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Overseas Residential Fieldtrip Risk Assessment

	Fieldtrip Destination

	
	

	Risk Assessment type  (delete as appropriate)
	New trip       Reconnaissance Trip       Continuing Fieldtrip         Update to current RA                                        
                                                                                                               (please complete section below) 

	

	Which Hazards have been amended or added to the Risk Assessment:
	
	

	Fieldwork Lead name(s)

Signature*
	
	Date

	Approval given
	Yes                                No
	Date

	Approved by:-

 Name
Title
Signature*
	
	Date


This risk assessment is only suitable for overseas based residential fieldtrips

In signing this document all parties are recognizing that they have read the Risk Assessment thoroughly and have taken all relevant precautions to keep themselves and other participants safe.  

All completed Risk Assessments should be submitted to fieldwork.seed@manchester.ac.uk 

In the event of an emergency contact the British Embassy/Consulate. Inform the Senior Fieldwork Administrator telephone: +44 (0)161-275 0960 or mobile +44 (0)792 916 8818. For a 24/7 response telephone the fieldwork mobile +44 (0)792 916 8818, and where possible email fieldwork.seed@manchester.ac.uk.  Please also refer to the Emergency response plan for major incidents during field courses for more detailed information and further contacts. 

Tim Allott, Head of School of Environment, Education and Development

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

	Off campus working 

	Working  outside of the UK


	All members of SEED
	In this section please consider and make note the following points:
· Appropriate departments, line managers and academic staff have been informed of the trip.

· A copy of this Risk Assessment has been filed with the Head of School.

· Students have discussed and agreed their trip with supervisors before undertaking any fieldwork.
	
	

	Off campus Overseas

	Political unrest, warfare.
	All members of SEED
	In this section please consider and make note the following points:

· What is the current FCO guidance for this destination.
· What is the demographic of the group traveling to this location and could any of these people have any specific issue with traveling to this location.

	
	

	Off campus Overseas


	Terrorist attack  
	All members of SEED
	In this section please consider and make note the following points:

· FCO travel advise and detail information here

· Staff should familiarise themselves with SEED’s Response plan for major incidents document.

If an attack occurs the group leader will:-

· Ensure all students are moved to a safe

         location, following advice from local law           

         enforcement. 

· Once away from danger the group leader will

   contact The University to update them on the  

   situation.

· Conduct in country risk assessment an

   ascertain if the trip needs to be modified or 

   cancelled.


	
	

	Off campus Overseas


	recognised hazardous areas, 


	All members of SEED
	In this section please consider and make note the following points Where will the group be visiting?

· Are there any areas that may be dangerous of have specific hazards associated with them such as: 

Factories, 

High crime neighbourhoods,
Sea, seashore, tides, currents, coral reefs etc

Marshes and quicksand

Pathogenic micro-organisms

Agrochemicals and pesticides

Dust Hazards (COSHH)

Chemical Hazards (COSHH)

Biological Hazards (COSHH)

Machinery 

Power lines and pipelines

Insecure buildings

Slurry and silage pits

Industrial premises, factories etc

Mountains, cliffs and steep slopes

Glaciers, crevasses, ice falls etc.

Caves, mines and quarries
	
	

	Off campus Overseas


	Research in hostile environments, e.g. large rivers, lakes, the sea or in wild areas.
	All members of SEED
	In this section please consider and make note the following points:

· What emergency measures have been put in place?

· Number of trained staff with the group

· First aiders in group and level of training

· Contact information for people within the group 

· Size of groups if splitting up over large area

· Available local support and access to emergency services

· Appropriate protective clothing 

· Safety equipment

· First aid supplies
	
	

	Off campus Overseas


	research with children, animals, illegal substances or illegal activities or where there are ethical considerations (see School ethical procedures)


	All members of SEED
	You must complete a full risk assessment and refer the activity to SEED’s Ethical Committee by contacting the Research Office and/or your supervisor and have this validated/approved before undertaking any such work.
	
	

	Off campus Overseas


	Communication in emergency
	All members of SEED
	In this section please consider and make note the following points:

· Full contact information for the Group/Individual have been logged with the school and noted at the bottom of the completed risk assessment.

· All group members have been given a copy of the emergency numbers for the group. 

· All group members have provided emergency contact information to the group leader. 

· All individuals are aware of the School office contact number +44 (0) 161-275-0966 and are aware to contact this number asap if there is any emergency regardless of what local support is already provided.

· Students and staff should be aware of Embassy and Consulate locations and they should be contacted in the event of an emergency
	
	

	Off campus Overseas


	Ill-Health whilst in the field
	All members of SEED
	In this section please consider and make note the following points:

· Has appropriate protective clothing been provided and are group members briefed on what they will need to provide. 
· Have appropriate protective kits been provided for dealing with hazardous materials.

· Have group members been briefed on their responsibility to inform occupational health of any pre-existing medical conditions
	
	

	Off campus Overseas


	Pre-existing medical conditions
	All members of SEED
	In this section please consider and make note the following points:
· Have group members been briefed on their responsibility to inform occupational health of any pre-existing medical conditions

· Does the person have enough of their own medication for the duration of the trip

· Has it been discussed how this particular trip could impact the persons help if applicable.

· Has a fitness to travel certificate been received from OH or the GP.
	
	

	Off campus Overseas


	Lone working, i.e. working out of eyesight of other colleagues
	All members of SEED
	In this section please consider and make note the following points:
· Are group members working alone, and is this avoidable.

· Are the areas where group members are working alone safe, secure or numeral public spaces.

· Can you ensure that the group work in a minimum of groups of 2 or 3 people.
	
	

	Off campus Overseas


	Causing harm to people
	All members of SEED
	In this section please consider and make note the following points:

· Has appropriate training been given regards the use of the following:
· Questionnaire and interview-based qualitative research methods.
· Use of equipment and materials.
· Health and safety practices 
	
	

	Off campus Overseas


	Causing offence to people
	All members of SEED
	In this section please consider and make note the following points:

· Has the group been briefed on local practices, customs and laws regarding behaviour, religious and political beliefs and appropriate clothing.
· If speakers will be employed have they been properly vetted to ensure that they understand the context in which they are presenting to the group.
	
	

	Off campus Overseas


	Attacks on people and property


	All members of SEED
	In this section please consider and make note the following points:
· Has the itinerary been well planned.

· Have the group been advised to avoid rallies and demonstrations.

· Have people been advised what areas are safe to travellers and where should be avoided.

· Have the group been advised to travel in small groups at all times.

· Have members been advised to dress inconspicuously and not show valuables.
	
	

	Off campus Overseas


	Unsafe travel 
	All members of SEED
	In this section please consider and make note the following points:

· Are reputable companies being used to book travel.
· Ensure that only licenced taxies being used 

· If hire vehicles are being used is the staff member driving fully trained on driving that type of vehicle if it is not a standard car.

· Do they have the correct licence which will allow them to drive on behalf of the university.

· Are roads safe and well-lit.
	
	

	Off campus Overseas


	Traffic
	All members of SEED
	In this section please consider and make note the following points:
· Is the group size likely to cause an issue when moving around in areas of high traffic

· Are roads well-lit and busy.
	
	

	Off campus Overseas


	Permission required to work on site from relevant authorities
	All members of SEED
	In this section please consider and make note the following points:

· Has permission been asked to visit private premises or field sites, including private car parks, e.g. at supermarkets.

· Ensure you follow any health and safety rules in force at the work site.
	
	

	Off campus Overseas


	Extreme weather
	All members of SEED
	In this section please consider and make note the following points:

· Is the local weather report being checked regularly
· Are the group aware that should conditions worsen that they may need to regroup is working over a split site
· Are appropriate clothing and supplies ensured before the group set off.
	
	

	Off campus Overseas


	Alcohol abuse
	All members of SEED
	In this section please consider and make note the following points:
· Avoid drinking alcohol on fieldwork and avoid people who are obviously drunk.

· Advise the group to avoid pubs and night clubs while carrying out fieldwork if possible.
	
	

	Off campus Overseas


	Freshwater immersion, ingestion and drowning
	All members of SEED
	In this section please consider and make note the following points:
· Have the group been advised on the areas that are hazardous.

· Have group members been advised on appropriate clothing 

· Are there any areas that should be avoided and are these clearly defined so the group are aware of these areas.
	
	

	Off campus Overseas
	Dangerous animals
	All members of SEED
	In this section please consider and make note the following points:

· Are the groups working are in close proximity to any while animals or livestock if so what precautions and advise have been given to the group.
	
	

	Off campus Overseas
	Working at heights, use of ladders
	All members of SEED
	You must have attended the University’s Training Course for working at height before you are permitted to use ladders or any other device. Please see HSE guidance at http://www.hse.gov.uk/work-at-height/index.htm

	
	

	
	
	
	
	
	

	Off campus Overseas
	Insects (including ticks)
	All members of SEED
	In this section please consider and make note the following points:

·     Exercise caution when out in the field and follow advice from tour guides.

·     A Health & Safety questionnaire is circulated to all students prior to the trip taking place requests information on allergies including where allergic to insects.  This information is passed to the Fieldwork Lead

·    Staff and students must notify the Fieldwork Lead if they are aware insects at the destination could cause them harm

· If bitten or stung by an insect you must notify the Fieldwork Lead immediately
	
	


	Contact numbers for colleagues in the field:-

Fieldwork lead to complete this section




Emergency contact numbers for SEED staff

	Name
	Title
	Contact number(s)
	Email Address

	Fieldwork Mobile
	
	07827234491 or 07818808480

	

	Nick Ritchie
	Fieldwork Administrator
	
	nicholas.ritchie@manchester.ac.uk
fieldwork.seed@manchester.ac.uk


	Suzi Edwards
	Applied & Distance Learning Manager
	+44(0)1612750816

07818808480


	Suzi.edwards@manchester.ac.uk
fieldwork.seed@manchester.ac.uk


	Rosie Williams
	Head of School Administration
	+44(0)1612750410

07879251676


	Rosie.williams@manchester.ac.uk 

	James Walker
	Deputy Head of School Administration
	+44(0)1612758690

07881662145
	james.walker@manchester.ac.uk

	Tim Allott
	Head of School
	+44(0)1612753662


	Tim.allott@manchester.ac.uk 

	First Assist travellers helpline
	Emergency Insurance Contact
	AIG Europe LTD

+44 (0)1273401950 Policy number : 0015903034
	UOM.travelclaims@aig.com


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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