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	ACTIVITY TITLE/DESCRIPTION
	

	1 IDENTIFY HAZARDS
	2 WHO MIGHT BE AT HARM & HOW
	3 EVALUATE THE RISK AND DECIDE ON PRECAUTIONS
	4 RECORD YOUR FINDINGS AND IMPLEMENT THEM

	
Activity/Tasks Associated Hazards

check manufacturers instructions

Check with trade associations

Check sector specific/UH specific guidance/HSE guidance
	Who might be at harm?

Students, School children, Visitors to workshop/lab.

Staff (including: Cleaners/ Security/Porters).

Contractors or Emergency services personnel.
	How might they be harmed?

What type of injury? – Lifting/ handling, slips & trips, health effects?


	What controls are currently available to minimise the hazard at present?

Are there Standard operating Procedures?

Are there local rules in place?

Agreed levels of supervision.
	Are there risks that are not adequately controlled?


	List the actions required to reduce the remaining risks

	Use of Laboratories
	Visitors and Staff
	In contact with Hazardous materials or equipment

	Standard Lab Safety practice to be followed. All hazardous materials to be locked away before group visit. Visitors should be informed on arrive that the site is a lab and that no food or drink is to be consumed anywhere on site do (except the refectory)  nor should anything be touched unless directed to do so by a demonstrator. There shall be no running on site at ANY time.
	No
	

	Child protection 
	Demonstrators
	Risk of prosecution 

	The adults within the group should be made aware that they are solely responsible for the children under their care. The ratio between Visiting adults and children should never be more than 20:1 and the ratio between visitors and demonstrators likewise should not be more than 15:1. Under no circumstances should a demonstrator be left alone with a child.
	No
	

	Trips and falls while moving between domes and SLC
	Visitors and Demonstrators
	Risk of injury
	Visitors shall be asked to stay on the paths and not to run both to the domes and between the domes. The runway lights should be on during group visits.
	Improvements to the road surface
	

	Heat exhaustion and motion sickness in the planetarium
	Visitors
	Risk of Heat Exhaustion and vomiting
	Visitors should be made aware that it may be hot in the planetarium and that some individuals may suffer from motion sickness. If they feel hot or sick, they should ask to leave.
	No
	

	Risk of head impacts and falsl within the domes in addition to contact with moving machinery.
	Visitors and Demonstrators
	Risk of injury from minor to major
	Demonstrators should be aware of the pointing of the telescope at all times. The cover over the stair well shall be closed once all visitors are in the dome. Under no circumstances shall a dome, in automatic mode, be entered by visitors. This mode is confirmed by a red exterior light.
	
	

	Fall from step ladder
	Visitors and Demonstrators
	Risk of injury from minor to major
	The demonstrator shall supervisor the use of the step ladder in accordance with the ladder training given during the accredited user training. Children shall be additionally supervised by an adult within the group
	No
	

	Risk of blinding by laser
	Visitors and Demonstrators
	Possible blindness either permanent or temporary 
	Green >1Mw lasers for sky pointing shall only be used by accredited demonstrators and only on clear nights. They shall never be activated except when pointing skyward.  They shall be kept in a secure location with the PMB.  Only red, low power, lasers shall be used for presentations and optics demonstrations. The weather dome which contains a LIDAR is off limits to all but observatory staff
	No
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Guidance Notes - Completing the table

Column 1- Activity/Tasks and Associated Hazards
Use this section to outline broad areas of activity e.g. laboratory work involving chemicals/viruses/bacteria; work with lasers; field work activities/off site data collection; engine design/testing in the automotive centre, cash handling, moving furniture, moving of books etc  


Subdivide into tasks where these involve discrete groups of hazards.  For example work with lasers could involve separate tasks such as Use of laser for purpose A; modification testing of laser light path for purpose B; Use of the modified set up for purpose B.  Movement of lab equipment – transfer from Storage, layout of lab etc.
In general activities such as use of the LRC, office based research, use of computers for analysis/design etc are not considered to pose significant risk of injury provided basic guidelines such as those outlined in the University’s guidance on office safety are followed.

Where possible list the specific hazard in the context of the activity/task you are undertaking e.g. wet floors, hot surface, electricity, hazardous substances etc

Column 2- Who might be at harm? 

Students, Staff – take into consideration those who may enter out of hours for instance cleaners and security.  Some workers may have particular requirements expectant mothers, people with disabilities.  Contractors and maintenance staff who may need to enter areas.  Consider visitors, parents, school parties being shown around.  If there are different projects going on within the same room/lab/workshop – how could their work affect others in the vicinity?
How might they be harmed?
Consider the harm that could come to someone by the activity.  For instance, lifting & handling, exposure to chemicals/substances, slips trips & falls, and other health effects.

Column 3 - What controls are currently available to minimise the hazard?
List here the controls that are already in place, e.g. any standard operating procedures, Portable appliance testing, laboratory rules that exist, Industry guidance, agreed levels of supervision or competence that might be assumed.   Make reference to this information.
It is not sufficient to simply list the control elements you must ensure that the generic protocols really apply to what you intend to do and that you then follow the procedures and obey the rules.  

 Are there risks that are not adequately controlled?
It is essential when doing so that you consider the specific risks of any modifications you make to existing practice or any work that you introduce e.g. changing a cleaning chemical, or  this column provides an opportunity for listing those new or additional risks before outlining in column 4 what you intend to do to control them.

Column 4 - List the actions required to reduce the remaining risks
The controls in this column might include for example enhanced levels of guarding or local exhaust ventilation, but might equally involve factors such as restricting access to laboratories to named individuals, interlocks on doors to prevent access when experiments are running or ensuring that those undertaking the experiments are given an opportunity for enhance training or experience elsewhere before starting the work.  The list of actions could come in different formats and therefore terminology will differ, e.g. local rules, standard operating procedures, or as construction method statements.
Column 5 – Review date for Assessment

Decide a review date for the next assessment.
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