OFFSITE EQUIPMENT LOANS RISK ASSESSMENT FORM




	
Introduction 
If students intend shooting in locations away from the University as part of their course, it's essential that we know what they’re proposing to do.

Being part of students coursework, we have to be sure a planned project/work is acceptably safe and both staff and students have a mutual responsibility to ensure this is the case.

Please be aware that there have been serious incidents in the past with students out on locations/shoots, so it is important that you take the time to fill in this form.  The purpose of this risk assessment is to confirm that any risks have either been eliminated or are being adequately controlled.

NOTE REGARDING THE USE OF THIS RISK ASSESSMENT:
This assessment has been created for the general use of portable recording equipment away from the university.  By signing this form you agree that the work being undertaken by the student is covered by the examples laid out in this form.  If these examples don’t capture the work undertaken then please use the blue risk assessment form.    

Where appropriate, this form should be used in conjunction with the loan areas overarching spreadsheet to capture equipment requirements addresses / GDPR sign off.


	Academic Signature:
	Module/Course: 
ART AND DESIGN EQUIPMENT BOOKINGS FOR STUDENTS

	Reason for equipment being loaned e.g. Self Directed Learning, Project Completion
LOW RISK FILMING, AUDIO RECORDING AND/OR PHOTOGRAPHY


	Bookings Start Date: Febuary 2021

	Bookings End Date: April 30th 2021


	1. What does your project actually consist of? 

This Risk Assessment covers any Art & Design student booking equipment out and using it to complete ‘low risk’ university related activities at or around a students home address or residential building. 

The student booking out the equipment is responsible for ensuring that this risk assessment covers their planned activities before requesting any equipment.    If unsure, students should talk thru their planned activity with their tutor or a member of the technical team.

This risk assessment covers the use of portable recording equipment (photographic, audio or video or inside a residential building (where permission has been granted, if required) and/or in a safe external environment (eg. Garden) during normal weather conditions.

The student will only undertake low risk activities involving filming, audio recording and/or photographyand will only be operating equipment during day light hours when working outside. Please note that when filming, photographing or recording outside this risk assessment does not cover you for any adverse weather conditions (including rain or high winds etc.)

The student should have been briefed on appropriate conduct and safety procedures, and will take all reasonable steps to ensure their own health and safety, and the health and safety of others.


	2. Where will you be shooting? (This risk assessment will only cover you for the below locations)
A residential location external to Sheffield Hallam University where all hazards are deemed *low risk.
*Low risk is anything that can be deemed an everyday activiity and/or location that is nothing out of an ordinary day-day routine. 

	3. When will you be shooting? (What times on what days?)
During daylight hours only (If working outside)
Monday-Sunday


	4. What equipment will you be using?

You will be using as an agreed package of one/more of the following:

· 1 x Photography or film camera + Leads/Accessories
· 1 x Tripod
· 1 x Audio recorder + microphone + Leads/Accessories
· Correct PPE (gloves, appropriate footwear) where applicable

	5. What are the main risks you might encounter (Please use the chart below and add any additional hazards)
* A hazard is something with the potential to cause harm. *Risk is the likelihood of that potential being realized 
* The Risk Rating is probability multiplied by Severity. 

Please note that this risk assessment is for singular home use. You will need to fill in a more detailed R.A. when you work in groups or teams for each production 


	Hazard
	Please tick if applicable
	No. of persons 
at risk
	Probability (1-3)
	Severity
(1-3)
	Risk Rating
(1-9)

	Manual Handling eg. Heavy Lifting                                                 
	
	1
	1
	2
	2

	Slip/Trip Hazards eg. Cables                                      
	
	1
	1
	1
	1

	Equipment Falling eg. Stands, if knocked or pulled by cables
	
	1
	1
	1
	1

	Lone Working
	
	1
	1
	1
	1

	Transmission via contaminated objects and surfaces (covid-19)
	
	1
	1
	3
	3

	Equipment overheating eg. Batteries left on charge
	
	1
	1
	2
	2







	
6. Control Measures - What will you do to minimise the main risks? 

Quarantine/Cleaning Equipment on Arrival

· The parcel should be quarantined for 72hrs or sanitised/cleaned down before being handled/opened and the packaging disposed of safely. 

Manual Handling

· Ensure that you do not try to lift any container that is too heavy.   Separate out equipment if you are unable to lift a container on arrival.
· Use safe lifting techniques e.g. plan where it is going, get close to the load, bend the knees, keep the back straight, and avoid over-stretching and twisting the back when carrying or placing the load.

Checking Equipment 

· Check equipment for damage following the quarantine period.  If any equipment is damaged then do not use the equipment and contact the Technical staff as soon as possible.

Equipment Responsibility

· No other person in the household should use any of the equipment that has been provided by Sheffield Hallam University.

Power / Charging

· Make Sure the Battery Charger Matches Your Model
· Only use an AC adapter or battery charger that is provided with your equipment. Substituting electrical equipment could end up causing a fire, as the incorrect equipment could cause the battery to short-circuit.
· Only use rechargeable batteries that are provided with your equipment. Using an ill-fitting or overly powerful battery pack could cause damage to the camera, or it could, again, cause the battery to short-circuit, causing a fire. 
· If a battery leaks, please contact the Technical Staff – we may ask you to dispose of this locally rather than send this back.
· Make sure any cables you use with your equipment are checked regularly -- AC adapters and USB cables especially - are free from nicks and cuts. A damaged cable could cause a fire, so this is a key consideration. 
· Protect batteries against being damaged – such as being crushed, punctured or immersed in water. 
· If the camera does not charge properly, gets excessively hot or seems to "start and stop" when charging, stop charging the battery and contact the creative media centre.
· Never cover chargers or charging devices.  Do Not overload your sockets
· Do Not leave items continuously on charge after the charge cycle is complete



Use / Maintenance

· Do Not Open the Camera casing
· Do not try to fix the interior components of the camera yourself. Please report any faults to the creative media centre.
· Remove the batteries from the camera if you will not be using the camera for a week or more, especially if the batteries are empty. A battery left inside the camera for a long period of time is more likely to leak acid, which would damage the camera.
· When carrying batteries for your camera or equipment, make sure that you don't have multiple batteries in one location, where they could come into contact with each other. If the terminals on the batteries remain in contact with each other, they could cause a short and a fire. In addition, if the batteries metal terminals come into contact with other metal, such as keys or coins, the batteries also could short out, so be careful with the batteries when transporting them.
· Your camera body will gain a little heat when in use for a period of time.  If your camera body or battery feels unusually warm, discontinue use and contact the creative media centre.







6. Control Measures - continued


When Setting up and Filming

· Practice situational awareness and ensure that you are working in as open a space as possible when operating the equipment.
· Ensure a tripod is correctly setup and balanced before mounting a camera to it.
· Avoid trailing leads and tape down leads where possible. 
· Identify busy areas across the household where people travel to, from or through, for example, stairs and corridors, and minimise movement within these areas.
· Do not take equipment outside in strong winds or wet weather.
· Use appropriate filters—and not the viewfinder—when you're shooting toward the sun. Your eyes are more sensitive to direct sunlight than you think. When you're shooting to the sun, use the screen, and keep your face and eyes shaded.
· Don't use a camera when you're on the move. Shooting while you're walking increases your odds of stumbling over something or even running into a person or object. Shoot only when you're standing still wherever possible.
· If the home has children present, the production should establish that the children are under the supervision of another parent or carer while filming is taking place. Adult contributors should be briefed regarding the risks to children in particular associated with any equipment that has been set up in the home, for example cables as trip hazards and tripods.   

Gear Safety

· Observe the camera's normal operating temperatures. Not only will operation in temperature extremes potentially damage delicate electronics and motors, but moving rapidly between temperature extremes also can introduce internal condensation within the body or the lenses that, at best, adversely affects image quality, and at worst, ruins the equipment. This is particularly important during winter when going between the outside and inside.
  





[image: ][image: ][image: ][image: ]COVID-19 Safety Guidance

The following guidance must be followed by all staff and students in University buildings.

1. Washing your hands with hot water and soap is the most effective way to destroy any virus on your skin.
1. Social distancing of at least 2m is required in all indoor areas. 
1. The wearing of a face covering is mandatory whilst you are in the building.
1. The default face covering should be a cloth mask covering your nose and mouth.
1. You can bring your own mask but the University will provide you with two for you to keep.
1. If you cannot wear a cloth mask, you may use a protective face visor instead, which the Technical Staff can provide on request. 
This is not as safe as a cloth mask and should only be used when there is a good reason and there is no alternative. 
0. Return visors to technical staff after use.
0. When removing your visor, remember to replace your mask immediately.
1. Sanitise your hands frequently whilst in the University, especially before and after handling tools, equipment etc. Anti-microbial hand sanitiser is available generally around the University via wall-mounted dispensers.
1. Where a one-way system is implemented in the area please use the designated routes at all times. 
1. Outside of University buildings, you do not need to wear face coverings but you should try to remain 2m or more apart from each other.
1. The virus has been demonstrated to remain viable on some surfaces for up to 72 hours. Because of this:-
1. Equipment and tools should not be shared.
1. All equipment issued to you should be returned to Technical Staff after use.

PLEASE NOTE: Whatever your personal views on COVID-19, these guidelines are intended to minimise the risk of transmission and apply to everyone. The infection rate is currently rising rapidly in England.
Covid-19 may make you ill but it can kill you and even a mild infection can lead to long-term chronic illness (google ‘Long Covid’ for information on this).
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