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1.0
Purpose
To identify any significant hazards associated with changes to room occupancy and/or activities therein. The information to be used to inform the building fire safety risk assessment process and help identify any other safety-related issues within the building.

This procedure is an adjunct to normal departmental risk assessment process, not a replacement. 
2.0
Scope
All room allocations and/or changes to room function within the university; with the exception of residential allocations.
3.0
Responsibility
3.1
Heads of Institutes, Departments and other Units.

To ensure that members of their department complete the hazard identification checklist in a timely and accurate manner.

3.2
Departmental Staff (involved with the specific room relocation/s or changes in use).

To complete the hazard identification checklist in a timely and accurate manner.

3.3
Estates Development Department (EDD)
To request that the hazard identification checklist is completed by the relevant staff at the appropriate point in the room allocation process.

3.4
Health, Safety & Environment Office
To consider the completed checklists and request further information, risk assessments and/or control measures if considered necessary.

To update the relevant building Fire Risk Assessments as necessary.

4.0
Practice
4.1
When a request has been received for a room (or other space) allocation, or when central planning intends to allocate room/s or other space, the Space Planning Manager will issue an instruction that the Room Hazard Identification form should be completed by all relevant parties.
4.2
Copies of the completed form/s are to be sent to the Health, Safety & Environment Office and Space Planning Manager.
4.3
The completed forms will be assessed by both offices and any follow-up actions agreed and implemented.

4.4
On the final agreement of space allocation, the Space Planning Manager will inform the HS&E Office, which will update the building fire risk assessment as necessary.
Hazard Identification Form

Please complete in MS Word or, if hard copy, use extra sheets as necessary.

Please send completed copies to:

1) Space Planning Manager, EDD, Milford Building.  tmm@aber.ac.uk
2) Health, Safety & Environmental Advisor, HS&E Office, Old College.  arw@aber.ac.uk 

	Name:
	Department:
	Date:

	Room No:

	1.
Planned Activities: (please give details for each activity):

1.1


(etc)



	2.a
Who and how many will occupy the space? (e.g. by category: staff, undergraduates, lifelong-
learning students etc)
2.b
Do any of the occupants have special needs that may affect their safety? (e.g. 
wheelchair user, visual or auditory disability etc)


	3.
What electrical equipment will be used?


	4.
Will chemicals (including paints, glues etc) be used? 

Yes / No


If ‘Yes’, then please give details


	5.
Will a mains water supply be required? 

Yes / No


If ‘Yes’, then please give details


	6.
Will loud noise or vibration be generated by the activities? 
Yes / No


If ‘Yes’, then please give details


	7.
Will any of the activities generate heat? 
Yes / No


If ‘Yes’, then please give details


	8.
Will any of the activities generate smoke, fume or vapour? 
Yes / No


If ‘Yes’, then please give details


	9.
Will flammable objects / substances be used?     Yes / No


If ‘Yes’, then please give details


	10.
Will heavy or large items be required to be in the room? (e.g. equipment or storage 
of substantial amounts of paperwork)     Yes / No


If ‘Yes’, then please give details



