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University of Warwick Risk Assessment Form 

Risk Assessment Form

	Title of Risk Assessment
	Warwick Business School Teaching Centre (Radcliffe)
	Date of assessment
	November 2024

	
	
	
	                       
	

	Department
	Warwick Business School (WBS)
	Date review due
	November 2025

	
	
	
	
	

	Description of Task/Process
	Lecture theatres used for teaching, PHD workrooms used for group and solo studying, PHD offices used for general administrative duties. 

	
	
	

	Assessment carried out by
	Emily Foster (Facilities Coordinator) & the Facilities Team & Reviewed & updated by Christina Compton (Building & Facilities Manager)
	

	
	
	


	Additional information
	This is a ‘blueprint’ risk assessment so it needs to be tailored to your specific space as several proposed mitigations are given. These have been put in priority order following the recognised health and safety hierarchy of control. It is expected that you will require a number of these to work for your space and style of teaching delivery.  Any additional hazards present connected with the activity, the materials used, the people involved, or the environment should be covered by a separate risk assessment (to be read in conjunction with this one).  

Teaching Staff are defined as the people providing the face to face teaching or who is engaging the group in discussion. 

Teaching Head / Programme Lead are defined those who have responsibility for the teaching programme.  They must discuss this risk assessment in advance of the start of term with those who are involved in the teaching of that programme and refer also to the Blueprint Risk Assessment which has other relevant information for staff.

Attendees are defined as those who are seated on the flat floor lecture space or seminar room.  This could be made up of students, visitors, conference attendees, members of the public etc.

All lecture and seminar spaces will be pre-booked in advance. Whilst each space will vary in size/shape, all will fall within the scope of this risk assessment. A variety of teaching styles have been considered.




	Potential Hazards
	Who may be at Risk?
	Existing Control Measures
	Current
Risk Level
(VL,L,M,H,VH)
	Are additional Control Measures required?
	Action required by whom & by when?
	Final
Risk Level

	Prolonged Sitting at a Desk
Repetitive strain injury.
Muscle and joint issues.
Decrease in mental health.
	Staff members
	· All new staff must fill in the Computer Self-Assessment Form to make sure their desks and chairs are set-up correctly. 
· Breaks from sitting are encouraged, including stretching both at and away from the desk. 
· Foot-rests are available on request.
· Adjustable, swivel chairs as standard.
· No large, bulky items to be stored under desks as it reduces leg space. 
	M
	Training & induction information provided to reduce occurrence
	Line Managers
	Low

	Prolonged use of Screens
Eye strain.
Screen glare.
Headaches/Migraines.
Blurred Vision.
Decrease in mental health.
	Staff members
	· All new staff must fill in the Computer Self-Assessment Form to make sure their computer monitors are set up correctly.
· Short, frequent breaks from looking at screens are encouraged. 5-10 minute break every hour.
· Adjustable screen brightness to reduce eye-strain.
· All windows have adjustable blinds which can be closed if natural light is causing glare on computer screens. 
	M
	Training & induction information provided to reduce occurrence
	Line Managers
	Low

	Slips, Trips and Falls
· Uneven floor surface.
· Unsecure carpet.
· Poor lighting. 
· Bad housekeeping.
· Stairs. 
· Personal property left next to desks (e.g. bags).
· Large items left in walkways (e.g. boxes, books).
· Trailing cables from electrical equipment.

All of the above could result in mild to severe injuries including, dislocated, fractured, or broken bones, head injuries such as concussion, sprains, cuts and bruises
	All users of the space
	· All staff and students are made aware that personal belongings should be stored under their chairs, not in walkways. 
· Floor coverings are maintained in good condition.
· No boxes or bulky items are be left in walkways. If they are, they are moved immediately.
· No trailing cables across walkways- cable cover available).
· All stairs have handrails.
· Uneven floor surface or damaged carpet is reported to the facilities helpdesk. The facilities team will make safe before arranging a permanent fix if needed.
· Positive reporting culture.
· Lighting is kept in good condition, any bulbs not working are reported to facilities straight away. 
· Facilities will undertake routine visual checks of all spaces within WBS.
· Facilities and Estates Teams undertake regular checks in all buildings, reporting and fixing any issues.   
· Wet floor signs used after cleaning spills.
	Low
	
	
	

	Electrical and Portable Electrical Appliances
· Electric shocks and burns from exposure to live electricity. 
· Fire or explosion from faulty equipment or static electricity. 
· Overloading of sockets and outlets which causes fire or injury.
The spilling of liquid onto electrical equipment. 
	Anyone using or coming into contact with appliances.
	· Extension cables used only as a temporary measure and positioned away from areas of potential damage.
· Equipment, cables and plugs in good state of repair.
· Equipment PAT tested on a two yearly basis.
· Circuit breakers in place.
· Any additional equipment to be set up by competent staff.
· Regular checks and maintenance of all Audio- Visual equipment by E – Solutions and Facilities.
· Culture of reporting maintenance issues by all WBS staff to WBS Facilities.
· Visual check prior to use, isolate and report defective equipment.
· Multi-way plug adaptors are not permitted as they are easy to overload. (No daisy chaining allowed).
· Sufficient number and position of fixed socket outlets.
· Unavoidable trailing cables across walkways are covered with cable matting/protector.
· If a piece of equipment is thought to be broken, staff are instructed to stop using it and report the issues to the e-solution helpdesk. 
· All extension cords are PAT tested every two-years.
· All electrical equipment is kept away from drinks and liquids. If a spillage was to occur, it would be cleaned up quickly.
	Low
	
	
	

	Improper Lighting
· Eye strain from looking at a screen in a low-light condition. 
· Headaches/Migraines
Unable to see hazards, leading to slips, trips and falls.
	All building users
	· All faults or issues with lights are reported to the facilities helpdesk to be rectified as quickly as possible. 
· 
	Low
	
	
	

	Lone Working, Working Outside Normal Working Hours
· An incident may occur and the person has no one to contact for help e.g. if they are taken ill, have a fall, or feel unsafe. 
Regular lone working can cause a drop in mental health.
	Staff and Students
	· Periods of lone working generally confined to normal working hours and when others in the vicinity.
· Lone working activities and activities being carried undertaken outside normal working hours subject to risk assessment, particularly those involving students.
· Means of summoning emergency assistance easily available through Community Safety.
· Out of Hours and Lone Working Procedure adhered to, especially individual awareness of actions to take, procedures to follow etc.
· Appropriate security arrangements in place to reduce likelihood of unauthorised access into buildings
· Staff to be advised of University Health & Safety Services ‘Lone Working’ guidance: Lone Working
· Staff to discuss lone working with managers where relevant.
· Staff to be aware of how to contact Security Services, and about safety measures when walking around campus at unsociable hours.
	Low
	
	
	

	Fire Risk
· Risk to life. 
Risk to building and equipment.
Heat, flames, smoke, toxic fumes and oxygen depletion.
	All building users
	· Smoking is prohibited on site.
· Fire exits kept clear at all times.
· All fire exits clearly marked. 
· Fire detectors and fire alarm system in place.
· Fire alarms are checked weekly.
· Evacuation procedure displayed in all meeting rooms.
· Fire safety signage in place.
· Fire evacuation plans are reviewed and up to date.
· All fire doors are clearly marked and kept closed at all times.
· Fire extinguishers checked on regular basis.
· All building users to leave the building upon hearing the fire alarm sounding.
· Building users to evacuate and disperse away from the building.
· Smoking is prohibited.
· Rubbish not allowed to over accumulate and is safely disposed of.
· All new staff take part in mandatory fire safety training. 
· Displayed work etc. safe distance for heat sources such as light fittings and spot lights.
· The university encourages the use of PEEPs- Personal Emergency Evacuation Plan for those with support needed. 
University Fire Safety information for Main Campus response information can be found from this page: http://www2.warwick.ac.uk/services/healthsafetywellbeing/guidance/fire/
· Fire risk assessment by University.
· Locked and 30 minute fire safe Flamstores on site for any flammable chemicals. 
· Chemical information pack for Fire Services in case of emergency. 
	Low
	
	
	

	First Aid Incidents 
People in need of first aid are unsure who to contact, prolonging the time between an incident and help arriving.
	All building users
	· All staff and students are made aware of what to do if they become ill, or see someone else in need of help. 
· If needed, the cleaning manager can be contacted to do an emergency clean-up of any biological substances.
· First Aid kits available.
· Defibrillator available. 
· University Community Safety staff are trained in First Aid and could be able to provide first aid support in an emergency. To contact them in an emergency call 02476 522222.
	Low
	
	
	

	Unauthorised Access 
· Building users potentially exposed to dangerous behaviour. 
· Risk of equipment being damaged or stolen. 
Risk of data being damaged or stolen.
	All building users
	· All staff and students are made aware to look out for people ‘tailgating’ through doors. 
· Training is given to all new members of staff. 
· Lost keys or ID cards should be reported to campus security as soon as the person is aware they’re missing. 
· All guests must make themselves known at reception and sign in. 
· Key card access doors must be closed fully after passing through. 
· All suspicious activity must be reported to campus security straight away. 
· Any defects or issues with key card access doors must be reported through the facilities helpdesk as soon as possible. 
	Low
	
	
	

	Lifts
Faulty lifts
	All building users
	· Regular maintenance
· LOLER checks
· Fully competent and trained trusted maintenance persons to work on lift faults
· Lift faults logged with the centra Helpdesk immediately and put out of use until safe and working.
· Emergency alarm call button inside lift for users getting trapped. 
· Tensa barriers and signage available for lift maintenance works. 
· 24/7 Emergency helpline.
	Low
	
	
	

	Pests
Rats, and insects – carrying of disease, parasites, damage to infrastructure
	All building users
	· Contract with Rentokil.
· Fully competent and trained trusted pest control persons.
· Pest traps.
· Food waste and rubbish disposed of securely and regularly. 
· 
	Low
	
	
	

	Safeguarding
	All building users and vulnerable persons or those under the age of 18. 
	The University Safeguarding policy must be implemented if any attendees are classified as vulnerable or persons under the age of 18:
Safeguarding Policy (warwick.ac.uk)
· 
	Low
	
	
	

	Legionella and water borne bacteria
	All building users
	· Weekly flushing of infrequently used outlets
· Legionella awareness training for staff with flushing responsibilities
· Regular cleaning of toilets and kitchens
· Legionella and Water Quality policy
· Bacteria and Legionella testing where needed
· Flushing Procedure for Infrequently used Water Outlets
	Low
	
	
	

	Alcohol (and Antisocial behaviour)
	Participants
	Only alcohol purchased via Warwick Food & Drink can be consumed due to alcohol licensing regulations.

· Event organiser to take full responsibility for the alcohol consumed and any antisocial behaviour. Event organiser will take full responsibility for any site damage.
	 Low

	If antisocial behaviour occurs and cannot be controlled, then event organisers to call community safety on 024 7652 2222.
	
	Low


	Environmental hazards, e.g. noise, poor ventilation, extreme high/low temperatures that could make rooms uncomfortable and cause health issues in vulnerable people.
	All building users
	WBS has heating/cooling on BMS which is controlled centrally by Estates. Most rooms and spaces have windows which are able to be opened.  

Facilities and Estates teams undertake regular checks for environmental hazard issues such as broken windows, heating/cooling not working, etc.  Temporary measures are available where faults exist – temporary heaters/fans for example.

Building Manager and WBS Facilities arrange maintenance to limit disruption around the school. Where noise issues may occur, measures are taken to notify staff/students affected, and where possible, events and teaching moved to alternative rooms.
	 Low

	
	
	

	Over capacity of individuals using a space slow down the evacuation of a building in a fire alarm situation. It can also lead to other issues such as injury from being crushed in a panicked stampede to evacuate.
	All users of the space
	A maximum capacity policy is in place for rooms and spaces across WBS.


	Low

	
	
	

	Faulty furniture could lead to accidents and injuries (bruises, cuts, falls)
	All building users
	Facilities Team carry out regular furniture and space checks in WBS. Faulty furniture is fixed, removed or replaced where necessary. All furniture is requested and ordered via Estates Furniture team to ensure compliance with University and government safety guidance.
	
Low

	
	
	

	Poor food quality or lack of hygiene or food allergen; food poisoning, allergic reactions to particular food allergens from cross-contamination or delivery of particular food without awareness of allergies.                                                                                         
	Attendees to event who consume the food served on the premises
	University catering outlets and University caterers are subject to food safety and food allergen inspections by the Health and Safety Department and by the local Environmental Health Officer.

Those serving food at the University are trained in food safety and food allergens.   

Use University approved catering suppliers e.g. Warwick Food and Drink who will have their own risk assessments in place, and procedures to reduce risk of food poisoning.
Dietary requirements to be collected from all registered attendees in advance, and passed onto catering supplier.

Allergy awareness; food to be labelled/have ingredient list available for checking by attendees.

Known possible allergens must be listed. 

Do not cross contaminate with utensils and plates. 

In case of a severe allergic reaction phone community Safety team for an ambulance immediately on: 024 7652 2222.

First aiders on site during weekdays, term time, normal office hours – contactable via the South Reception in the WBS main building or via the emergency number above. 
All rubbish must be cleared away and disposed of properly. 

Bins should not be allowed to overflow. 

Cleaning supplies are available to space users to disinfect counters, tables etc. 

Hand soap is available to all users. 

All kitchen spaces are cleaned daily. 

Food must be stored safely and hygienically.

Out of date food must be disposed of.

The University will also ensure that any transported food is temperature controlled where applicable.
The University has Food Safety information available for reference.

	Low

	
	
	

	Manual Handling
Physical health problems such as over-exertion, back issues, skeletal and muscle damage etc.  
	Staff and Students
	· Staff are told to ask for help if they’re unable to move something themselves. 
· Manual Handling Policy and process in place: Manual Handling 
· Training is given to staff who undertake manual handling regularly. 
· Large manual handling projects e.g. furniture moves, are undertaken by appropriate staff members e.g. porters, facilities etc. 
· Lift equipment available.
Maintenance of lifting equipment. 
	Low
	
	
	

	Exposure to Hazardous Substances
· Adverse reactions to certain substances or chemicals. 
· Chemical burns. 
· Ingestion of poisonous substances. 
Inhalation of chemical fumes.
	All building users
	· Any intended activities that will involve the use of hazardous substances are subject to specific risk assessment, and COSHH assessment.
· All cleaning substances have appropriate safety sheets available. 
· Community Safety are trained in how to handle hazardous substance first aid. 
· Relevant PPE is used in relation to the use of hazardous substances. 
Appropriate training is given to those who use hazardous substances regularly.
	VL
	
	
	





Emergency, Fire and First Aid Provisions 
· Have you considered any high risk activities which need particular First Aid or Fire Safety arrangements? If you are concerned about first aid cover or fire safety contact the Health and the Safety Helpdesk: HealthSafetyHelpDesk@warwick.ac.uk
· Community Safety will be able to provide emergency First Aid support, and departments should make requisite provision for a number of first aiders in their areas as defined by the University’s First Aid Policy.
· WBS has nominated first aid responders to deal with incidents. First aid details and contact points are available on the School’s intranet for staff and students.
· Reception and Facilities staff are adept at dealing with requests for first aid by raising a call to trained first aiders/Community Safety. 
· For emergency situations the University Community Safety team should be contacted: 024 7652 2222. This will be published for all staff and students on the intranet and information disseminated to Sections and Groups.
· In the case of an emergency fire evacuation, encourage all members of staff to act as Fire/ Evacuation Wardens. They can complete the Fire Warden training module available on Moodle (available using the Fire Warden link). They need to know how to flag any concerns relating to fire safety to the Health and Safety Helpdesk.











Guidance to Staff  
· Managers are requested to brief their teams about risk assessment and safety operating procedures.
· Guidance and advice on University guidance is publicised to staff through managers and through internal communication channels such as inbox insite. Documented guidance in the form of a ‘Safety Operating Procedure’ (SOP) is available to all staff and students, and is publicly available. Key messages are cascaded through Section Heads, HoGs, Programme Teams and line managers.
· Individuals should initially discuss concerns with line managers/ Programme Teams who will consider this in collaboration with WBS HR colleagues where appropriate. If staff are unsure or feel that the control measures are not adequate, or are not working, they should discuss with their manager or supervisor in the first instance. If necessary, they can escalate concerns to their Health and Safety Representative and/or their Health and Safety Office/Adviser or the H&S Helpdesk. Remember: there is nothing so important that it cannot be done safely.
· The measures necessary to minimise the risk of accident or injury rely on everyone taking responsibility for their own actions and behaviours. All managers should encourage an open and collaborative approach, where any issues can be openly discussed and addressed.
· Departments should carry out regular reviews of this risk assessment and arrangements with appropriate staff consultation. Line Managers should also refer to and follow any relevant HR, Organisational Development, and H&S guidance.





Work should not be carried out until the assessment is completed and all required control measures are in place.
	Overall Final Risk Rating (Highest level in final column above)
	Low
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	Additional Comments from Risk Assessor
(e.g. funding or practical implications)
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	Approved By
	C. Compton
	
	Position
	Building & Facilities Manager

	Date
	18/11/2024
	
	
	


Please print a copy, sign it and keep for your records

Document History
	Version
	Date
	Reviewer
	Comments

	V1
	01/2023
	Emily Foster
	

	V2
	18/11/2024
	C. Compton
	Reviewed & updated

	     
	     
	     
	     






	
	Severity
	
	
	Risk Level

	Likelihood
	Superficial
	Minor
	Serious
	Major
	Extreme
	
	Very low
	Acceptable risk - no action required

	Unlikely
	Very low
	Very low
	Low
	Low
	Moderate
	
	Low
	Tolerable risk - further control measures not required, but status must be monitored

	Possible
	Very low
	Low
	Low
	Moderate
	High
	
	Moderate
	Further control measures required to reduce risk as far as is reasonably practical

	Likely
	Low
	Low
	Moderate
	High
	Very high
	
	High
	Urgent action required to allow activity to continue

	Very likely
	Low
	Moderate
	High
	Very high
	Very high
	
	Very high
	Risk intolerable - activity must cease until the risk has been reduced

	Extremely likely
	Moderate
	High
	Very high
	Very high
	Very high
	
	
	



See ‘Matrix for risk evaluation’ for further guidance.
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