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Health and Safety Policy and Guidance Note
Working Out of Hours - Students
1.
Out of Hours Working
1.1
Working out of hours may lead to a situation where there is an increased risk to the safety and security of staff or students, particularly when working alone or in isolation. Normal working hours for the majority of staff and students fall within the period 7.00 am to 7.00 pm, Monday to Friday though a significant number of staff will routinely work outside these hours. Normal working hours will vary within different Schools and Directorates and this should be taken into consideration in Lone Working Risk Assessments. Staff working outside of these normal working hours should be briefed on:

· evacuation and emergency procedures;
· instruction on any fire alarms covering the building;
· information on their access  within the building; 
· instructions on how to secure the building on leaving.
1.2
Support Services
Support services such as fire wardens and first aiders will not normally be available outside normal working hours. Out of hours, a self-evacuation policy is in place in the event of a fire alarm. Emergency assistance can be obtained by contacting the Security Control Room, Level 1, Administration Building, which is staffed 24 hours a day all year round. 

Emergency Number Extension: 
2222 


(External 028 9097 2222)

Internal Extension Numbers 

5099 and 5098 
(External 028 9097 5099)
Staff are advised to have these numbers displayed and readily available. If there are any concerns in relation to personal safety or suspicious activity on site, it should be reported to the Control Room immediately.
1.3
Notification of Security

When notifying Security of out of hours working, the following information should be provided:

· name; 

· contact details (office extension, mobile phone number etc); 

· date and time of being on site and duration of stay;
· location of room/building/area;
· brief description of the nature of work/reason for working after working hours;
· directions for Security in the event of an emergency; 
· supervisor to contact in the event of emergency.

These details will be held securely and confidentially in a log book in the Control Room.

Staff and students working out of hours should be briefed locally on this arrangement and agree to the process for their safety and security. 
2. 
Students Working Out of Hours
2.1
Open Access Study and Library Areas

Students may undertake out of hours work in unsupervised open access study areas where this is permitted by the School or Directorate responsible. Schools and Directorates should notify Security of their out of hours working arrangements including the need for students to notify Security, if required, that lone working is taking place. Special late working arrangements may be put in place during busy periods such as during  examinations. Students will be notified of these arrangements.

Except for designated areas (such as in the McClay Library) students should vacate study areas by 11.00 pm. Overnight (after 11.00 pm) is not normally permitted unless special arrangements have been put in place by the School or Directorate responsible.
2.2
Late Working in Laboratories, Workshops and Studios

2.2.1
Where there is a significant risk to health and safety, Undergraduates must never work alone at any time in laboratories, workshops or studios.  For out of hours working, a member of staff should always be present although the supervision or support required will be determined by the risk assessment and the required arrangements must be formally documented. Where staff are unavailable for supervisory duties in lower risk workshops and studios and where it is inadvisable to work in isolation, pairing of students may be necessary in order to allow late working to take place. 

2.2.2
Undergraduate practical work should normally only be permitted within the period 9.00 am to 6.00 pm on weekdays during term time. Outside of these times, work is only permitted by special arrangement authorised by the Head of School. In particular, special arrangements may need to be put in place for final year project students. In all cases, Security should be informed of the working arrangements in place. 
2.2.3
Postgraduate students may work alone in laboratories on low risk activities following a formal risk assessment, mitigation of any significant risks and with the written authorisation of their Supervisor. In all cases, Security should be informed of the working arrangements in place.

2.3
Overnight and Weekend Working

Overnight working is not normally permitted and weekend working is restricted to some library and open access study areas. If there are exceptional reasons why such work is required, it must be authorised by the School or Directorate responsible.   In all cases, Security must be consulted on any arrangements for overnight or weekend working being put in place. 
