SOTEAS Risk Assessment for Teaching, Administration

and Research Activities

University of Wales Swansea; School of the Environment and Society
Name
Signature
date

Supervisor*
Signature
date

Activity title
Base location (room no.)


(* the supervisor for all HEFCW funded academic and non-academic staff is the HOS)

School Activity Serial # (enter Employee No. or STUREC No.


Start date of activity (cannot predate signature dates)


End date of activity (or ‘on going’)


Level of worker (delete as applicable)


UG,PG, research assistant, technician, administration, academic staff, other (state)

Approval obtained for Gene Manipulation Safety Assessment by UWS ?  
Yes/not applicable

Licence(s) obtained under “Animals (Scientific Procedures) Act (1986)” ? 
Yes/not applicable
Approval obtained for use of radioisotopes by SOTEAS ?
Yes/not applicable

Record of specialist training undertaken
	Course
	date

	
	

	
	

	
	

	
	

	
	


Summary of protocols used; protocol sheets to be appended plus COSHH details for chemicals of category A or B with high or medium exposure

	Protocol Details
	Protocol Details

	#
	Assessment
	#
	Assessment

	
	1st date
	Frequency of re-assessment
	Hazard category
	Secondary

containment level
	Exposure potential
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	Exposure potential

	
	
	
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	11
	
	
	
	
	

	2
	
	
	
	
	
	12
	
	
	
	
	

	3
	
	
	
	
	
	13
	
	
	
	
	

	4
	
	
	
	
	
	14
	
	
	
	
	

	5
	
	
	
	
	
	15
	
	
	
	
	

	6
	
	
	
	
	
	16
	
	
	
	
	

	7
	
	
	
	
	
	17
	
	
	
	
	

	8
	
	
	
	
	
	18
	
	
	
	
	

	9
	
	
	
	
	
	19
	
	
	
	
	

	10
	
	
	
	
	
	20
	
	
	
	
	


See notes in handbook for help in filling in form
(Continue on another sheet if necessary)

SOTEAS Protocol Risk Assessment Form 
(Expand or contract fields, or append additional sheets as required; insert NA if not applicable)
	Protocol #


	Title:

	Associated Protocols

 #...........................


	Description:

	Location:
circle which SOTEAS Local Rules apply – 
          Boat    Field     Genetic-Manipulation     Laboratory     Office/Facility     Radioisotope 

Identify here risks and control measures for work in this environment, additional to Local Rules



	Chemicals
	Quantity
	Hazards
	Category (A,B,C,D)*
	Exp.Score

	
	
	
	
	

	     Hazard Category (known or potential)

A   (e.g. carcinogen/teratogen/mutagen)

B   (e.g. v.toxic/toxic/explosive/pyrophoric)    

C   (e.g. harmful/irritant/corrosive/high

      flammable/oxidising)    

D   (e.g. non classified) 
	Exposure Potential Circle the highest Exposure Score above. Use this to calculate the exposure potential for the entire protocol (see handbook). Indicate this value below.

  Low  
Medium    
High



	Primary containment  (of product) sealed flask/bottle/glass/plastic/other (state) :-

Storage conditions and maximum duration :-

	Secondary containment (of protocol) open bench/fume hood/special (state) :-

	Disposal e.g. autoclaving of biohazard, UWS chemical disposal

	Identify other control measures  (circle or delete) - latex/nitrile/heavy gloves; screens; full face mask; dust mask; protective shoes; spillage tray; ear-defenders; other (state)

	Justification and controls for any work outside normal hours 

	Emergency procedures (e.g. spillage clearance; communication methods)

	Supervision/training for worker (circle)

None required             Already trained             Training required            Supervised always

	Declaration    I declare that I have assessed the hazards and risks associated with my work and will take appropriate measures to decrease these risks, as far as possible eliminating them, and will monitor the effectiveness of these risk control measures.

Name & signature of worker .....................................................................................................................

Name & counter-signature of supervisor................................................................   Date........................

	Date of first reassessment 





Frequency of reassessments


Guidance for Completion of SOTEAS Protocol Risk Assessment Form
Note – you are strongly advised to complete electronic versions of this form, enabling you to readily expand and contract sections as required to ensure clarity and adequate documentation. Do not delete any sections! Instead, mark inappropriate sections with NA (not applicable) and contract the section to save space on the final printed form.

Protocol - any self-contained procedure. This could be any activities undertaken, be they lab-work, use of equipment, fieldwork or office work. Your complete research/teaching/administration activity (e.g. undergraduate project, PhD study, research grant, other) is therefore made up from separate protocols. If the protocol is mainly of low hazard, but with one or more hazardous components, consider making the manipulation of the latter a separate protocol and tie them together by completing the “Associated Protocol” box. This is because the entire protocol must be conducted under conditions required for the handling of the most hazardous component.

Title/Description - give sufficient detail to make it obvious what the protocol involves.

Location – identify which local rules apply. More than one rule may apply. Then add any additional risks and control measures peculiar to this protocol (e.g. site-specific fieldwork information; use of autoclaves, sonicators; mechanical, electrical hazards). You may also wish to stress any particularly important risks and controls even if indicated in local rules.

Chemicals etc. - give name, maximum quantity used, list hazards, hazard category (see Table 1) and calculate the Exposure Score (see Table 2) for every chemical used. Expand the area in the table as required.

Exposure Potential (see Table 3) - complete this section for the chemical which has the highest exposure score in your chemical list as this defines the highest risk factor.

Primary containment/Storage - detail how and where, and for how long, the resultant product from the protocol will be stored. The product must be labelled with the date of synthesis, and disposed of (see below) before the maximum duration time has elapsed.

Secondary containment - detail where the protocol will be performed (refer to Table 4).

Disposal - detail how you will dispose of surplus reagents and the product of the protocol. Final disposal must be undertaken within the period noted in the ‘maximum duration’ under ‘Storage’ (above).
Identify other control measures – typically these refer to special protective clothing etc.

Justification and controls for any work outside normal hours – out of hours working is only allowed under special conditions (e.g. 24h sampling, sampling related to tides etc.); convenience is not an acceptable reason.
Emergency procedures - detail how spillages etc. would be handled, including clearance of the laboratory etc. as required. For field work indicate emergency communication and first-aid coverage. 

Supervision/training - detail here what special supervision and training is required by the worker named at the bottom of the form. Note that all undergraduates are always considered as research incompetent. First-year PhD students and MSc students are not to be used to supervise the activities of others.

Declaration - both the worker and the supervisor must sign this on the date entered here.

Reassessment - the first reassessment must be undertaken as soon as possible after the first time the protocol has been undertaken in order to identify any unforeseen hazards. After this first reassessment, the protocol should be reassessed every 6-12m, depending on the nature of the chemicals, to take account of changing knowledge concerning the hazardous nature of chemicals. The protocol must be reassessed immediately if new knowledge on the chemical hazards becomes available. 

NOTE - standard protocols can be produced for each environment BUT each worker must have their own personalised version, signed by them and their supervisor, and dated. These completed personalised protocols must then be appended to the UWS risk assessment form for the Teaching/Research activity belonging to the individual.
COSHH Assessment - modified from "COSHH in Laboratories" published by the Royal Society of Chemistry, July 1989

Hazards, Risks and Containment - Definition of terms

Hazard
potential for doing harm, e.g. toxic, flammable, carcinogenic etc
Exposure potential
the risk to the user depends very much on the exposure, which depends on the physical properties of the material, the quantity used and for how long.


Risk = "Hazard" x "Exposure Potential"

The risk is decreased to a safe level by:

a) Containment

b) Personal Protection

c) Good Laboratory Practice (GLP)

Levels of containment

The containment required for a given activity is of two basic kinds: the primary (or intrinsic) containment provided by the apparatus or equipment in which the substances are handled and the additional (or secondary) containment needed to ensure appropriate control of exposure.

HAZARD CATEGORY

TABLE 1- General Guidelines for determining hazard categories

	A
	EXTREME HAZARD
	Substances of known or suspected exceptional toxicity 

(e.g. carcinogen, teratogen, potential mutagen) 

	B
	HIGH HAZARD
	All substances whose toxicity exceeds that of the medium hazard category, except for those known or believed to be so highly toxic as to merit special precautions (i.e. those in the “extreme” category)

	C
	MEDIUM HAZARD
	Substances meeting criteria for CPL* classification as “Harmful” or ‘Irritant'

	D
	LOW HAZARD
	Substances not matching criteria for CPL* classification as “Harmful” or “Irritant”


CPL = the Classification, Packaging and Labelling Regulations 1984.

NOTE:

1. The toxicity considered should be that of the substance or mixture handled, including any impurities.

1. Substances may have other properties (e.g. flammability) which may call for additional precautions.

1. The above general guidance may need to be supplemented by developing additional criteria with the help of expert toxicological advice. (Additional criteria may be developed using, for example, data given in HSE Guidance Notes such as EH40).

1. Time factors, such as frequency and duration of activity should also be considered. Short duration tasks, involving a few seconds exposure at infrequent intervals, should not affect the initial estimate, whereas continuous operations on a daily basis would probably raise the estimate to the next highest category.

EXPOSURE SCORE

TABLE 2 - exposure score to be calculated for all chemicals used in a protocol

	EXPOSURE SCORE

	Calculation Value
	1
	2
	3

	(i) 
	Quantity
	<1g
	1-100g
	>100g

	(ii) 
	Properties
	Dense solid

Non- volatile liquid

No skin absorption
	Dusty solids

Lyophilised solids

Volatile liquids

(b.p.>80ºC)
	Gases, Aerosols

Highly volatile liquids (b.p.<80º C)

Solutions promoting skin absorption

	(iii) 
	Pressure
	Normal
	Low/Vacuum
	>1 atmosphere

	(iv)
	Temperature
	Room temperature
	25ºC - 100ºC
	>100ºC


Exposure Score calculation = (i) x (ii) x (iii) x (iv)

The Exposure Potential

TABLE 3 - Rough calculation of exposure potential

	
	EXPOSURE SCORE (FROM TABLE 2)

	Total score
	<10
	10-54
	>54

	Exposure Potential
	L (low)
	M (medium)
	H (high)


Secondary containment level calculation 

Table 4 - use to determine secondary containment

	SECONDARY CONTAINMENT LEVEL

	Hazard Category
	A
	B
	C
	D

	Exposure potential

(from table 3)
	H
	SA
	SA
	FH
	FH

	
	M
	SA
	FH
	FH
	OB

	
	L
	FH
	FH
	OB
	OB


OB = Open Bench;
FH = Fume Hood;
SA = Special Attention (see supervisor)
