraduate students in SALC
	Follow the procedures noted above and ‘travel to and from sites of research’.
Ensure safe travel to and from site – use a private car, reliable public transport, or licensed taxis. If using public transport, ensure that you know timetables. 
Check local sources, such as the police, for their assessment of risks in the neighbourhood, and follow advice. Use these sources to continue to assess risks during the research. 

	Medium
	A

	Researching in private homes. 


	Risk of harm to researcher.
	Staff and postgraduate students in SALC
	Research taking place in private homes must use the buddy system described under ‘lone working’ above, including nomination of a buddy, and researchers must read and carefully consider the University of Manchester’s lone working guidance.  
Researchers should carefully consider whether it is necessary for research to take place in a person’s home. 
ALL Masters student research in private homes must be undertaken in pairs.

	Low
	A

	Researching in a community.

	Risk of offence.
	Staff and postgraduate students in SALC
	When working in a community site it may be useful to prepare the ground by: meeting local 'community leaders' to explain the research and gain their endorsement, and informing other significant local actors, such as statutory and community organisations in touch with potential interviewees.
Try to avoid appearing out of place. Dress inconspicuously and unprovocatively, taking account of norms of the environment, including cultural norms. 

For research taking place in public areas – parks, including national parks, and public land – the research will find out what permissions (by consulting local authority sources) are needed for activities in those sites and secure the necessary permissions. 

	Low
	A

	Carrying out interviews and questionnaires in face-to-face environments. 
	Risk of offence. 
	Staff and postgraduate students in SALC
	All researchers will be trained in good interview techniques.

Participant information sheets will explain in layperson’s terms what questions might be asked, how long interviews will take and style of interview.

Researchers will behave inconspicuously, avoid making personal remarks about people or environments, and dress appropriately so as to not attract undue attention.

If you are in any discomfort or feel uneasy, trust your instincts and find an excuse to end the interview or questionnaire.
	Low 
	A

	Carrying out interviews and questionnaires online.
	Risks associated with online research.
	Staff and postgraduate students in SALC
	Keep yourself up to date with ongoing debates about ethics of online research, the scope of which are constantly changing and expanding. 
Follow good practice for research ethics at all times (research must be of good quality, you must be trained to carry it out, it needs to be well designed, it must have significance etc). 

The research must not involve the use of deception at any stage, use of avatars/online personas must be clearly identified as researchers from the University of Manchester, and avatars/online personas must be treated as if they are ‘human participants’.
Researchers must be aware that discussions and information shared online, even though in a public forum, may still be experienced by research participants as private.

	Low 
	A

	Research that explores topics that are contentious or sensitive, that a reasonable person would agree is a topic of legitimate interest and may result in distress or upset in very rare instances.
	Risk of offence.
	Staff and postgraduate students in SALC
	This risk assessment does not cover research into sensitive and controversial topics that are likely to cause distress because they are delving into personal histories or traumatic experiences. However, some topics that may be explored in arts and languages research - for example, religious practices, how people from specific backgrounds/ communities/identities are represented in art and literature, questions of cultural difference, the production and reception of socially or politically provocative exhibitions or performances - may provoke strong feelings in respondents. Issues of race, culture and gender may also impact significantly on the safety of researchers. 
Where appropriate, researchers will develop their awareness of the possible negative responses that their topics might provoke, and topics will be described clearly on participant information sheets shared with participants prior to the start of the research. Researchers will carefully consider how differences of religion, race, gender or sexuality might create additional risks of offence in relation to their specific research projects, and put measures in place to avoid causing offence and minimise risk. Researchers will ensure that the are aware of the cultural norms in the sites visited, and aware of gender dynamics of research interactions. This will include appreciation of body language, the acceptability or not of physical contact and the need to establish the right social distance - neither over-familiar nor too detached.

	Low
	A

	Working across cultural difference.
	Issues of access/ inclusion, and risk of offence.
	
	Where the research takes place in a language other than English, the researcher will be fluent in that language and/or make use of professional translation and interpretation services. Participant information sheet and consent forms will be translated as appropriate. 

Researchers will develop awareness of cultural norms in the research site/community and act in ways that are respectful of these at all times. Researchers will be aware of the power imbalances that can occur in cross-cultural research, and manage encounters so as to minimise these, including making research participants aware of their right to withdraw from the research without giving an explanation. 

	Low
	A

	Unwelcome or distressing experiences that arise during research.
	Risk of distress to researcher and research participants. 
	
	Where research activities lead to unexpected and unwelcome distressing experiences, researchers need to ensure they debrief with supervisor/tutor, colleagues and access sources of support where needed. 
Due consideration given to signposting research participants to relevant sources of support where appropriate.

Any incident that occurs will be reported to the Research Ethics panel so that it can contribute to annual review of the risk management process. 
	Low 
	A


	Action plan (14)

	Ref no.
	Further action required
	Action by whom
	Action by when
	Done 

	Lone working
	Nomination of buddy, details of research plan given to buddy and supervisor/line manager, contact details exchanged.
	Researcher and supervisor/line manager.
	Prior to start of research.
	

	Working in institutional environments
	Researcher must make him/herself aware of relevant health and safety, safeguarding and risk protocols in that site.


	Researcher and host at institution.
	Prior to start of research.
	


Notes to accompany General Risk Assessment Form

This form is the one recommended by Health & Safety Services, and used on the University’s risk assessment training courses.  It is strongly suggested that you use it for all new assessments, and when existing assessments are being substantially revised. However, its use is not compulsory. Providing the assessor addresses the same issues; alternative layouts may be used.

(1) Date : Insert date that assessment form is completed.  The assessment must be valid on that day, and subsequent days, unless circumstances change and amendments are necessary.


(2) Assessed by : Insert the name and signature of the assessor.  For assessments other than very simple ones, the assessor should have attended the University course on risk assessments (link to STDU)


(3) Validated by : Insert the name and signature of someone in a position to validate that the assessment has correctly identified hazards and addressed the risks.  This will normally be a line manager, supervisor, principal investigator, etc.. who should be competent to identify the hazards and assess the risks.  This person should have attended the University’s risk assessment course, or equivalent.  


(4) Location : insert details of the exact location, ie building, floor, room or laboratory etc


(5) Assessment ref no : use this to insert any local tracking references used by the school or administrative directorate


(6) Review date : insert details of when the assessment will be reviewed as a matter of routine.  This might be in 1 year’s time, at the end of a short programme of work, or longer period if risks are known to be stable.  Note that any assessment must be reviewed if there are any significant changes – to the work activity, the vicinity, the people exposed to the risk, etc


(7) Task / premises : insert a brief summary of the task, eg typical office activities such as filing, DSE work, lifting and moving small objects, use of misc electrical equipment.  Or, research project [title] involving the use of typical laboratory hardware, including fume cupboards,  hot plates, ovens, analysis equipment, flammable solvents, etc.


(8) Activity : use the column to describe each separate activity covered by the assessment.  The number of rows is unlimited, although how many are used for one assessment will depend on how the task / premises is sub-divided.   For laboratory work, activities in one particular lab or for one particular project might include; use of gas cylinders, use of fume cupboard, use of computer or other electrical equipment, use of lab ovens, hot plates or heaters, use of substances hazardous to health, etc


(9) Hazard : for each activity, list the hazards.  Remember to look at hazards that are not immediately obvious.  For example, use of a lathe will require identification of the machine hazards, but also identification of hazards associated with the use of cutting oils (dermatitis), poor lighting, slipping on oil leaks, etc.   The same activity might well have several hazards associated with it.    Assessment of simple chemical risks (eg use of cleaning chemicals in accordance with the instructions on the bottle) may be recorded here.  More complex COSHH assessments eg for laboratory processes, should be recorded on the specific COSHH forms (link).


(10) Persons in danger : insert everyone who might be affected by the activity.  Remember those who are not immediately involved in the work, including cleaners, young persons on work experience, maintenance contractors, Estates personnel carrying out routine maintenance and other work. Remember also that the risks for different groups will vary.  Eg someone who needs to repair a laser may need to expose the beam path more than users of the laser would do.


(11) Existing measures to control the risk : list all measures that already mitigate the risk.  Many of these will have been implemented for other reasons, but should nevertheless be recognised as means of controlling risk.  For example, restricting access to laboratories or machine rooms for security reasons also controls the risk of unauthorised and unskilled access to dangerous equipment.  A standard operating procedure or local rules (eg for work with ionising radiation, lasers or biological hazards) will often address risks.  Some specific hazards may require detailed assessments in accordance with specific legislation (eg COSHH, DSEAR, manual handling, DSE work).   Where this is the case, and a detailed assessment has already been done in another format, the master risk assessment can simply cross-reference to other documentation.  For example, the activity might be use of a carcinogen, the hazard might be exposure to hazardous substances, the existing control measures might all be listed in a COSHH assessment.  Controls might also include use of qualified and/or experienced staff who are competent to carry out certain tasks;  an action plan might include training requirements for other people who will be carrying out those tasks.

(12) Risk Rating : the simplest form of risk assessment is to rate the remaining risk as high, medium or low, depending on how likely the activity is to cause harm and how serious that harm might be.  


The risk is LOW - if it is most unlikely that harm would arise under the controlled conditions listed, and even if exposure occurred, the injury would be relatively slight.


The risk is MEDIUM -  if it is more likely that harm might actually occur and the outcome could be more serious (eg some time off work, or a minor physical injury.


The risk is HIGH - if injury is likely to arise (eg there have been previous incidents, the situation looks like an accident waiting to happen) and that injury might be serious (broken bones, trip to the hospital, loss of consciousness), or even a fatality.


Schools or administrative directorates may choose to use other rating systems.  Typical amongst these are matrices (of 3x3, 4x4, 5x5 or even more complex) which require the assessor to select a numerical rating for both “likelihood that harm will arise” and “severity of that harm”.   These may give a spurious sense of accuracy and reliability – none are based on quantitative methods.   There are methods of estimating risk quantitatively, and these may be appropriate for complex design of load bearing structures and the like.  Advice on methods of risk assessment is available from HSS.  Whatever system of assessment is adopted, it is essential that the assessor has received suitable training and is familiar with the meaning of the terms (or numbers) used.

(13) Result : this stage of assessment is often overlooked, but is probably the most important.  Assigning a number or rating to a risk does not mean that the risk is necessarily adequately controlled.  The options for this column are:



T = trivial risk.  Use for very low risk activities to show that you have correctly identified a hazard, but that in the particular circumstances, the risk is insignificant. 


A = adequately controlled, no further action necessary.   If your control measures lead you to conclude that the risk is low, and that all legislative requirements have been met (and University policies complied with), then insert A in this column.


N = not adequately controlled, actions required. Sometimes, particularly when setting up new procedures or adapting existing processes, the risk assessment might identify that the risk is high or medium when it is capable of being reduced by methods that are reasonably practicable.  In these cases, an action plan is required.  The plan should list the actions necessary, who they are to be carried out by, a date for completing the actions, and a signature box for the assessor to sign off that the action(s) has been satisfactorily completed.  Some action plans will be complex documents; others may be one or two actions that can be completed with a short timescale.


U = unable to decide. Further information required.  Use this designation if the assessor is unable to complete any of the boxes, for any reason.  Sometimes, additional information can be obtained readily (eg from equipment or chemicals suppliers, specialist University advisors) but sometimes detailed and prolonged enquiries might be required.  Eg is someone is moving a research programme from a research establishment overseas where health and safety legislation is very different from that in the UK.  


For T and A results, the assessment is complete. 


For N or U results, more work is required before the assessment can be signed off. 

University risk assessment form and guidance notes.
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