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PPI team guidelines for dealing with distressed members of the public

Sometimes people we work with become upset or distressed, or show signs of illness that give cause for concerns. When these people are volunteers rather than university employees, it can be difficult to know what to do. While recognising that there is rarely a perfect response to difficult situations, we have agreed some rules of thumb to help with decisions should such an occasion occur.
Overall there are two scenarios that inform our guidelines: when people are upset about the way we conducted ourselves or ran a meeting, and when people are showing signs of being unwell and seek help that is best dealt with by a social care or health professional. Sometimes these two things get conflated. A procedure for dealing with complaints is outlined in the ARCNWC Registration pack and can be used for complaints from any member of the public that we work with.
1. Preventative measures
ARCNWC staff and Public Advisers should be reminded annually of the Code of Conduct for Advisers which will be reviewed on an annual basis.  The PPI team should have completed any relevant University training around diversity, equality and dignity.
[bookmark: _GoBack]Avoid working alone outside of normal working hours and inform colleagues of 1:1 meetings with people we do not already know through ARCNWC or previous involvement activities. Follow the lone working policy of your organisation.  See more details at the end of this document. 
When inviting members of the public to a meeting or training: consider how to outline the requirements and expectations for participation. This relates to both preparation before the day and conduct at the event. Brief members of the public in advance on what the meeting will focus on and what the requirements on their part will be.
At any event, remind people of the ground rules: confidentiality, respect, focus.
At meetings, pause to consider any emotional impact the discussions might be having on people. If someone seems upset or affected, acknowledge to the group that the topic is emotional. It might be appropriate to round meetings off ‘softly’ by thanking people again for sharing, acknowledging the emotional work we have done and ask people to let us know if they’d like to talk again. This is so that people who have felt ignored or misunderstood, or who haven’t been able to tell their full story, can do so with a team member one-to-one. This is not to provide therapy or professional de-brief.
Raise concerns early; sometimes it might be appropriate to talk to someone because of a small thing, before the problem grows bigger.
Wherever possible, use your office phone for communication, not your personal mobile.
2. Response if someone is unwell
First and foremost we are fellow citizens and not health professionals so avoid giving advice to people on what they should do. Signposting to appropriate services is a good response, but avoid giving your own opinion on the services available. 
If someone is behaving irrationally emphasise that you cannot help and that they need to see their GP. Do not make yourself available to meet people especially about a service need, as this is not something you are employed or equipped to deal with. If someone persistently rings you, you are not obliged to pick up the phone and it is best not to do so. Inform the PPI team manager as soon as you can.
3. Response should someone complain 
If someone’s complaint is clearly well-founded speak to another member of staff on how to respond. Consider whether the person’s claim will go beyond the PPI team, in which case you cannot provide an initial response without consulting the PPI lead. Make sure you report the complaint to the whole of the PPI team.
Ensure that you keep an audit trail of all correspondence in regards to the complaint, and ensure you file this in the Public Engagement ‘Complaints’ folder.
If someone is not happy with an apology, or you disagree with someone’s complaint, ask that they put it in writing. This can be by letter or email. Make a note of who made the complaint and how you understood it, and file this in the Public Engagement ‘Complaints’ folder.
Helpful pointers when speaking with an angry or upset person:
1. Recognise the emotional side of PPI and we should behave as good colleagues towards everyone involved in meetings. This includes listening to someone in distress.
2. State that we are not a service and can only provide information about the contact numbers to: adult social care, community mental health team, GP surgeries. Any information provided would have to come with the caveat that we are not trained to provide this, and we recommend they speak to an NHS or social services employee.
3. Repeat that we would like the complaint in writing, try to avoid giving out names but do give them the ARCNWC email or postal address.  Follow our complaints procedure as outlined in the ARCNWC Registration pack membership pack.
4. If nobody else is around to give you a de-brief, contact the PPI team manager to arrange this.



Please also refer to Lone and late working policies from Liverpool, UcLAN and Lancaster
https://www.liverpool.ac.uk/intranet/safety/guidance/lone-and-late-working/#info 


Liverpool: Inform your supervisor (or another delegated person) of your arrival and departure, provide them with the addresses you are going to, carry a mobile with you and ideally go into someone’s house in pairs.  The off-campus risk assessment form will need to be completed which should include all the lone working controls that are in place. 







https://www.hse.gov.uk/pubns/indg73.pdf	





Email: arcnwc@liverpool.ac.uk 
Telephone: 0151 795 1404
Postal Address:
ARC NWC Public Involvement Team
Block B, Waterhouse Building
University of Liverpool
Liverpool   L69 3GL
Lancaster_Arrangements for Lone Working.pdf
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LANCASTER UNIVERSITY GUIDANCE ON LONE WORKING 
This guidance is provided to assist staff in assessing any additional or increased hazards associated 


with an individual who is a ‘lone worker’.  This is anyone who works by themselves without close or 


direct supervision. 


The principal aim of the guidance is to ensure that the decision to permit lone working has been 


reached through undertaking a suitable and sufficient risk assessment using the hierarchy of controls 


to justify the decision and to determine any additional controls that may be needed.  The 


responsibility for authorising the risk assessment belongs to the person who is responsible for the 


work being carried out e.g. principal investigator, manager or supervisor 


Those authorising Lone Working must consider the significant risks posed by the activity being 


undertaken within the definition of Lone Working outlined below.   


Where the circumstances increase the hazards to the lone worker the existing risk assessment 


should be modified or a separate risk assessment should be produced.  Permission to undertake lone 


working should only be granted upon the submission of a suitable and sufficient risk assessment or 


on a demonstration that no additional significant risks arise from the lone working. 


Existing emergency protocols should be taken into consideration as part of the assessment of risk. 


DEFINITION OF LONE WORKING 
A lone worker is someone who carries out their work activities by themselves without close or direct 


supervision. 


In practical terms, persons are considered to be lone workers if they have neither visual nor audible 


communication with someone who can summon assistance in the event of an accident or illness.   


This guidance should be read in conjunction with the University’s Guidance on Safety in Fieldwork 


which offers detailed practical guidance. 


PROHIBITION 
Lone working must be prohibited in the following activities: 


 working in a confined space;  


  electrical work involving manipulation of live, uninsulated power conductors using 


insulated tools;  


 other electrical work where at least 2 people are sometimes required 
  


ACTIVITIES FOR SPECIAL CONSIDERATION 
High risk activities that require specific attention when planning safe lone working arrangements 


include working with: 


 Chemicals, particularly corrosive, toxic, explosive, flammable, asphxyiant, or narcotic 


substances, products or reactions 







 Cryogenic substances 


 Class 3B/4 lasers where the beam is not fully enclosed 


 Power tools and machinery 


 Working on or near water 


 Working at height 


RISK ASSESSMENT 
 There is no specific regulation that directly relates to Lone Working.  The arrangements for 


safe working in any situation fall within the Management of Health and Safety at Work 


Regulations 1999.  This regulation requires that a suitable and sufficient Risk Assessment is 


carried out and adequate controls are in place.  The manager/supervisor [principal 


investigator] is responsible for ensuring that this happens. 


 


 The University’s Risk Assessment process requires the assessor to apply the hierarchy of 


controls.  The first of these is to eliminate the risk, which must be the first consideration for 


Lone Working if possible. 


 


 It is expected that the risk assessment process is undertaken as a collaborative exercise by 


both the lone worker and their  manager/supervisor [principal investigator] and that the 


agreed safe working procedures are recorded and communicated to all persons who may be 


required to work alone and any other employees who have a role to play in ensuring their 


safety. 


 


 


 


 


 


 


 


 


 


  


YES 


NO 


YES 


YES 


NO 


NO 


NO 


YES 


LONE WORKING is being considered 


IS IT A PROHIBITED ACTIVITY? STOP 


IS A RISK ASSESSMENT IN PLACE? 


REVIEW CURRENT 


ARRANGEMENTS. CARRY 


OUT RISK ASSESSMENT IF 


NECESSARY. 


DOES LONE WORKING ENHANCE THE RISK? PROCEED TO APPROVAL 


INCREASED CONTROLS REQUIRED? PROCEED TO APPROVAL 


IMPLEMENT PROCEED TO APPROVAL 


 See guidance 


below 


 See guidance 


below 



https://lancaster.box.com/s/4miq4zbxb9mzb07hf8trg8jae11xo4bp





DOES LONE WORKING ENHANCE THE RISK? 
If lone working is being considered then a review of the current risk assessment is the starting point.  


It is important to stress that only significant risks must be controlled.  Where normal working 


practices do not pose significant risks the assessor should consider whether by undertaking the task 


as a lone worker it will increase the risk to the individual.  To do this the assessor should consider the 


following categories; 


 Workplace: does the area where the lone working will take place introduce any significant 


hazards?  For example will it be properly lit throughout the period of the work, is there other 


equipment in the area that could pose a hazard, will emergency exits be available, could the 


lone worker be vulnerable to violence during the work or when travelling to or from the 


workplace? 


 Task: is there anything about the task that means carrying it out as a lone worker is not 


appropriate.  For example are there any accident scenarios that would require others to 


respond – if so how will you arrange this? 


 Individual: consider the individual carrying out the lone working.  For example, do they have 


the necessary experience, are they medically vulnerable? Consider any disability requiring a 


reasonable adjustment or whether the individual may be particularly vulnerable to 


harassment. 


ARE INCREASED CONTROLS REQUIRED? 
If you identify additional risks you will need to determine appropriate controls.  Lone workers should 


not be put at a greater risk than others.  You need to record any additional controls that you think 


are appropriate in your risk assessment. 


When deciding on the controls you should consider the following;  


 a system of checking in and out 


 the development of an enhanced emergency procedure and response 


 additional training for the individuals and those expected to support them 


 the use of technology to monitor  


 additional levels of first aid equipment and protocols  


APPROVAL TO CARRY OUT LONE WORKING 
Departments must develop their own approval route for permitting lone working for staff and 


students.   


The approval route must include a suitable and sufficient risk assessment and sign off procedure.  It 


would be appropriate to include the Head of Department and/or their competent nominee in such a 


process. 


Where enhanced emergency procedures and response form part of the additional controls, 


University Security must be included in their development. 
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1 Introduction  


 
Lone or isolated workers are personnel who work by themselves without close or direct supervision, such as 
those working away from their fixed base or on their own outside of normal hours. Examples include those 
involved in construction, maintenance, repair, security and cleaning work, or staff who are working alone 
away from their usual place of work e.g. within the UK or overseas. 
 
At the University, lone and isolated working is undertaken by a range of employees, contractors and students, 
either as a result of their working hours, remote location or methods of working. In establishing a safe and 
healthy working environment for lone and isolated workers, the basic principle is that they must not be put 
at more risk than the rest of the workforce. 
 
In the UK, employees have a wide range of general duties under the Health and Safety at Work etc. Act 1974 
and the Management of Health and Safety at Work Regulations 1999. The law requires employers to think 
about and deal with any health and safety risks before people are allowed to work alone. These 
responsibilities cannot be transferred to any other person, such as those people who work alone. However, 
workers do have responsibilities to take reasonable care of themselves and other people affected by their 
work activities and to co-operate with their employer in meeting their legal obligations. 
 
Aspects to consider include;  


• Assessing the potential for risks from violence, manual handling and the workplace itself as well as the 
medical suitability of the person to work alone. 


• Requirements for training, levels of experience and how best to monitor and supervise the person. 


• Having the means to keep in touch with lone workers. 


HSE leaflet INDG73 (rev 3) – ‘Working alone; Health and safety guidance on the risks of lone working’ contains 
specific guidance and references to additional resources covering the subject. This procedure incorporates a 
summary of the key legislative requirements and guidance as they are applied by UCLan. 


 
 
 
 
 
 
2 Key Roles and Responsibilities 
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2.1 Line Managers 
 
Managers of personnel who may be regarded as lone or isolated workers have responsibility for ensuring 
that: 
 


• Suitable and sufficient risk assessments are carried out and safe systems of work are defined before lone 
or isolated working is allowed. Lone or isolated workers must not be exposed to significantly increased 
risks compared to employees who work together. 


• Lone or isolated workers are adequately trained, including the actions to be taken to deal with emergency 
situations. 


• Lone or isolated workers are adequately supervised and monitored. It is important in situations where 
supervision is limited, that comprehensive information is provided and that there is a thorough 
understanding of the risks associated with the work and the necessary control measures. 


• Lone or isolated workers do not have any medical conditions that could make them unsuitable for the 
work. The physical and mental aspects of the work need to be considered and appropriate medical advice 
must be sought if necessary. 
 


3 Controlling the Risks 


The risks to the health and safety of lone and isolated workers need to be avoided or controlled where 
necessary. Actions to be taken include; 


• Involving the personnel affected when identifying potential risks and the measures needed to control 
them. 


• Taking steps to ensure risks are removed where possible, or putting in place suitable control measures, 
such as carefully selecting work equipment to ensure the required tasks can be carried out safely. 


• Providing appropriate instruction, training and supervision. 


• Reviewing risk assessments periodically or when there are significant changes in working practices or 
methods. 


 
Some tasks or activities may be too difficult or dangerous to be carried out by an unaccompanied worker. 
Help or back-up will need to be provided if it is not possible for work to be conducted safely by a lone worker. 
The right level of supervision also needs to be established via risk assessment. 
 
Additional relevant advice and guidance is contained in Procedure S 16.06 Safe Management of Door to Door 
or Street Canvassing and Interviewing and Procedures S 17.01 and S 17.02 – Health and Safety Management 
of UK and Overseas Based Field Trips, Fieldwork and Educational Visits - S 17.03 Health and Safety 
Management of UK Travel by Staff - S 17.04 Health and Safety Management of Staff Overseas Travel. 
 


4 Assessing if Lone Working is Appropriate 
 


Foreseeable emergencies need to be taken account of as well as normal working conditions. Examples 
include fires, equipment failures, illnesses and accidents.  
 
Additional aspects to be considered when assessing situations where people work alone include; 
  


• Are there any specific risks to lone workers, such as using temporary access equipment e.g. portable 
ladders or trestles that one person would have difficulty handling? 


• Are there safe ways of access or egress for one person e.g. could the workplace be locked up after normal 
working hours? 


• Is there machinery involved in the work that one person cannot operate safely? 


• Are chemicals or hazardous substances being used that may pose a particular risk to the lone worker? 


• Does the work involve lifting objects too large for one person? 
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• Is there a risk of violence and/or aggression? 


• Are there any reasons why the individual might be more vulnerable than others and be particularly at 
risk if they work alone? Examples of this include new and expectant mothers, young persons (aged under 
18), disabled persons, trainees and work experience personnel. Contractors who are unfamiliar with the 
working environment, emergency procedures and adjacent activities and hazards also need to be 
considered in assessments. 


• If the lone worker’s first language is not English, are suitable arrangements in place to ensure clear 
communications, especially in an emergency? 


If personnel have medical conditions, medical advice needs to be obtained if necessary. Routine work and 
foreseeable emergencies that could impose additional physical and mental burdens on individuals also need 
to be considered. 
 
Lone working is prohibited by UCLan in the following situations; 


• Carrying out live electrical work. 


• Entry into confined spaces. 


• Working at height. (where a PTW is required).   


• Operating powered workshop machinery, such as lathes, circular saws and milling machines where there 
is a risk of entanglement or serious injury. 


• Working on rotating power take-off points, for example when using grounds maintenance or agricultural 
equipment. 


• Operating chainsaws and wood chipping equipment. 


• Manual handling of heavy objects. 


• Working with hazardous substances in quantities where a person could be overcome and rendered 
incapable of raising the alarm. Examples include asphyxiants, toxic substances and corrosive materials.  
 


As an aid to those responsible for carrying out assessments, examples of model lone worker risk assessments 
are available from the UCLan SHE Department. 


 


5 Supervision and Monitoring 
 
The extent of supervision required depends on the risks involved and the ability of the lone worker to identify 
and handle any health and safety issues that could arise. The decision needs to be based on risk assessment, 
i.e. the higher the risk, the greater the level of supervision required. It must not be left to individuals to decide 
whether they need assistance. 


 
Where a worker is new to a job, undergoing training, doing a job that presents specific risks or dealing with 
new situations, it may be advisable for them to be accompanied when they first take up the post. 
 
Effective means of communication are essential in order to ensure that lone workers are appropriately 
monitored. Examples of these include; 
 


• Supervisors periodically visiting and observing people working alone on campus. 


• Where practicable and dependent upon level of risk, pre-agreed intervals of regular contact between the 
lone worker and supervisor, using phones, radios or email. 


• Manually operated or automatic warning devices which trigger if specific signals are not received 
periodically from the lone worker. 


• Devices that can be used by the worker to raise an alarm in the event of an emergency or operate 
automatically in the absence of activity. 


• Out of hours contractors and Estates Services staff to report to UCLan Security on arrival so they can be 
monitored  
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Site radios issued by the UCLan Security Team incorporate a lone worker alarm function. When activated, it 
requires the worker to press a button every 20 minutes and beeps for 20 seconds if it has not been pressed 
within the last 30 minutes. Emergency mode is activated if there is no response within 20 seconds and the 
Security Team are alerted to respond.  
 


6 Emergency Situations 
 
Lone workers need to be provided with information and training in emergency procedures as well as the use 
of relevant equipment. Access to and training in the use of communication equipment is also necessary. It 
may be concluded that mobile workers should carry first-aid kits and/or that lone workers need first-aid 
training. 
 
The University Security Officers are trained first aiders and so communication links need to be established 
with the Security Team. In cases of emergency, lone workers based at the University must raise the alarm 
and, if at the Preston campus, dial 333 or 01772 896333 from a mobile telephone. 
 
In the case of possible criminal activity or intruders being present, security personnel or back-up staff must 
be capable of being summoned quickly, especially when lone work is taking place out of normal hours or 
during periods of low site occupancy. For office personnel working alone and out of normal hours, security 
personnel need to be made aware of their presence in case of a fire or other emergency incident. 
 
Employees working late in the evening may feel vulnerable when walking to their vehicles and the Security 
Team offer a service for accompanying employees in such circumstances. However, this depends on 
personnel availability and there may be other priorities at the time. Consequently, there may be a need to 
wait until a member of the Security Team becomes available. 
 


7 Training 
 
Training is particularly important where there is limited supervision to control, guide and help in uncertain 
situations. Training may also be crucial in enabling people to cope with unexpected circumstances and with 
potential exposure to violence and aggression. 
 
Lone workers are unable to ask more experienced colleagues for help and so extra training may be 
appropriate. They need to be sufficiently experienced and fully understand the risks and precautions involved 
in their work and the location that they work in. 


 
Employees need to be competent to deal with the requirements of the job and be able to recognise when to 
seek advice from elsewhere. 
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1.0 Introduction 
 


The purpose of this guidance is to outline the issues requiring consideration for the safe management of staff 
and students carrying out off campus research such as door to door or street canvassing, interviewing etc.  This 
guidance should be read in conjunction with the Safety, Health & Environment Section’s Procedural Guidance 
for the Management of Health & Safety on Field Trips, Fieldwork & Educational Visits UK. 
 
2.0 Risk Assessment 
 


All canvassing or interviewing type activities in the field, whether in an urban or rural environment, must be risk 
assessed in advance of the work commencing.  Assessments must be approved by, the relevant supervisor or 
Head of School.  Typical canvassing/interviewing type issues, which will require consideration during the risk 
assessment process include (this list should not be considered exhaustive): 
 


o environment / location; 


o physical threat or abuse; 


o psychological trauma, as a result of actual or threatened violence or the nature of what is disclosed 
during the interview; 


o travel issues,  


o lone working; 


o interview techniques; 


o causing psychological or physical harm to others; 


o comprising situations which may lead to accusations of improper behaviour; 


o exposure to infectious illness. 


 
Further risk assessment advice is available within the University Field Trip and risk assessment guidance 
documents which can be downloaded from the University’s Safety, Health & Environment Department. 
 


An example off-campus work risk assessment for students can be found in appendix 1.  If you require any further 
help with the risk assessment process please contact your relevant University SHE Adviser for assistance (Ext 
2067). 
 
3.0 Pre-Planning 
 







As with all field-based activities the key to successful and safe interviewing is thorough planning, care and 
common sense.  The following points should be considered during the planning phase: 
 


• arranging training in good interview techniques; 


• awareness of any delicate issues involved with discussions or interviews before asking the question explain 
why you need to know.  Issues centred on race, culture and gender may prompt hostility; 


• where possible "vetting" interviewees first over the phone, especially if you have never met them before, try 
to check that they are who they say they are by, for instance, ringing them back at a later time and checking 
their address in the telephone directory; 


• dependent on the nature of the research, consider meeting local 'community leaders', groups or statutory 
bodies such as the police, to ask to explain the research, possible risks in the research area/topic and gain 
their endorsement; 


• conducting interviews at neutral locations or public spaces or where neither party could be at risk. 


• If in doubt about the safety of the location, familiarise yourself with the area in advance and assess the need 
for accompanied interviews, shadowing and pre-arranged pick-ups; 


• seeking permission from any relevant authorities to work in your chosen location; 


• leaving details with your department and/or home, of: 


o what you will be doing; 


o when you will be doing it (specify dates and times of departure, appointments and return); 


o the area in which you will be working (include route details, names, addresses and telephone numbers 
of people being interviewed);  


o your contact details (name, address, telephone numbers) or at home; 


o if your plans change notify someone immediately. 


• instigating a "check-in" system with a friend/colleague/supervisor - phone in at regular intervals.  If  
      you do not phone or return at a certain time arrange for suitable action to be taken. 
 


4.0 General Personal Safety Considerations (for further personal safety advice see also the SHE Department’s 
Procedure S 04.09 Lone and Isolated Working. 
 


• where possible work as a minimum in pairs; 


• carry a mobile phone and a personal attack alarm whether female or male, all are equally vulnerable, 
particularly when alone; 


• always carry enough money for both expected and unexpected expenses, including the use of taxis but do 
not carry large sums of money or valuables unless you really need to, ensure wallets, cameras, jewellery and 
expensive watches etc., are not on display; 


• consider your dress carefully - is it appropriate for the location, try to fit in without attracting attention, do 
not wear clothes that might cause offence; 


• do not stand in places where you will be causing an obstruction; 


• always carry your staff/student ID card and be prepared to identify yourself. 


 
4.1 Personal Safety Advice: Traveling Alone on Foot 
  


• whenever possible avoid walking alone at night; 


• keep to busy, well-lit roads, avoid poorly lit or rarely used underpasses and walk facing on-coming traffic; 







• do not use a personal stereo - you will be unable to hear anyone approaching from behind; 


• walk with confidence and purpose - try not to look as if you are not sure of where you are going; 


 
4.2 Personal Safety Advice: Other People’s Homes  
 


• do not enter a house if the appropriate person is not available; 


• wait to be invited in or at least ask to enter, let them lead the way; 


• let them know how much of their time you will need. 


• do not enter if the person is drunk or aggressive; 


• ensure you can get out quickly if necessary; 


• if you feel threatened at any point, make an excuse and leave; 


• try not to react to dirty or smelly surroundings. 


 
4.3 Personal Safety Advice: Pets 


• Remember not all pets are "friendly"; 


• If entering a house with a dog or cat, ask that the animal be put in another room if you feel uncomfortable. 


• If you are "wary" of a dog, do not enter the house unless the owner is prepared to remove the animal from 
the room you are going to be in. 


 
4.4 Personal Safety Advice: Aggressive Behavior  
 


It is important, even if someone is trying to provoke you, not to respond in kind.  Meeting aggression with 
aggression leads to confrontation and someone could get hurt.  When faced with aggressive people or 
confrontational situations: 
 


• stay calm; speak gently, slowly and clearly. Do not argue or try to outsmart the person verbally, breathe 
slowly to control your own tension; 


• avoid body language which may be misinterpreted, such as looking down on the aggressor; hands on 
hips/folded arms; raised arms; any physical contact. Keep your distance, do not turn your back on someone 
who is behaving aggressively; 


• talk through the problem, suggest going to see a colleague, allow aggression to be diverted against inanimate 
objects such as banging the table; 


• try to compromise and offer the aggressor a way out of the situation, do not be enticed into an argument. 


• sometimes it is not possible to contain and diffuse the threat of violence so be prepared.  


o While talking, assess possible ways you can escape if the situation worsens; 


o Try to prevent the aggressor blocking any possible escape routes;  


o Never turn your back. If you are trying to get away, move gradually backwards; 


 
Physical self-defence should only be used as a last resort because it limits your options of getting away and will 
invariably commit you to a fight.  Remember also, that if you respond physically you could be legally liable for 
assault. 
 
5.0 Reporting of Incidents / Accidents 
 







All accidents/incidents/near-misses of ANY kind while you are at work (including travelling as part of your work 
activity) MUST be reported via the University’s online reporting system or if internet access is not available via 
the hard copy forms available from the SHE Department website. 
 
6.0 Personal Safety Training 


The SHE Section runs a personal safety training course and has been designed specifically for staff who need 
sound advice and guidance on keeping safe at work.  Details can be found on ITrent. 
 
7.0 Additional References 
 
Suzy Lamplugh Trust. http://www.suzylamplugh.org/ 
 
SRA. A Code of Practice for the Safety of Social Researchers: http://the-sra.org.uk/wp-
content/uploads/safety_code_of_practice.pdf  


 



https://msuclanac.sharepoint.com/sites/she-reporting

https://intranet.uclan.ac.uk/ou/fm/Documents/Accident%20Report%20Form%20April%202012.doc

http://www.suzylamplugh.org/

http://the-sra.org.uk/wp-content/uploads/safety_code_of_practice.pdf

http://the-sra.org.uk/wp-content/uploads/safety_code_of_practice.pdf
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OFF - CAMPUS RISK ASSESSMENT FORM

Section 1: Basic Details

		School/Department:

		Off-campus activity (start/end dates): 



		Off-campus activity and location:













		List all persons who can be adversely affected by the activity:















		As part of the risk assessment will a visit to the area be required (please circle)

		YES

		NO



		Will functional declarations need to be completed?

		YES

		NO







Section 2: Location Hazards (please tick where applicable)

		Terrorism threat

		

		Petrol/diesel shortages

		

		Religious intolerance

		

		Mountains and cliffs

		

		Earthquake/volcanos

		



		Crime

		

		Movement restrictions

		

		Restrictive/different customs/cultures

		

		Glaciers, crevasses, ice falls

		

		Animal hazards

		



		Civil disorder

		

		Poor medical services

		

		Restrictions on minority groups

		

		Caves, mines and quarries

		

		Excavation

		



		War zones

		

		Poor rescue services

		

		Corruption

		

		Forests

		

		Construction

		



		Kidnap

		

		Poor driving conditions

		

		Complex building/site layout

		

		Open water

		

		Temporary structures

		



		Poor food/water quality

		

		Poor driving behaviours

		

		Wide open spaces

		

		Underground services

		

		Overhead power lines

		



		Food/water shortages

		

		Poor vehicle standards

		

		Extreme weather conditions

		

		Pollution/contamination

		

		Unstable structures

		



		Power shortages/outages

		

		Long travel distances

		

		Landslide/mudslides 

		

		Slurry/silage pits

		

		Poor accommodation

		



		Lack of security

		

		Night travel

		

		Temperature extremes

		

		Marshes/quicksand

		

		Poor welfare arrangements

		



		Lack of police

		

		High prevalence of disease

		

		Pathogens (viruses, bacteria, fungi, parasites)

		

		Hazardous plants

		

		Poor disabled provision

		





Section 3: Work activity Hazards (please tick where applicable)

		Lone working

		

		Display screen equipment

		

		Electrical equipment

		

		Radiation sources

		

		Waste materials

		



		Late working

		

		Temperature extremes

		

		Sharps

		

		Lasers

		

		Nanotechnology

		



		Night work

		

		Poor heating or ventilation

		

		Lifting equipment

		

		Confined spaces

		

		Gases

		



		Long hours

		

		Poor space design

		

		Poor lighting

		

		Cryogenics

		

		Legionella

		



		Fall from height

		

		Poor welfare facilities

		

		Pressure vessels

		

		Overnight experiments

		

		Unusual events

		



		Falling objects

		

		Portable tools

		

		Drones

		

		Chemicals

		

		Asbestos

		



		Slips, trips, falls

		

		Powered/moving machinery

		

		Vehicles

		

		Biological agents

		

		Explosives

		



		Manual handling

		

		Robotics

		

		Extraction systems

		

		Magnetic devices

		

		Genetic modification work

		



		Poor signage/information

		

		Diving

		

		Lack of/poor selection of PPE

		

		Fire hazards

		

		Noise or vibration

		







Section 4: People Hazards (please tick where applicable)

		Allergies

		

		Stress

		

		Illness/disease

		

		Horseplay

		

		Lack of/poor communication

		



		Disabilities

		

		Violence/aggression

		

		Fatigue

		

		Physical size/shape

		

		Static/Awkward body postures

		



		Poor training

		

		Pregnancy/expectant mothers

		

		Rushing

		

		Children

		

		Potential for human error

		



		Poor supervision

		

		Too few/many people

		

		Repetitive action

		

		Vulnerable adult groups

		

		Language difficulties

		



		Lack of experience

		

		Lack of appropriate insurance

		

		Lack of strength

		

		Taking short cuts

		

		Lack of mental ability or mental health issues

		










Section 5: What control measures are in place or need to be introduced to address the hazards identified above?

		Identified hazards 



		What controls are currently planned or in place to ensure that the hazard identified does not lead to injury or ill-health?



		RISK SCORE

		Is there anything more you can do to reduce the risk score in addition to what is already planned or in place?

		RESIDUAL RISK SCORE



		

		

		L

		C

		R

		

		L

		C

		R



		







































		

		

		

		

		

		

		

		





L = likelihood; C = consequences; R = overall risk






Section 6: Are there any additional hazards that have not been identified in the above tables that need to be considered?

		Identified hazards 



		What controls are currently planned or in place to ensure that the hazard identified does not lead to injury or ill-health?



		RISK SCORE

		Is there anything more you can do to reduce the risk score in addition to what is already planned or in place?

		RESIDUAL RISK SCORE



		

		

		L

		C

		R

		

		L

		C

		R



		







































		

		

		

		

		

		

		

		





L = likelihood; C = consequences; R = overall risk




Section 7: Emergency arrangements (List any additional controls that are required to deal with a potential emergency situation)

		Emergency situation

		Additional controls required



		

		



		Guidance

		Does your trip require knowledge of the following?



(a) Contact details of local medical services

(b) Contact details for travel insurance

(c) Contact details of UK Consulate

(d) Contact details for University of Liverpool emergency line

(e) Contact details for next of kin

(f) Any medical details that might be relevant to medical treatment









Section 8: Overall risk score based on the controls measures adopted above and final residual scores



Max. Risk Score		        1-4		      5-9		     10-16	          17-25

ACCEPTABLE	ADEQUATE	TOLERABLE	UNACCEPTABLE 

Highlight appropriate risk category in bold

NOTE: Only activities / placements with ‘Acceptable’ or ‘Adequate’ risk may be authorised by an approved staff member. Activities with risks assessed as “tolerable” or “unacceptable” must be passed to your local off-campus review panel who will then make the final decision on whether the activity can take place.

Risk assessor (print)………………………………………………………………………………		Authorised by (print) ………………………………………………..………………………………



Signature............................................................................Date..............		Authorised by (signature)  .......................................................Date..............













COMPLETING THE RISK ASSESSMENT FORM

· School/Department – note down the School and/or Department where the student(s) study

· Off-campus activity (start/end dates) - note the duration of the off campus study/work

· Off-campus activity and location – note what the student(s) are undertaking or involved in

· Persons who can be affected – list the persons who could be adversely affected by the activity

· Visit to area – decide if a visit to area will be required to confirm health and safety requirements are adequate

· Functional declaration – decide if the task is sufficiently hazardous to warrant the completion of functional declarations for all participants.

· Hazards – tick all the hazards in section 2, 3 and 4 that are relevant to the task/activity (NB – a hazard is anything that has the potential to cause harm).

· Controls – for all the hazards ticked, list in box 5 what controls are currently in place (if any) and what further controls are required to bring the risk level down to as low a level as possible (between 1 and 4 on the scale below).

· Emergency arrangements – list any specific information regarding emergency arrangements



		Likelihood

		

		Consequence

		

		Consequences

		5

		5

		10

		15

		20

		25



		1

		Very unlikely

		

		1

		Insignificant – no injury

		

		

		4

		4

		8

		12

		16

		20



		2

		Unlikely

		

		2

		Minor – minor injuries needing first aid

		

		

		3

		3

		6

		9

		12

		15



		3

		Fairly likely

		

		3

		Moderate – up to seven days absence

		

		

		2

		2

		4

		6

		8

		10



		4

		Likely

		

		4

		Major – more than seven days absence; major injury

		

		

		1

		1

		2

		3

		4

		5



		5

		Very likely

		

		5

		Catastrophic – death; multiple serious injury

		

		

		

		1

		2

		3

		4

		5



		

		

		

		

		

		

		

		Likelihood







· Agree on the overall risk rating for the activity (based on the individual residual risk scores). Sign off if acceptable or adequate. Pass on to review panel if tolerable or unacceptable for final decision

		ACTION TO BE TAKEN



		1-4 Acceptable

		No further action but ensure controls are maintained



		5-9 Adequate

		Look to improve at next review.



		10-16 Tolerable

		Look to improve within specified timescale



		17-25 Unacceptable

		Stop activity and make immediate improvements
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