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Master Risk Assessment Form

	Business Unit:


	Location(s) of Activity:


	Risk Assessment Ref:

	Activity Title: Agile Working including general office working and working in professional service (PS) Hubs.


	Activity Outline:
Agile working and office-type tasks whilst on campus.



	Those at risk / affected parties:
All agile workers on campus (including temporary casual workers)

	Author (Produced original master risk assessment)
Name: University Health and Safety Department
	Signature: University Health and Safety Department
	Date: June 2023

	Risk Assessor, (Has reviewed Master and adapted to local area as required) 
Name: 
	Signature:
	Date:

	Responsible Person / Line Manager Approval
Name:
	Signature:
	Date:

	Review Period:


	Related procedure references or links:
Agile Working Policy. [LINK}

Home Working Master Risk Assessment (link)


	What are the hazards? 
	List the harm associated with the hazard
	Risk Evaluation without controls in place

High/Med/Low
	What control measures are, or will be put, in place to control the risk?

List all elimination, substitution, engineering and/or administrative controls
	Risk Evaluation with controls in place
High/Med/Low

	Display Screen Equipment (DSE) 


	Muscular-skeletal issues, including eye strain, fatigue
	Med
	DSE Assessor(s) appointed and trained.

All workers complete a DSE assessment on appointment and then every two years (or where an individual’s circumstances change (as per guidance from the Health and Safety Department)). 

Hub - The current DSE assessment tool is valid for working at any location and using a different desk every day.
Issues arising from assessment reviewed by DSE Assessor

Workers aware, via induction and business unit arrangements of who to contact if they have any queries or problems relating to DSE equipment or their office/hub environment

The Business Unit/Hub provides suitable equipment for DSE work.

Hub: footrests, wrists rests, screen risers and document holders are available as standard in all Hubs

Any workers requiring more specialist equipment are directed to their local DSE assessor and line manager for individual risk assessment. The worker’s Business Unit will support purchase of specialist equipment for use on campus when this is deemed necessary. 
Hub: Specialist chairs are located within department zones in each hub. 

Where reasonable adjustments are identified by an Occupational Health assessment, adjustments will be made after discussion with Line Manager and for hubs the Workplace Manager.
The Business Unit supports Workers in having a reasonable work routine that avoids prolonged periods of uninterrupted DSE work.
Eye tests and glasses vouchers are available for DSE users – details on Health and Safety Department Workspace   
	Low

	Electrical hazards 


	Electrocution, burns
	High
	All portable electrical equipment is inspected/tested in line with university policy to ensure it is in safe working order. 
Frequency of PAT testing for equipment is every four years for static equipment (e.g. Monitors, printers, photocopiers, microwaves) and every year for portable items (e.g. chargers, kettles, extension leads) 
Photocopiers are maintained under service contract.

Faulty equipment is either fixed or removed. 
Ongoing responsibility resides with the worker’s Business Unit or Hub Management Group.
No personal electrical kitchen and heating items are to be used in personal or shared offices or Hub spaces.
All workers must inform the Health and Safety Coordinator of any new pieces of equipment purchased by the University and brought into the office environment so that appropriate testing can be scheduled
All workers can report any defects or concerns with electrical safety to the Estates Help Desk or DTS or the H&S Department as appropriate. The Health Safety Coordinator/ Hubs Management Group should also be made aware.  

	Low

	Fire 


	Injury from fire or smoke
	High
	Fire drills are planned at least twice a year – they are managed by the University Fire Safety Advisor and the BU HSC and in Hubs are organised by the Hubs Management Group. 
Health and Safety Coordinator ensures fire drills occur and to report any concerns to the Head of the Business Unit Head or the University Health and Safety Department.

Fire alarms are tested by Estates weekly. 

The evacuation procedures are clearly displayed on fire action notices within the hubs and buildings.
Workers are informed (via UoN Fire Safety Training and induction and BU arrangements) of the fire alarm tests and emergency evacuation procedures. In Hub locations information is recorded on the Professional Services Hubs SharePoint Site.
Hubs- Workers are notified of the relevant fire evacuation procedure when they receive hub booking confirmation.
For individuals who may not be able to reach a place of safety unaided, a PEEP (Personal Emergency Evacuation Plan) is carried out with their Line Manager and local Health and Safety Coordinator and the appropriate adjustments put into place.
BU and the Hubs Management Group raise any concerns regarding evacuation chairs and refuge points with the Health and Safety Department.
Fire alarm systems and extinguishers are routinely checked and maintained by Estates. Evacuation Chairs and Refuge Points are in place as required and well maintained by Estates.
The Health and Safety Department ensures a fire risk assessment is conducted in all University Buildings. The fire safety team with the department provide advice and actions to Business Unit Heads and to the Hubs Management Group.
Health and Safety Coordinator is responsible for any actions assigned to the BU as part of the fire risk assessment.
Hubs actions from the fire risk assessment are the responsibility of the Estates Department.


	Low

	General Ill-health or injury whilst on UoN premises
	Ill Health
	Med
	Standard university first aid procedures are in place including a
First Aid Needs Assessment for the building/area undertaken which identifies appropriate number of first aiders.

BU or Hub Management ensure appropriate provision.

Workers informed, via induction and local arrangements, of how to contact assistance (summon first aiders) when required. They are also informed to phone the UoN Emergency Telephone No.  8888 in the event of an emergency and request Security to call an ambulance if required.
Health and Safety Coordinator to ensure that safety notices and list of first aiders are kept up to date.
First aid kits are available in each BU and Hub and maintained by the Hubs Management Group.

	Low

	Manual Handling 


	Manual Handling Injury
	Med
	There is limited manual handling in office environments. Workers are aware, via induction and arrangements, that they should raise manual handling issues with the Health and Safety Coordinator if they have concerns.

The Health and Safety Coordinator monitors the type of manual handling activity undertaken and considers whether handling aids, training, etc. are required.

	Low

	Slips, Trips and Falls
	Injury form slip/trip of fall
	Med
	A good level of housekeeping is maintained in all parts of the buildings occupied by the Business Unit/Hub and regular inspections are carried out to monitor standards.

Workers are responsible for maintaining good housekeeping in their area and ensuring they do not obstruct walkways or fire exit routes. 
The Health and Safety Coordinator organises regular checks of the Business Unit areas. 
 Slip/trip hazards are resolved locally and significant issues are reported as appropriate to the Business Unit Head, Estates, or the Hubs Management Group

	Low

	Stress 
	Ill Health caused by Stress
	Med
	Line managers ensure that worker’s workload, demands, relationships, support and change are monitored at the annual performance review meetings, and at other times as necessary to ensure the risk of stress is minimised.
Individual workers are aware that they can raise problems or concerns with their line managers at an early stage to avoid stress.

When appropriate, line managers and/or senior management will interview workers at risk of or showing signs of stress and will involve HR as required. Also, signpost to other university services such as Counselling and OH as appropriate.
	Low

	Office Environment (noise, temperature etc)
	Illness, fatigue and headaches
	Med
	Worker’s may have the option to work from home, in other hubs or elsewhere.  
Regular inspections are carried out by Health and Safety Coordinators, and in Hubs, by the Hubs Management Group to identify concerns.

Workers are aware to report issues to Estates and raise with their line manager.  
Personal headsets should be used where possible, supplied by Business Units as part of the Agile Worker Kit. Sharing of headphones is not permitted.
Remote monitoring of ventilation rates and temperature is undertaken by Estates department, and they have responsibility for resolving inadequate conditions.
 
	Low

	Lone Working
	Illness and no route to get help
	Med
	 Any workers with known health issues should have a local lone working arrangement with their line manager.  
Any workers who are alone and starting feel unwell must notify a colleague and/or a first aider immediately and check in with them at an agreed departure time. 
All hubs will have swipe card access to improve security

	Low

	Out of Hours Working
	Illness/harm and unable to get help
	Med
	Workers are expected to work during normal office hours (08:00 – 17.30) If working outside these hours this will be agreed with line manager and suitable control are in place.
	

	Covid-19
	Covid-19 illness 
	Med
	Follow all current Government and University advice 
Use the cleaning materials supplied to sanitise work areas before and after use
	Low


Guidance on completing the form
This form may be used to record the risk assessment for any University activity whether that be lab or workshop-based, an event, on or off-site working, etc. Separate templates exist for Biological work, Laser work and Fieldwork.
Only complete a risk assessment if you have a good understanding of the activity being assessed and you have been instructed in the principles of carrying out a risk assessment (refer to your Business Unit arrangements on risk assessments).
· Responsible Person

The manager who is responsible for the activity should approve the risk assessment, this indicates they agree the risk assessment is sufficiently detailed, they agree the control measures are appropriate and will be implemented and they authorise the work to commence. The Responsible Person may be a PI in the academic setting or a local line manager or head of section in non-academic sections of Schools/Faculties and Professional Services. 
· Those at risk / affected parties

Identify individuals or groups of people who might be affected by the Hazard.  Besides Workers and students consider visitors, members of the publics, volunteers and others who could be affected.

· What are the hazards? 

The definition of a Hazard is the potential for something to cause harm, e.g. chemicals, radiation, lasers, fire.  In the Hazards column, list the hazards which could reasonably be expected to result in significant harm.
· List the harm associated with the hazard
For each hazard, there may be one or more types of harm that could occur. For example, working with cryogenic substances - harm may be asphyxiation, cold burns or fire/explosion and each is likely to require different control measures to be implemented. It is recommended each is given a separate line on the form.  
· Risk Evaluation – High (H), Medium (M) or Low (L)
Decide whether the hazard presents a high, medium or low risk, based upon your knowledge of the severity of harm, frequency of activity and number and nature of the people involved. This is subjective which is why you must have good knowledge of the activity in order to undertake the risk assessment.  Hazards that remain high risk once evaluated after control measures are put in place, must not proceed without further consideration.
· What control measures are, or will be put, in place:

List what is, or will be put in place to reduce the likelihood of harm or make any harm less serious. These precautions should meet legal standards, represent good practice and reduce risk as far as reasonably practicable. They should also take into account the hierarchy of control and favour elimination, substitution, engineering methods over administrative controls. Fundamentally, ensure the risks are reduced so far as is reasonably practicable.
· Review Period:

The University advises that all risk assessments are revised every two years to ensure validity. For activities undergoing change, consider a shorter timeframe for review.  For lower risk activities, you may consider a longer timeframe.  Comply with your Business Unit arrangements.

· Justification for selection of controls

In brief, the hierarchy of control in terms of robustness is: (1) Elimination (2) Substitution (3) Engineering Control (4) Administrative Control. If not implementing a higher level of control, justify the reasons why a low level is appropriate in the situation.
· Areas for additional consideration in your risk assessment or associated procedures

Consider training and supervision, manual handling, waste disposal, first aid, emergency situations such as spillage, access to medical assistance. It may be more appropriate for these to be covered as part of a safe working procedure or standard operating procedure.
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