University of Sheffield

Out of Hours Risk Assessment Form

Although risk assessments for some of the work that Out of Hours workers do can be carried out on a generic basis, a generic assessment should be

regarded only as a starting point for tasks being done by an Out of Hours worker. The additional hazards posed by Out of Hours working must be factored in

to the specific risk assessment for each activity. One possible conclusion arising from the risk assessment is that the risks cannot be reduced to acceptable

levels. If it is not possible to ensure a satisfactory level of safety, lone or out of hours working should not be authorised for those tasks.

PERSONS AT RISK: Employees (X) Post-Graduate students ( X)

Contractors () Visitors () Others ()

Generic Risk Assessment LSpecificrisk-assessment (delete as appropriate)

RISK (H) High (M) Medium (L) low (O) No Risk Area: OFFICE
TASK or ACTIVITY: INITIAL FINAL
General Office work RISK RISK
RATING RATING
Hazard Existing Control Measures Additional Control Measures (If
Required)
Slips & Trips L Ensure, during departmental self- L
inspections, that any such hazards, e.g.
torn carpets, trailing cables etc. receive
prompt remedial attention
Fire M Appropriate fire safety training and L
familiarity with emergency procedures for
your area.
Electrocution L Ensure that electrical items (kettles, desk L

lamps etc) have been PAT tested and
labelled and that all electrical cables etc.

are regularly visually inspected for damage.

Do not interfere with plugs, cables etc,
when any item is connected to the power

supply.




TASK or ACTIVITY: INITIAL FINAL
General Office work RISK RISK
RATING RATING
Hazard Existing Control Measures Additional Control Measures (If
Required)
Manual handling of loads M Do not attempt to lift or move any load by L
yourself which is likely to put you at all at risk
of injury.
Use lifting/moving aids where safe to do so.
Violence: intruder in building M Contact University Security promptly, should L
you know or suspect that an intruder is present
in your building. Do not confront the intruder,
lock your door and await the arrival of Security.
Violence: routes home after work | M Plan out how you will get to your car/public L
transport/home after leaving your workplace,
e.g. taking well lit routes
Lone working M Consider how your work pattern integrates When lone working is unavoidable a buddy L
with those of other workers, in terms of both system should be used.
time and location, with a view to avoiding lone
working as far as is practicable.
Increased risk of serious injuryor | L Only medically fit students will be allowed L
death due to unavailability of to work out of hours. All students will be
immediate assistance. made aware of the location of the
department first aid kit and how to contact
first aiders out of hours.
Overall Risk: L

Comments:
Location of First Aid Boxes

Additional emergency procedures specific to area

Undertaken By:
(Sign)

Supervisor/Line Manager:
(Sign)

Date:

Revision Date:




