[image: ]]AMBS Risk Assessment for Events and activities across the school                                       the information contained within this risk assessment is for example purposes only, please ensure that your completed assessment reflects the specific requirements of the event.   
	Date: 
Updated January 2026
	Assessed by: 
Tracy Moreland, School Services Manager,             and School Safety Advisor, Joann Slater 
	Approved for use by: 
PLEASE FILL IN THIS BOX
	Building / Location: 
AMBS Building and Executive Education Centre     

	Assessment ref no: 
Use this section to record your specific assessments  
	Expiry date: 


	Task/Premises: the organiser of an event is required to complete this risk assessment, adding specific information relating to the event, this might include accessibility requirements for disabled visitors, arrangements for food allergies etc. Once completed please return the risk assessment to the AMBS Conference Team                     Please Note If your risk assessment includes accessibility requirements please also copy the School Safety Advisor into your email to Conference, arrangements can then be made to implement adjustments or to prepare a PEEP (personal emergency evacuation plan).

Scope: To assess the risks of undertaking a specific event within the allocated event space, i.e. use of lecture theatres, conference and teaching spaces or café and restaurant areas within the AMBS Building and the Executive Education Centre and to identify and mitigate any potential health and safety issues, i.e. slips, trips, overcrowding of staircases during an emergency evacuation, and to comply with legal requirements: 

Note: It is vital that organisers of events are aware of the potential disruption that protesters occupying/setting up camps within University premises can cause.  Organisers should ensure they have Security’s telephone number stored within their mobile phones (0161 306 9966) and have downloaded the SafeZone App
Should you witness any suspicious behaviour or believe protesters are gathering outside or within the building, please contact Security immediately.                              

For high risk events or activities i.e. speaker profile, topic or content  Please access the guidance for planning and facilitating high risk events 

IMPORTANT INFORMATION TO READ BEFORE YOU ORGANISE YOUR EVENT 
· Please note that unless a specific event has been given prior authorisation to be held within the school for under 18’s by the HoS or HoSO (school visits, workshops work experience, under 18s are not permitted to attend any events held within the school. Parents/Guardians bringing children to events will be politely asked to leave the premises. NOTE:  You will need permission from the HoS/HoSO for events involving under 18s. Please refer to University guidance Safeguarding | Compliance and Risk | Staff Net | The University of Manchester  
· Children are not allowed to attend events/activities held in the 10th Floor Event Space (Penthouse). 
· It is mandatory for all members of staff to complete the University’s eight Essential Training Courses which include Health and Safety at the University of Manchester.   
· Please ensure you complete the Action Plan on pages 10/11, if not completed this risk assessment will not be valid   
· Please refer to StaffNet for updated guidance relating to Working on Campus, please consider this information when completing your risk assessment Recommended guidance on the safe running of events for organisers and managers can be accessed via Event safety - Event organisers (hse.gov.uk)  
·  During an emergency evacuation, if in attendance, University organisers and/or the manager/responsible person are expected to take the lead in the safe evacuation of delegates/visitors to the school. 

Event Details:                                                                                                                                                                                                                                                 Event title:                                                                                                                                                                                                                                     
Booking Reference:                                                                                                                                                                                                                                     Date of event:                                                                                                                                                                                                                                                Location:                                                                                                                                                                                                                                      Time of event: from/time:                                                                                                                                                                                                                                           Number of attendees:                                                                                                                                                                                                                                  University Organiser:                                                                                                                                                                                                                                      Manager /responsible person: 

This risk assessment applies to AMBS staff, students and their visitors. 

The University Organiser should ensure that those involved with the preparation and presentation of an event view a copy of the assessment when completed. In this generic assessment, the term University Organiser means the University employee or contact with primary responsibility for liaising with the visitors and organising the event.  The manager/responsible person will be the University employee who will be required to complete the action plan on page 9. Please list your specific adjustments or requirements as applicable i.e. provision for disabled access/egress, dietary or IT/AV requirements and ensure they are addressed and actioned.
Note: the Organiser and the responsible person/manager may be the same person. 

	Building opening times: Reception staff will be in attendance during the following hours:                                                                                                                                            
· AMBS building 8am until 6pm – Monday to Friday                                                                                                                                                                                                         
· Executive Education Centre – 08:00 until 16:00 Monday to Friday
Note:  for out of hours including weekend cover, please contact AMBS Conference by Email: ambsconference@manchester.ac.uk to make the necessary arrangements.   Extra staffing charges will be applied to the above opening times, with a minimum booking of 3 hours. 
For events taking place in the 10th floor event space, please be aware that there are two emergency exits from this room, one exit leading building occupants out on to an open roof space. This information should be included within your risk assessment and assessment should be carried out in accordance with the specific requirements of your event.   Please contact Joann Slater, SSA, should you require further information or instruction. joann.slater@manchester.ac.uk
First Aid can be obtained via AMBS Reception, Ext 56303.  if not available or after 4pm, please contact Security on Ext 69966 
Any accidents or incidents should be reported on the correct form, available from the following link and forwarded to the SSA (Joann Slater) University Accident/Incident report form 
A defibrillator (AED) is located within the main Reception area on the ground floor.






	Activity 
	Hazard 
	Who might be harmed and how  
	Existing measures to control risk 
	Risk rating 
	Result 

	Events and activities taking place within the AMBS building and the Executive Education Centre.
	Disruptive protest, heckling and/or unrest. 
There is the specific issue in 2024 of the conflict in the Middle East and the way universities are seen to have links with Israeli universities and companies.
	Building users in attendance 
	The University has issued guidance to schools in the event of a protest taking place, Organisers should call security immediately on 0161 306 9966 (this number is printed on the back of your Staff ID card) if they see any suspicious activity or aware that a protest is about to begin
Security will attend as soon as they are informed, possibly they will already be aware of a protest taking place and may be escorting the protesters across campus. It is an important principle that any disruption to make a point of protest is allowed freedom of speech. 
Security will oversee the management of the protest and implement their agreed procedures, in conjunction with instruction from the University’s Head of Compliance and Risk. 
The school should ensure that a contingency plan is in place, making sure that delegates are led away from the protesters, only if it is safe to do so. 
All security personnel are first aid and AED trained.
	Medium
	A

	Attending events, working and studying on campus – day to day activities  

	Obstructions and/or spillages 

	Staff, students and visitors. 
Slips, trips and falls 
Bruises 
Sprains 
Strains 
Fractures
	· It is good practice to carry out a visual check of the event space ideally 24 hours before, if practicable. Any faults, repairs or maintenance issues identified should be reported immediately via AMBS Conference who will raise the issue with the Estates Helpdesk for repair/replacement  
· Safe working procedures need to be adhered to at all times. Should last minute furniture moves or AV/IT adjustments to the event space be required then warning signage must be in place and delegates only admitted to the area when it is deemed safe for them to do so.  Central IT/AV will have their own procedures/guidelines and risk assessment to cover such eventualities. 
· Good standards of housekeeping maintained throughout the event. 
· House services to be contacted should any spills need mopping up. This can be done via AMBS Reception.
· Signage and mats to be used if floors have been recently mopped, or wet due to spillages or inclement weather. 
· Trailing cables positioned neatly away from walkways   Cables to be tied/secured neatly.
· Floors kept clean, dry and clear of obstructions particularly exit routes. Spillages to be cleared immediately. 
· Cabinet drawers and doors are kept closed when not in use. 
· Waste bins are supplied for general and recyclable waste reducing the build-up of rubbish in corridors and spaces. 
· Adequate lighting is based on identified activities/tasks in the areas as deemed sufficient during building design specification.  
· Emergency lighting will turn on if standard lighting system is faulty to ensure there will always be light in the areas.
	Low
	A

	Raising the alarm in the event of an emergency

Attending events, working and studying on campus 
	Fire 
 
Smoke 

	Staff, students and visitors. 

Smoke inhalation, burns, trauma, death 
	· Induction arrangements for staff cover security, fire awareness, and include how to locate and use a fire door to exit the building and the location of the fire assembly point(s).   Note: It is essential that AMBS staff inviting visitors onto school premises are themselves competent in their knowledge of fire awareness procedures, and that they ensure that all visitors are informed if an alarm test is due on the day of an event, and to advise where the nearest evacuation route is. 
·  As previously mentioned, ALL staff are expected to complete the University’s Mandatory Training Course LAOD147 Fire Awareness for all  with a refresher course taken every three years.                                                      
· For further guidance please contact Joann Slater, School Safety Advisor joann.slater@manchester.ac.uk
· Fire alarm systems are in place and tested weekly to enable users to identify the sound of the alarm, see fire action notice at entrance to buildings. For AMBS, alarms are tested as follows: 
· Executive Education Centre – Wednesdays at 13:10
· AMBS building – Friday at 08:30 
· Building users are expected to make their way to the signed assembly point, located beyond the grassed verge heading towards Car Park D. 
· Practice emergency evacuations are carried out annually, observed by members of the University’s Fire Team, Safety Services and Security. All issues raised are addressed and any recommendations completed and implemented by the school.
· Local H&S Induction covers the importance of maintaining clear fire exit routes and keeping fire doors closed. Induction also covers the importance of general housekeeping standards.  
· Access to fire extinguishers is available for use by trained users only.
· Staff should understand their responsibility to visitors to the school, and to act accordingly in assisting should an evacuation of the building be required. 
· School Fire Evacuation Marshals (FEMs) attend suitable training, and assist where possible during building evacuations during normal working hours. 
· Staff who request to work out of hours/lone working, should read the University’s guidance on lone working and be competent in their knowledge of emergency evacuation procedures. 
 
	Low
	A

	Attending events, working and studying on campus 
	General cleaning practices
	Staff, students, visitors 

	· House services clean communal areas on a regular basis. 
· Face coverings are available from building entrances for those building users who wish to wear them.
	Low
	A

	Attending events, working and studying on campus 
 
	Adequate ventilation in shared office/workspace  

	Users of lecture theatres for events and activities 
	· Users should utilise openable windows where they are the source of ventilation, balanced with weather conditions.  If windows need repairing or ventilation systems need adjusting or attention, please contact the Estates Helpdesk on Ext 52424
· Teaching or events must finish on time to allow time for change-over, where required and venting of the rooms. 
· All users should arrive and depart promptly according to the timetable, to minimise crowding on corridors, stairwells and foyers.  
· Users should disperse promptly once an event is finished. 
· Useful guidance on Keeping you safe on Campus can be found here
	Low 
	A





	Activity 
	Hazard 
	Who might be harmed and how  
	Existing measures to control risk 
	Risk rating 
	Result 

	Action in the event of an emergency 

Attending events, working and studying on campus
 
	Not being aware 
of the evacuation procedure in the event of an emergency. 
Injuries 
Lack of assistance out of hours 
	Staff, students, visitors 
Lack of awareness /unacceptable behaviours when the fire alarm sounds resulting in delay evacuation /trapped by fire or 
other life threatening incident. 
	· If you discover a fire in the building, activate the nearest call point/fire alarm to trigger an evacuation. Once safely outside the building report your actions to Security or a member of the school’s Fire Marshal team.  
· During the event or working day. If you hear the fire alarm sound, stop what you are doing and leave the building immediately.
· Ensure that you direct all those in your immediate area to leave the building  i.e. students, colleagues and visitors, 
· Report to the assembly point, located on the paved area adjacent to Humanities Bridgeford Street. 
· First aiders are available, and First Aid Notices are situated in prominent places around the building if first aid is required. 
· Contact Security using the telephone number on the back of staff/student ID cards. Security contact details are 0161-306-9966, or 69966 from an internal phone.   
· All Security staff are first aid trained. 
· Defibrillators are located throughout campus, please see map for nearest location o 	A defibrillator is located in the ground floor Reception area of the AMBS building  
· The School Safety Advisor, Joann Slater can advise regarding emergency evacuation procedures and health and safety issues in general. Please contact her joann.slater@manchester.ac.uk  


	Low 
	A 

	Assisting others out of the building  
	Access/egress for disabled visitors/staff & students 

	Disabled visitors, staff or students - in the event of an emergency evacuation
PEEPs to be prepared where required, 

	· The school has created an environment whereby all staff, visitors and students are able to access/exit school premises safety and efficiently. 
· Please contact the School Safety Advisor to discuss evacuation procedures for those who may be attending with mobility or disability issues and to prepare a PEEP (personal emergency evacuation plan). Further information from StaffNet   Evacuation procedures for disabled visitors  
· Note:  Ensure that any information relating to adjustments or assistance required is included in your Action Plan and that these arrangements are implemented for the start of your event. 
· Refuge areas – these are located within protected stairwells and allow persons who cannot use the stairs in a safe and timely manner during an emergency evacuation to inform safety personnel of their location and aid rescue.                                           
· Any equipment that is used for the accessibility of disabled persons has been verified suitable for use by Estates, and will be maintained and serviced by them.

	
	

	Building 
security 
 
	Suspicious persons in and around campus 
	Staff, students, visitors 
 
	· If you see any suspicious activities in and around the premises, get yourself to a safe place and call Campus Security immediately on 0161 3069966 – this number is    displayed on the rear of your Staff ID card Visitors card. 
· Do not allow any one you do not know to follow you into the building out of hours. All building occupants must use their ID cards to gain access.
· Building users must not enter any unauthorised areas, and should vacate the premises at the agreed time. 
· Download the SafeZone App onto your mobile phone 
	Low 
	A 



	Activity 
	Hazard 
	Who might be harmed and how  
	Existing measures to control risk 
	Risk rating 
	Result 

	Lone working 
	Personal safety  
	Staff  
	· Ensure that you are aware of the University’s Lone Working Arrangements and useful toolkit documents, available via Staff Net 

	Low 
	A 

	Photography or filming within AMBS areas

	Flash photography, strong lighting. Sip/trip hazard, unsecured wires or cables. 

	Persons sensitive to strong light, flashing lights may be affected
	· Signage should be displayed in the vicinity advising building users that flash photography will be taking place.
· Trailing cables for lighting should be positioned correctly.
· Risks need to be assessed before setting up photograph positioning to avoid overcrowding, falls, slips or trips. 
· RAMS (Risk assessment method statements) to be produced by filming/broadcasting companies in support of the school’s risk assessment process. 
	Low
	A

	Catering for events within the school  

	Provision and consumption of food, refreshments
	Visitors/staff at risk of illness caused by:
Allergy, intolerance to certain foods, or food poisoning caused by cross contamination 
	· The University organiser will liaise with the catering team regarding timings, numbers, special dietary requirements such as food sensitivities and allergies.  
· Organisers should ascertain before an event if any attendees have allergies or food intolerances and plan catering accordingly.  
· Food safety issues within AMBS are managed by: Adam Woof, Operations Manager for Hospitality and Events    Email:  adam.woof@manchester.ac.uk Ext 57715,  Mobile : 07717336176 
· Drinking water is available from allocated dispensers
	Low
	A

	Delivery and setting up of equipment, furniture, brochures etc.
	Manual Handling – carrying, lifting, pulling, pushing heavy loads e.g. furniture, PCs, stationary
	Staff - could suffer from injury if heavy/bulky objects carried incorrectly
	· Deliveries of items required for the event should be in situ before the event commences.    
· Staff trained in correct manual handling techniques. 
· Untrained staff to contact Porters (Ext 56370) to arrange for items to be moved.
· Trolley used to transport boxes of literature, drinks, etc. 
· Equipment and literature used for the event should be displayed and stored in an orderly fashion. 
	Low
	A

	General comfort 
	Temperature/ ventilation/ lighting/ furniture 
	Users of the area. Failure of the infrastructure can result in discomfort 
	· Building defects should be reported to Estates Helpdesk or by calling Reception on Ext 56303
· Access and egress must be kept free from obstructions and trip hazards 
	Low 
	A

	Use of electrical 
equipment both Personal 
and University Owned 

Portable Appliance Testing (PAT)
 
	Electric shocks 
Fire 
Damage to other electrical 
equipment 
Misuse of electrical appliances, faulty electrical appliances. 
	Staff, students, visitors 
Burns, Smoke inhalation,  
	· All University equipment should undergo Portable Appliance Testing (PAT).  
· Check equipment has a valid PAT label before use. 
· Any damaged equipment should be taken out of service and either replaced or repaired. All University equipment should undergo Portable Appliance Testing (PAT). University advice states  Defective plugs or AV equipment should not be used and should be reported for repair/replacement via the Estates Helpdesk 
· All equipment whether personal or UoM owned must comply with relevant standards such as the British Standard or EU standards. 
· All office equipment used in accordance with the manufacturer’s instructions. 
· In lecture theatres eating or drinking is discouraged to minimise the risk of spillage onto electrical equipment. If bottles of water are allowed into conference rooms, the lids should be in the closed position when not in use and ideally should be stored beneath desks to avoid spillage onto any equipment.  
· Liquid spills should be cleaned up immediately. Please contact Reception on Ext 56303 to report spillages.  
· Visual checks before use to make sure equipment, cables are free from defects.  
· Defective plugs or AV equipment should not be used and should be reported for repair/replacement via Estates Helpdesk 

	Low 
	A 


  
 





	REMINDER OF EMERGENCY PROCEDURES 

	Fire 
	· Fire safety details are displayed on the building Fire Action Notice.  
· Fire alarms in all University building are tested weekly.  
· Evacuation plans are located in the stairwells and the building entrance. During an evacuation, follow the green Emergency Exit sign to leave the building via the most direct exit. 
· Fire refuge points are located in protected stairwells. It is essential that any visitor to the school who requires assistance in exiting the building during an emergency evacuation has a temporary PEEP (personal emergency evacuation plan) in place.  This should be part of your risk assessment preparation with all adjustments in place before the arrival of the visitor and the start of the event. 
· Assembly points can be identified by a green Assembly Point sign. The assembly point for the AMBS building and the Executive Education Centre is located near the grass verge and paved area adjacent to Humanities Bridgeford Street building. 

	First aid 
	· Should you require a first aider please call reception on Ext 56303, or after 4pm Security on Ext 69966 
· In an emergency please dial 999 immediately (9-999 from an internal phone)  
· First Aiders within the school are in possession of a first kit, and kits are available within café areas and on Reception.   If in doubt call Campus Security staff who are all trained first aiders 
· An AED (defibrillator) is located within the AMBS Ground Floor Reception area. 
 

	Personal Security 
	· Avoid lone working.  
· Keep to well-lit places when transiting between buildings, the car park or public transport. 
· During incidents of unease or suspicious activities, users should immediately go to a safe location and contact University Security staff on 0161 306 9966 or the Emergency Services where appropriate (999)
· Download the SafeZone App onto your mobile phone, details can be Personal safety on campus | StaffNet | The University of Manchester  


	Emergency contact details 
	· Campus Security can be contacted 24/7 by internal extension 69966 or external 0161-306-9966   Building users are encouraged to store this contact number on their telephones. 


 



	Action plan 

	Ref No
	Further action required                                                                                                      the following are examples of good practice, please add any additional actions that need to be implemented before the event.
	Action by whom
	Action by when
	Done

	1

	Organisers and managers to have full knowledge of evacuation procedures within AMBS, including the location of the assembly point. Please contact the School Safety Advisor should you require further information.
	Organiser and SSA

	asap
	

	2
	[bookmark: _Int_QIhX0J9J]It is vital that organisers of events are aware of the potential disruption that protesters occupying/setting up camps within University premises can cause.  Organisers and managers of events should ensure they have Security’s telephone number stored within their mobile phones (0161 306 9966) this number is displayed on the rear of your Staff ID card, and have downloaded the SafeZone App onto their mobile phones 

	Organiser and Manager 
	asap
	

	3
	Ideally, areas where the event is due to take place are to be inspected by the organiser before the event, to check for any defects in flooring, lighting etc. that might give rise to slips, trips or falls.  Any problems relating to the premises should be identified and reported to the Estates helpdesk immediately, via AMBS Conference. Please contact the School Safety Advisor for further information and assistance.   
	Organiser
	24 hours before an event
	

	4
	ALL members of staff have completed the University’s MANDATORY e-learning fire awareness course   LAOD147 Fire Awareness for all   – once completed please inform your line manager for update of training record                                                                                                              (this course needs to be retaken as a refresher every two years)
	All members of staff 
	Before the event
	

	5
	Accessibility requirements are identified before the event and adjustments are in place, where necessary. 
	Organiser with assistance from the SSA (Joann Slater) 
	Before the event 
	

	6
	Users are expected to make a visual check of leads and equipment before use.    
 
Any portable electrical equipment being used should be in good working order, with no visual damage to leads and plugs. 
 
Please follow University advice on Portable Appliance Testing (PAT). University advice states 
 
Defective plugs or AV equipment should not be used and should be reported for repair/replacement via the Estates Helpdesk   
	Organiser
	Before the event
	

	7
	Organiser to ensure their line manager has signed off the risk assessment with a copy being kept on file for future reference or review if required.  Please send a signed copy to ambsconference@manchester.ac.uk
	Organise/manager
	Before the event
	


 






University Notes to accompany General Risk Assessment Form
This form is recommended for use by Safety Services.  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) [bookmark: _Int_NZdCSsiE]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) [bookmark: _Int_1owY34Qi]Assessed by : Insert the name and signature of the assessor.  For assessments other than very simple ones, the assessor should have training in assessing risks (e.g. completed TLCO300 Principles of Risk Assessment E Learning) from the L&OD Training Catalogue or equivalent)

(3) [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Checked / Validated* by delete one.   
	
[bookmark: _Int_nWZYzxXA]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. 

[bookmark: _Int_WT4OzEns]Validated by : Use this for higher risk scenarios, e.g. where complex calculations have to be validated by another “independent” person who is competent to do so, or where the control measure is a strict permit-to-work procedure requiring thorough preparation of a workplace.  The validator should also have attended the University’s risk assessment course or equivalent and will probably be a chartered engineer or professional with expertise in the task being considered.  Examples of where validation is required include designs for pressure vessels, load-bearing equipment, lifting equipment carrying personnel or items overpopulated areas, and similar situations.

(4) [bookmark: _Int_RuH8N4oh]Location : insert details of the exact location, i.e. building, floor, room or laboratory etc. that the assessment covers  If off-campus, provide information about expected location(s) or attach itinerary. 

(5) [bookmark: _Int_wK5NvDFB]Assessment ref no : use this to insert any local tracking references used by the school or administrative directorate.

(6) [bookmark: _Int_xnn2Foqy]Review date : insert details of when the assessment will be reviewed as a matter of routine.  This will usually be in 1 years’ 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) [bookmark: _Int_vjsEP52T]Task / premises : insert the scope of the risk assessment, what it covers and where appropriate, what it doesn’t cover. Include a brief summary of the task/activity/process being assessed, e.g. typical office activities such as filing, DSE work, lifting and moving small objects, use of miscellaneous electrical equipment.  Or research project [title] involving the use of typical laboratory hardware, including fume cupboards,  hot plates, ovens, analysis equipment, flammable solvents, etc. NB ensure all the activities associated with the task are included e.g. preparation steps, maintenance tasks and waste disposal/clean up activity.

(8) [bookmark: _Int_3gn5Eexe]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) [bookmark: _Int_p6TwaHXQ]Hazard : for each activity, think about and list the hazards that may cause harm as a result of the specific work you intend to do.  Remember to consider 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, repetitive actions, 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 Chemical risk assessments e.g. for laboratory processes, can be recorded on a specific COSHH / Chemical risk assessment form.   

(10) Who might be harmed and how: Think about all who may be harmed by each hazard and what that harm might be. List everyone who might be affected by the activity and specify groups particularly at risk. Remember those who are not immediately involved in the work, e.g. colleagues, 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 a laser user would do.  Vulnerable groups could include children on organised visits, pregnant/nursing mothers, or employees and students with known disabilities or health conditions, or those working alone (this is not a definitive list). 

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 an ultraviolet light source could burn eyes or skin.
  
(11) Existing measures in place to control the risk : list all measures that are already in place to mitigate the risk.  They should be considered in the following order of effectiveness; a combination of controls is usually required:
Eliminate the hazard completely.
Substitute by using a less hazardous option.
Engineering Controls to isolate people from the hazard e.g. work in a fume cupboard or use other local exhaust ventilation, ensure machines are guarded,
Administration Controls – e.g. training requirements, supervisory requirements, use of safe systems of work, signage, access control,  reducing time spent at the task. 
Personal Protective Equipment (PPE) – specify exactly what type will be needed to control the risk.
(see also University Arrangements Chapter 9 & associated guidance)

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’, 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 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.

Schools or 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 complex risk assessment is available from Safety Services.  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 (e.g. from equipment or chemicals suppliers, specialist Safety 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 in place 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. 
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