Guidance Notes for Completing Single Substance Risk Assessments
· A single substance risk assessment (SSRA) must be completed for every hazardous substance being stored and or used in your research.
· It is based on the Safety Data Sheet (SDS) for the substance but is not a simple cut / copy / paste. An SDS is aimed at industry and not research – the SSRA should summarise the information so that is proportionate to the amount of substance being used, how it is being used and if it is being combined with other substances. The emergency procedures must consider local first aid arrangements, the location and use of emergency spill kits and any local rules.
· It must be authorised by the principle investigator / supervisor in charge of the research before the work starts and each user must sign the risk assessment to confirm they have read the assessment, understand the hazards and agree to abide by the control measures.
· A copy must be printed out and kept in the lab safety file.
· Do not complete a risk assessment without training and a good understanding of the substance/s and procedures involved.
· If further advice is required when completing a risk assessments contact your local safety advisor and or a member the compliance and risk team.

1. Assessor: Insert the name of the person doing this assessment. They must be trained and considered to be competent.
2. Principal Investigator/Supervisor: Insert the name of the Principal Investigator/Supervisor.
3. Assessment Date: Insert the date that the assessment form is completed.
4. Dates Reviewed: all risk assessments must be reviewed on a regular basis and in particular if there are any significant changes made e.g. doubling of quantities, new procedures etc. The review date should be entered here, and signed by the assessor to confirm that the assessment is still valid. (Remember – review doesn’t mean re-write).
5. Name of Chemical: This information can be found in section 1.1 of the SDS.
5a)	Commonly used synonyms: This information can be found in section 3.1 of the SDS.
6. CAS No: This information can be found in section 1.1 of the SDS.
7. Physical State: e.g. solid, pellets, powder, liquid etc. This information can be found in section 9.1 SDS.
8. Hazardous properties: Give a concise summary of the hazardous properties of this substance and list the most significant hazards first. (Do not use the H/P statements).
9. Hazard Pictograms: delete those that do not apply. Pictograms are shown in section 2.2 of the SDS.
10. Signal Word: DANGER or WARNING – delete as appropriate. This information can be found in section 2.2 of the SDS.
11. Quantity Stored: how much is being stored in the lab in total.
12. Concentration of Stock: e.g. ug/ml, %, or molarity
13. Frequency of Use: i.e. routine / occasional / rarely – delete as appropriate. The more frequently a substance is used the higher the likelihood of exposure.
14. Range of Quantities: State the range of quantities used in your procedures.
15. Quantity: has the amount of the substance in use been reduced to as low as reasonably practical? Consider stock bottles as well - smaller stocks should be purchased if low quantities are used.
16. CMRs: 	Carcinogens are identified by the hazard statements: 			H350, H350i, H351
Mutagens are identified by the hazard statements: 			H340, H341
Reproductive toxins are identified by the hazard statements:		H360, H361
You must insert the full hazard statement and number here. This information can be found in section 2.2 of the SDS. If the substance is not a CMR simply select No.
It is imperative that any exposure or suspected exposure to a CMR is reported immediately to your supervisor, your Local Safety Advisor and your Compliance and Risk Manager so appropriate action can be taken. 
Exposure is most likely to occur from a spillage or failure of the fume hood.
Refer also to the Safety Services CMR Guidance.
16a) 	Additional regulatory statements: e.g. a drug precursor or an S1 poison? Further information can be found on the Health and Safety intranet.
17. Emergency Procedures:
First aid: provide full details of emergency procedures to be employed following contact with the substance (skin contact, eye contact, inhalation or ingestion).
Think about exposure to small vs large quantities; include local first aid information, the need for the chemical burns kit i.e. diphoterine eye or skin wash, where the kit is located, the requirement for medical treatment etc. First aid guidance is included in section 4 of the SDS, you can also take into account information from the P statements in section 2.2.
Accidental Release:
Never deal with an accidental release unless trained to do so, if in doubt evacuate the lab and follow your local rules.
Personal Protection:
What personal protective equipment is required to safely tackle the spill – e.g. lab coat, type of glove, overshoes, respiratory protection? You will need to refer to your local emergency procedures.
Contain spill with:
Consider a small spill e.g. a small amount of powder in a fume hood that can be dabbed up vs a large spill that may require full lab evacuation.
Become familiar with your spill kits and ensure all laboratory members are aware of its location and fully trained in how to use it.
Fire Fighting Measures and special hazards arising: - this information can be found in section 5.1 of the SDS
18. Storage Requirements
Information to write on the stock bottle includes: date the substance arrived in the lab, name of the research group the substance belongs to and the expiry / use by date of the substance. This will assist you with stock control.
Conditions to avoid: e.g. high or low temperatures and incompatible substances.
The segregation of incompatible substances is essential to prevent dangerous interactions. Like substances should be stored with like substances.
Only the minimum stock levels of hazardous chemicals should be stored in the laboratory. Chemicals should be purchased only in the quantities that are likely to be needed.
This information can be found in the following sections 7 “conditions to avoid” and 10.5 “incompatible materials” of the SDS.
Storage: specify where in the laboratory the stock bottle is stored e.g. on the shelf, in a corrosives cabinet, in a flammables cabinet, poisons cabinet etc.
Define what temperature the substance must be stored at to keep it stable.
If your substance is known to degrade in storage and become highly hazardous e.g. peroxide forming substances, a storage SOP must be written and attached to this risk assessment.
There is additional advice on how to store hazardous substances on the hazardous substances intranet page.
Methods of prevention or control of exposure
19. Detail the methods for preventing and controlling exposure to the substance. The COSHH hierarchy of control measures should be used when determining the methods to be used to prevent exposure, with engineering and group control measures being employed in preference to individual measures (such as individual personal protective equipment, PPE).
In some instances combined methods maybe required e.g. weigh out in the fume hood, in an enclosed balance whilst wearing PPE.
Access control:
Is it necessary to restrict access to competent personnel – should access be prevented until someone has been fully trained?
Is a specific containment facility required e.g. an S5 lab.
20. Workplace Exposure Limits:
Substances with an assigned Workplace Exposure Limit (WEL) are known to be high risk of being absorbed into the body via inhalation or skin contact and strict engineering controls are required.
WELs are averaged over a specified period of time
Two time periods are used:
Time Weighted Average (TWA) = the maximum exposure over 8 hours
Short-Term Exposure Limit (STEL) = the maximum exposure in 15 minutes.
This information can be found in section 8.1 of the manufacturer’s SDS. Further guidance can also be found in the HSE workplace exposure EH40 booklet.
NOTE: the absence of an assigned WEL does not indicate that exposure to a substance is safe e.g. no exposure to a CMR can be considered acceptable.
21. Engineering controls required: i.e. the physical control measures necessary to prevent exposure, such as the use of a fume cupboard, an enclosed balance or an LEV etc.
Weigh in controlled conditions: use a balance in a fume hood, may require physical containment of scales (e.g. 2 /4 door scales) if weighing out a fine powder.
Consider whether combined controls are required e.g. use of the fume hood to weigh out and mix a substance.
22. Personal Protective Equipment (PPE)
PPE is your last line of defence; failure of PPE will result in exposure to a substance.
You must specify the type required – yes / no answers are not acceptable or useful.
The type of protective equipment must be selected according to the concentration, amount being used and the method of usage.
This information can often be found in section 8.2 of the manufacturer’s SDS.
You must also refer to the manufactures chemical resistance guides as the level of protection can vary between manufacturers.
Guidance on selection and use of PPE can also be found on the FBMH Personal Protective Equipment intranet page.
Lab coat: which type of lab coat should be used, is there a type and colour code specified in your local rules.
Eye protection: chemical splash proof goggles are required for protection from liquids, safety spectacles can be used for impact protection.
Face protection: is a chemical splash proof safety visor required e.g. when handling stock bottles of corrosives. Sometimes a combination of eye and face protection is required. A fume hood will not protect your face or eyes!
Gloves: You need to specify the type of gloving material to be used e.g. nitrile or vinyl, the thickness of the glove required and the length of cuff.
The level of protection offered can change per manufacturer so you must also check the information provided by them.
The information is usually given for “full contact” i.e. if you are immersing your hand in a substance or “splash contact” i.e. if there is a risk of splashing.
Remember the type of glove required may change once the substance is combined with another one and may also change when handling a concentrated substance vs a dilute substance.
Body Protection: e.g. wearing of a corrosive resistant apron when handling certain substances e.g. concentrated corrosives. A Howie neck lab coat offers no protection from liquids.
Other: e.g. Respiratory Protection Equipment (RPE). This will only protect you and not others in the vicinity and must be selected and fitted by a competent person or it will offer no protection.
If you consider that RPE is required you must consult with your local safety advisor, the compliance and risk team and or Safety Services.
23. Safe handling – detail where and how the substance is to be handled e.g. fume hood, what PPE should be worn, does it have an explosive / exothermic reaction to other substances. Detail the general safety precautions e.g. handle in the fume hood only, keep away from heat. You must also consider the hazardous properties of other substances being used and the hazardous properties of the end products.
Name of technique/s substance is used for – is the substance in use for a specific technique only or for a range of techniques e.g. the use of solvents.
Outline the procedure for handling this substance making up a dilution / solution using this substance: As much detail as possible in this section makes an SSRA a much more effective risk assessment and a lot more useful to new staff / students.
Consider: What quantity is being used, what it is being combined with, are the other substances in this procedure dangerous, how is the substance weighed / measured out, does the combination decrease the risk or increase the risk etc.
Statements such as “make up solution” or “dilute substance” or “add powder to buffer then use” are not sufficient.
The more hazardous the substance the more detail required.
You must also consider the hazardous properties of other substances being used and the hazardous properties of the end products. Note: a full risk assessment must be written for experimental procedures.
Who may be exposed? Detail who may be exposed – remember it’s never just the user, it’s the user and those in the vicinity, e.g. People in close proximity, cleaners, engineers etc.
Are there restrictions to who can be exposed: e.g. Expectant and nursing mothers, those with an allergy to a substance, young persons (those under 18), undergraduates, anyone who has a disability (temporary or permanent, visible or hidden) and lone workers are classed as “vulnerable people”. Anyone who comes in to this group is at a higher risk if control measures are breached and should have an individual risk assessment. Advice can be sought from your Local Safety Advisor.
Are there any restrictions on lone workers: is it considered safe to handle this substance whilst lone working? In many cases working with concentrated hazardous substances is not considered to be safe whilst handling small quantities of dilute solutions is considered to be safe. Further guidance on lone working can be found on the H&S intranet pages / lone working.
24. Disposal Procedures
Consider how and where the substance should be should be disposed of, this may be different for stock solutions, diluted solutions and once it is combined with another substance. Further guidance can be found on the H&S intranet under hazardous waste.
If the substance is on the ‘Red List’ it is illegal to dispose of it or any consumables used to handle it, via any waste streams other than as hazardous waste; you will need to write a disposal standard operating procedure.
The most commonly used substances on this list in FBMH are Cadmium (and its compounds), Mercury (and its compounds) and Trichloroethane.
25. Training and Supervision Requirements
Detail the general training requirements before work can begin, level of competency required and any associated specialist training requirements e.g. chemical burns course. Detail the level of supervision required.
Location of training records: training records must be kept, in the event of an accident / incident your safety advisor will need to know the location of these records.
26. Additional Information 
List the hazard and precaution (H and P) numbers and statements associated with the substance this information can be found on section 2.2 of the SDS.
List the European Union Hazard phrases (EUH phrases) e.g. EUH001 Explosive when dry this information can be found in section 2.2 of the SDS.
27. Associated Risk Assessments and Standard Operating Procedures: Include details of all associated risk assessments, standard operating procedures and usage risk assessments in this section.   EXPAND
28. Assessment of risk using controls detailed above: Are the hazards/risks suitably controlled, using the control measures detailed above and the associated risk assessments? If not STOP and ask for further advice.
Result: this stage of assessment is often overlooked, but is probably the most important.  Assigning a number or rating to a risk does not mean that the risk is necessarily adequately controlled.  The options for this column are: Tick which one applies.  REWORD.
T = trivial risk.  Use for very low risk activities to show that you have correctly identified a hazard, but that in the particular circumstances, the risk is insignificant.
A = adequately controlled, no further action necessary.  If your control measures lead you to conclude that the risk is low, and that all legislative requirements have been met (and University policies complied with), then insert A in this column.
N = not adequately controlled, actions required. Sometimes, particularly when setting up new procedures or adapting existing processes, the risk assessment might identify that the risk is high or medium when it is capable of being reduced by methods that are reasonably practicable.  In these cases, an action plan is required.  The plan should list the actions necessary, who they are to be carried out by, a date for completing the actions, and a signature box for the assessor to sign off that the action(s) has been satisfactorily completed.  Some action plans will be complex documents; others may be one or two actions that can be completed within a short timescale.
U = unable to decide. Further information required.  Use this designation if the assessor is unable to complete any of the boxes, for any reason.  Sometimes, additional information can be obtained readily (e.g. from equipment or chemical suppliers, specialist University advisors) but sometimes detailed and prolonged enquiries might be required.  E.g. is someone is moving a research programme from a research establishment overseas where health and safety legislation is very different from that in the UK.
[bookmark: _GoBack]For T and A results, the assessment is complete.
For N or U results, more work is required before the assessment can be signed off.
29. Authorisation by PI: the PI or line manger must sign and date the assessment, to confirm that they have considered and understand the chemical to be used and the associated hazards, and that they are satisfied that all of the hazards have been identified and that the control measures to be followed will reduce the risks to as low a level as reasonably practicable. The use of a substance cannot go ahead without PI authorisation.
30. Declarations 
Declaration by researcher: the researcher must sign and date the assessment to confirm that they have read the Assessment, understand the hazards and risks involved and will follow all of the safety procedures stated
Declaration by PI or designated competent person - the PI or designated competent person must countersign to confirm that the researcher is competent to undertake the work.
