Northumbria University

General Risk Assessment Form

DATE:


ASSESSOR:




LOCATION:



ASSESSMENT: 
AREA/ACTIVITY: Travelling on Business in the UK – Generic Assessment to be tailored by Schools and Services.
	Item  No.
	Activity/equipment/materials, etc.
	Hazard
	Persons at risk
	Severity 
	Likelihood
	Risk Rating

H 20-36
M 12-18
L 1-10

	Control Measures Required
	Final Result* 

	1.
	Travelling on Business by Car

	Motor Vehicle Accidents - Life threatening injuries to varying degrees of physical injury, anxiety and stress associated with collisions
	All visiting staff / passengers in vehicles other road users and pedestrians
	
	
	
	Staff must ensure that if they use their own vehicle for work purposes, they must hold a valid driving licence, MOT, road fund licence and motor insurance that includes business use.

Staff should ensure that they are briefed on the requirement to comply with road traffic laws, regulations and the Highway Code, including:

· Driving within statutory speed limits

· Wearing seatbelts

· Use of mobile telephones

· Driving whilst under the influence of alcohol or drugs

· The effects of fatigue on driving

· Driving vehicles that are in an unroadworthy condition

Staff that use hire vehicles must follow the University “Drivers Permit Scheme”   Any members of staff who hire vehicles during the course of their duties will be required to complete the Drivers permit application form prior to booking any vehicles (this should be completed annually).  The information gathered is a requirement of the University insurance policy and therefore have a legal obligation to request this information.

http://www.northumbria.ac.uk/sd/central/finance/staff_inf/909499/?view=Standard

	

	2.
	Terrorist attacks on public transport - main bus or train/tube stations and airports
	Risk of serious blast, fire or collision injury including major injury or death
	Staff
	
	
	
	The decision to travel

· Line Manager to give consent for travel and attendance on course.

· Staff should monitor local / national media news reports and the following web sites / web links for up to date travel information which will help them to decide whether or not to travel:

www.northumbria.police.uk
www.met.police.uk
www.tfl.gov.uk
Travel Rules

Staff must adhere to these rules, which have been put in place to control risk of injury.

· Staff should provide their Line Manager with the following essential information:
· Name

· Position

· Contact mobile telephone number

· Home telephone number

· Home address

· Make and model of car and registration (if car used)

· Next of kin details with land line telephone number

· Destination 

· Workplace / course address and landline telephone number

· Accommodation address and landline telephone number

· Travel arrangement itinerary and work / course programme.

· Should a serious security incident occur nationally the employee must endeavour to contact their Line Manager or, out of hours, Security Service - telephone 0191 227 3999 to give assurance that all is well.
·  Be aware that in the event of a serious security incident mobile telephone networks will be switched off in this situation landline telephones should be used. If requested Line Manager or the Security Service will pass messages of well being to family members.

Travel advice

· As little time as possible should be spent around a station complex.

· When visiting major cities the use of public transport, tube or bus, should be reconsidered in favour of taxi or on foot.

.

· Staff should be alert for any unattended bags or luggage, which should be reported to staff or security in the area.

· Staff should keep his /her luggage close and secure at all times to avoid unnecessary security alerts and delays.

· Staff should familiarise themselves with the available safety measures and emergency escape routes during the mode of travel and at the destination workplace / course venue.

	


Northumbria University – Risk Assessment Form

	To be completed by the Manager undertaking the risk assessment

Name:                                                                                                     Job Title:

Signature:                                                                                              Date:



	To be completed by the Senior Manager

I consider this risk assessment to be suitable and sufficient to control the risks to the health & safety of both employees undertaking the tasks and any other person who may be affected by the activities.

Name:                                                                                                     Job Title:

Signature:                                                                                             Date:

NB – If Senior Managers do not agree that the risk assessment is suitable and sufficient then the assessment must be reviewed.  
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