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University of Warwick Risk Assessment Form 

Risk Assessment Form

	Title of Risk Assessment
	Tiered Lecture Theatre / Auditorium
	Date of assessment
	Jan 2023

	
	
	
	                       
	

	Department
	Warwick Business School (WBS)
	Date review due
	Jan 2024

	
	
	
	
	

	Description of Task/Process
	This covers teaching activities or demonstrations within a tiered lecture theatre, where the teacher is at the front, facing the students and students face forwards.

	
	
	

	Assessment carried out by
	Emily Foster (Facilities Coordinator) & the Facilities Team
	

	
	
	


	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
	
How they might cause harm?
	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

	Slips, Trips, Falls and Collisions 
	· Personal property left next to desks (e.g. bags).
· Large items left in walkways (e.g. boxes, books).
· Trailing cables from electrical equipment.
· Uneven floor surface.
· Unsecured carpet.
· Poor lighting.
· 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 are made aware that personal belongings should go under the desk as long as it doesn’t have a detrimental effect on leg space and comfort. 
· No boxes or bulky items are be left in walkways. If they are, they are moved immediately.
· All cables are kept off the floor and away from walkways. 
· 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.
· Lighting is kept in good condition, any bulbs not working are reported to facilities straight away. Blinds on exterior windows are kept open as much as possible except if the light is causing screen glare.
· Wet floor signs used after spills or cleaning.
	L
	
	
	

	Use of Electrical Equipment
	· 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.
	Equipment Users
	· All electrical equipment is PAT tested annually to check for issues or defects. 
· 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 annually.
· Multi-way plug adaptors are not permitted as they are easy to overload. 
· All electrical equipment is kept away from drinks and liquids. If a spillage was to occur, it would be cleaned up quickly. 
	L
	
	
	

	Improper Lighting 
	· Eye strain from looking at a screen in a low-light condition. 
· Glare from light sources on screens.
· Headaches/Migraines.
· Unable to see hazards, leading to slips, trips and falls.
	All users of the space
	· All ceiling lights are on a sensor so they are brighter when it’s dark outside and vice-versa. 
· All faults or issues with lights are reported to the facilities helpdesk to be rectified as quickly as possible. 
	VL
	
	
	

	Exceeding Room Capacity 
	· Delay in safe evacuation from the room(s).
· Insufficient to undertake activities and to use the room(s) safely.
	All users of the space
	· Capacity of room(s) established prior to timetabling and adhered to.
· Any potential change of use or desired increase in occupancy checked prior to proceeding.
	L
	
	
	





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
· Security 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/Security. 
· For emergency situations the University Security 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)
	

	
	



	Additional Comments from Risk Assessor
(e.g. funding or practical implications)

	

	
Please send this form to facilities@wbs.ac.uk for comment and approval


	Approved By
	
	
	Position
	

	Original/ Review Date
	
	
	
	


Please print a copy, sign it, share it with teaching staff and keep for your records
	
	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.
Useful Links:

1. University of Warwick Health and Safety Services

2. University of Warwick Lone Working SOP template

3. UCU Departmental Contacts

4. Unison Departmental Contacts

5. Government Guidance on Working Safely during Coronavirus

6. Health and Safety Executive

7. TUC


To contact Health and Safety Services e-mail:

HealthSafetyHelpDesk@warwick.ac.uk
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