 General Risk Assessment Form
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	Date: (1)


	Assessed by: (2)

	Checked  by: (3)


	Location and Supervisor: (4)
 

	Assessment ref no (5)



	Review date: (6)
Per student 

	Task / premises: (7)

Work experience students from local schools, undertaking projects within the laboratories and/or offices/write up areas of the Faculty.
Specifically: Please give the title and a brief description of the project
Name of student: 

Age of student: 

Dates of placement (from-to): 

Location: 

Supervisor:  

All work experience / project student must be supervised at all times. Before a student starts laboratory work project supervisors must ensure that the student is allocated a named laboratory supervisor with the relevant knowledge and experience to effectively and safely oversee the project



	Activity (8)
	Hazard (9)
	Who might be harmed and how (10)
	Existing measures to control risk (11)
	Risk rating (12)
	Result (13)

	General  Safety 
	Working in and unfamiliar environment and  emergency situations, 
	Student and other building users; smoke inhalation, burns, becoming trapped
	All students to have a full induction and orientation to the building/s they will be working in (Ref 1).

This includes an explanation of the fire alarm test including day, time and sound. The difference between the “prepare to leave” alarm and the evacuation alarm and an explanation of why use of lifts and the AV Hill – Smith, Stopford - Smith bridge links are prohibited during a fire evacuation. 

Identification of any disabilities or difficulties in hearing alarms or responding to them (i.e. need for a personal emergency evacuation plan is done in advance of work experience as it may also affect where they can work.  PEEP (Ref 2)


First aid procedures are also explained. 

In the event of an emergency there are on-call first aiders, fire marshals and spill teams. 

The supervisor has the students next of kin and school contact details in case of emergency (Ref 3)
 

Constant supervision will further reduce the risk.


	Low
	A

	Out of hours or lone working works i.e. outside the times of 8-6 Monday – Friday of a normal working week
	Lack of appropriate supervision. 
Risk of the student undertaking high risk work.
Lack of support in emergencies – first aid.
	Student and other members of the laboratory
	Work experience students are not allowed to work out of hours under any circumstances, even if supervised.

	Low
	T

	Procedures used in the project.


	Inexperience at working in a laboratory environment 
	Student and those in the vicinity 
	Constant supervision by an experienced member of staff with the relevant knowledge and experience to effectively and safely oversee the project (Ref 4) will further reduce the risk.


	Low
	A

	Procedures used in the project.
Hazards can arise to the student and others if they are using any procedures, as outlined in separate risk assessments.  


	Substances which may be hazardous to health. 

	Student and other members of the laboratory 
	Risk and COSHH Assessments
Understanding the need for assessments is part of a student’s training and career development, and useful to prospective employers. 
Students require considerable guidance and support to understand assessments and implement their recommendations to their age and inexperience. It is clearly understood that young people have limited hazard perception.  

Students under the age of 18 MUST NOT use the following:
High pressure equipment, 

Compressed gases 

Cryogenic gases 

Genetic manipulation 
Field work or travel to another location
Ionising or other forms of radiation
High or low pressure equipment
Low temperature equipment/substances (eg cryogenic gases)
Any substances with a fire or explosion risk
Physical hazards (heights, weights, impact, cuts/abrasions etc)
Any other foreseeable hazards not listed above

Any substance considered to be a Carcinogen, Mutagen or Reproductive toxicant (CMR) or any substance considered to be highly toxic

The use of CMRs in an undergraduate project is avoided where possible. In circumstances where it is necessary that CMRs are used, the need and conditions of use should is justified and approved on a case by case and risk assessed basis 
 The supervisor of a student assess the students capabilities and  ensures they have appropriate skills to undertake assigned task and ensure support is available at all time. 

Assessments must be in place, relevant and within their recommended revision date before any laboratory work is started. 
Existing assessments for work that is carried out by a student must be revised to ensure they reflect the student’s age and inexperience. 

The general risk is higher for those with no laboratory experience so risk assessments will need to be altered accordingly. 

The student must sign the relevant COSHH and risk assessment forms as evidence they have been explained, understood and agreement made to adhere to their recommendations (Ref 5)

Constant supervision will further reduce the risk.


	Low
	A

	General Laboratory work 

	Chemical / biological risk 
	Student if exposed via skin / eye contact to a substance 
	Student are trained in all techniques used;
The student is provided with suitable personal protective equipment including lab coat and EN166 compliant safety spectacles before the work starts. 

All those under 18 must wear eye protection at all times 

The PPE must be assessed for fit and comfort before use – you may need smaller sizes 

	Low
	A

	Insert and project specific risks here 

	
	
	
	
	


	Action plan (14)

	Ref No
	Further action required
	Action by whom
	Action by when
	Date Completed

	1
	Induction training 
	Academic 
	Before the student starts lab work
	

	2
	Personal evacuation plan – PEEP; should a student have an apparent disability (temporary or permanent) or a hidden disability such as a hearing deficit they must have a PEEP written for them by the Faculty Health and Safety Manager
	Academic 
	Before the student starts lab work
	

	3
	Obtain students’ school liaison and next of kin details. Keep them confidential but available in case of emergency.

NOTE: the University of Manchester has full public liability insurance – contact the insurance office if unsure 

Should an accident occur an accident report must be completed and a full investigation undertaken. The placement organisers must be kept informed and supplied with a copy of any accident reports and investigation findings. 


	Academic 
	Before the student starts lab work
	

	4
	Allocation of named laboratory supervisor 
	Academic
	Before the student starts lab work
	

	5
	All COSHH and general risk assessments to be reviewed and tailored to reflect age and inexperience before the student starts work. List all relevant COSHH / risk assessments used during the project in the table below
	Academic
	Before the student starts lab work
	


We the undersigned have read and understood the safety procedures above for this project and agree to comply with all safety procedures.

	List of Associated COSHH SSRA and general risk Assessments 
	STUDENT
	SUPERVISOR
	DATE

	
	PRINT NAME
	SIGNATURE
	PRINT NAME
	SIGNATURE
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Checked by (Academic): (15)  


Signature: 


Date:


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. 

(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 or an equivalent in house workshop.  It is essential that the assessor has received suitable training and is familiar with the activities being undertaken. 
(3) Checked / validated* by: delete one.   

Checked by:  Insert the name and signature of someone in a position to check that the assessment has been carried out by a competent person who can identify hazards and assess risk, and that the control measures are reasonable and in place.   The checker will normally be a line manager, supervisor, principal investigator, etc.  Checking will be appropriate for most risk assessments. 

Validated by: This should be your Faculty Safety and Risk Manager or Faculty Safety and Risk Officer 


(4) Location : insert details of the exact location, i.e. 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, e.g. 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 (e.g. use of cleaning chemicals in accordance with the instructions on the bottle) may be recorded here.  More complex COSHH assessments e.g. for laboratory processes, should be recorded on the specific COSHH forms.
(10) Who might be harmed and how: insert everyone who might be affected by the activity and specify groups particularly at risk.  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.  E.g. someone who needs to repair a laser may need to expose the beam path more than users of the laser would do.  Vulnerable groups could include children on organised visits, someone who is pregnant, or employees and students with known disabilities or health conditions (this is not a definitive list). Any one classed as a vulnerable person must have an individual risk assessment completed by the Faculty Safety and Risk Manger or the Faculty Safety and Risk Officer. More information can be found the FLS intranet. 
For each group, describe how harm might come about, e.g. an obstruction or wet patch on an exit route is a hazard that might cause a trip and fall; use of electrical equipment might give rise to a risk of electric shock; use of a ultraviolet light source could burn eyes or skin.
  

(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 (e.g. 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 (e.g. 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, and the existing control measures should all be listed in a COSHH Single Substance Risk Assessment.  Controls might also include use of qualified and/or experienced staff that is 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 (e.g. some time off work, or a minor physical injury.


The risk is HIGH - if injury is likely to arise (e.g. 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.

(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 (e.g. from equipment or chemicals suppliers, specialist University advisors) but sometimes detailed and prolonged enquiries might be required.  e.g. 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. 

(14) Action Plan. Include details of any actions necessary in order to meet the requirements of the information in Section 11 ‘Existing measures to control the risk’. Identify someone who will be responsible for ensuring the action is taken and the date by which this should be completed. Put the date when the action has been completed in the final column. 
(15) Validated / checked by: All forms must be validated by a Safety Advisor e.g. Faculty Safety & Risk Officer/Manager, TRM and checked by the academic supervisor of the project. 

Result:  T = trivial, A = adequately controlled, N = not adequately controlled, action required, U = unknown risk

University Safety Services risk assessment form and guidance notes.
Revised March 2015


