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Master Risk Assessment Form

					
	Business Unit:

	Location(s) of Activity:
Staff homes

	Risk Assessment Ref:
UoN Ref: Homeworking 

	Activity Title: Home working 

	Activity Outline:
This assessment considers office-type work being carried out at home 

	Those at risk / affected parties:
Staff, PGRs if applicable

	Author (Produced original master risk assessment)
Name: Health and Safety Department
	Signature: 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:



	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, poor posture, eye strain, fatigue
	Medium
	DSE Users are aware of DSE safety and good working practice by following the standard controls applied in the workplace. 
Where there is significant use of DSE in the home environment (20% or more of normal hours) the user to complete the normal DSE self-assessment checklist for their home set-up. (this can either be done at the same time as completing the form for their office set up or by completing a separate assessment specifically for their home environment) 
The DSE Assessor will review the form and will liaise with the user (and line manager) to make improvements where necessary. This may involve advice on how the DSE is set up or agreement on the provision of DSE or advise that home working is not suitable for the individual.

	Low

	General Home Environment
	Various 
	Medium
	Individuals to apply the  Home Working Checklist when setting up a workstation at home

	Low

	Electrical hazards 

	Electrocution, burns
	Medium
	All portable electrical equipment belonging to the University is inspected/tested in line with university policy to ensure it is in safe working order.  Faulty equipment is either fixed or removed. 
Visual checks of electrical equipment, cables and sockets will be carried out on a regular basis and use of cracked sockets or plugs, damaged cables or equipment casing or other concerning faults will cease, and the appropriate action taken to address the situation.
Use of electrical equipment (kettles, heaters, etc) belonging to the home worker is the responsibility of the home worker and the following advice should be followed:
Sockets will not be overloaded
Extension leads will not be daisy chained (one plugged into another)
 
	Low

	Fire 

	injury from fire or smoke
	Low
	Homeworker awareness of their surroundings to minimise risk of fire in their own living space.
	Low

	General Ill-health or injury in the home
	Ill health
	Med
	General ill health - follow normal procedures and, if unable to continue home-working, inform line manager / supervisor.
Injury in the home whilst home working - use normal medical services dependent on nature of injury. Report on the university on-line reporting system if related to university working.
	Low

	Manual Handling 

	Sprains, strains, fractures
	Low
	It is not expected that there will any significant manual handling in the home.
	Low

	Slips, Trips and Falls
	Injury form slip/trip or fall
	Med
	Staff are responsible for maintaining good housekeeping in their living space and ensuring they remove trip hazards and obstructions from where they are working, and promptly clear up any spillages.
Homeworkers to consider other occupants of their living space when they set up homeworking.
	Low

	Stress 
	Ill health caused by stress
	Med
	Line managers to ensure that staff workload, demands, and support are monitored.
Line managers to ensure they have set up robust communication channels with all staff, whether based at work or homeworking, so that issues potentially causing stress can be identified at the earliest stage and support given as appropriate.
Individual staff to be aware that they should raise problems or concerns with their line managers at an early stage to avoid stress. 
	Low

	Lone / Isolated Working
	Adverse psychological health effects.
Poor mental health.
Exacerbation of existing mental ill-health conditions
	Medium
	Line managers will regularly check-in with staff through suitable means. Line managers will set up mechanisms for virtual team meetings and ensure that all workers are included.
Line managers will ensure staff are aware of the online resources for wellbeing, available through the University and other reputable sources (e.g. NHS and Mind).
	Low

	Pregnancy (see specific risk assessment)
	Fatigue, stress, muscular skeletal
	Low
	Worker to set up home workstation to provide best comfort possible.
Worker to take regular breaks in static activity.
Worker to take account of any medical advice they have received from their GP/maternity specialist.
Worker to report any unresolvable work-related issues to their line manager.
Line manager to keep in regular contact to review the home working situation. 
	Low

	Covid-19
	Ill-health related to virus
	Med
	Line managers and workers to keep up to date and implement, as far as possible, the current advice from the university and government:
https://www.gov.uk/coronavirus and 
University information.

	Low






Additional Requirements (if not recorded elsewhere)

	First Aid
	University first aid provision not applicable to home working. Homeworker to have appropriate level of domestic first aid. For more serious issues, homeworker to access UK medical services as appropriate.

	Emergency
	University emergency procedures not applicable to home working. Homeworker to have own means of communication to summon appropriate assistance. Use UK emergency services as appropriate

	Training, supervision and competency
	General information on homeworking provided to workers

	Other Information
	Health and Safety Home working



Guidance on completing the form

This form is a master risk assessment for Home Working but may be added to where additional hazards and controls have been identified.
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 that the risk assessment is sufficiently detailed; 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 staff and students consider visitors, members of the public, 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 and represent good practice. 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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