OUT OF HOURS WORKING POLICY AND GUIDANCE
1.     Background

The College of Natural Sciences (CNS) is a research led institution and the nature of the science involved inevitably requires work to be undertaken outside of the normal working day. To comply with various Health and Safety legislation, the College must ensure that all work is performed safely. To properly assess the relevant risks involved with experimental work performed outside normal working hours, account must be taken of the nature of the work, the person undertaking the work and when the work is to be carried out. In order to ensure that out of hours work is properly managed, the College has agreed the following controls which apply only to laboratory based experimental work and not to either office work or field work.
2.     Time Periods

	WORKING PERIODS

	Mondays to Fridays excluding Public and University holidays

Time


Period
08:00 – 18:00

Normal Working Hours

18:00 - 22:00

Out of Hours A (staff)
18:00 – 19:00              Out of Hours A(postgraduate students)

19:00 – 06:00              Out of Hours B(postgraduate students)
22:00 – 06:00

Out of Hours B (staff)
06:00 – 08:00   
Out of Hours A(staff and post grads)
Weekends and Public and University holidays

Time


Period
08:00 – 20:00

Out of Hours A (Staff)
08:00 – 17:00              Out of Hours A (postgraduate students)
20:00 – 08:00

Out of Hours B (Staff)
17:00 – 08:00              Out of Hours B (postgraduate students)



3.      Normal Working Hours and General requirements
ALL laboratory activities must be risk assessed irrespective of when they take place. The academic in charge of the work is responsible for ensuring that a suitable and sufficient Risk Assessment has been carried out and that the significant findings are communicated to all persons potentially affected by any hazards identified. The academic in charge is also responsible for ensuring that all persons under their supervision receive adequate training instruction and supervision in order to ensure health and safety.

4.      Additional Controls For Out of Hours Working
All Laboratory work out of normal working hours (as described in section 2) must operate in accordance with the following protocol;
	Out of Hours A
	Out of Hours B

	Permitted Activities
Procedures that do not involve any acute hazards.
Permitted persons

Staff and postgraduate students who either have extensive knowledge, understanding and experience of the all the procedures involved or who are undergoing  training under the direct supervision of  a senior member of academic, research or technical staff. 
Undergraduate students may only work during this period if directly supervised by their academic supervisor, senior technician or senior Postdoc.

Lone working 

Individuals may only undertake lone working if authorised by their supervisors.
Authorisation

Academic supervisors (in the case of students and research staff) or Chief Technicians (in case of technical staff) must authorise both the activity and the individual carrying out that activity.

Record keeping

Copy of risk assessment must be sent to departmental safety co-ordinator. Permission to undertake specific activities must  be  recorded in laboratory notebook or held by chief technician ( for technical staff)
	Permitted Activities
Procedures that do not involve any acute hazards, that require minimal human input and that cannot be done at any other time.

Permitted persons

Staff and PhD students who either have extensive knowledge, understanding and experience of the all the procedures involved or who are undergoing  training under the direct supervision of  a senior member of academic, research or technical staff. 

MSc and undergraduate students may only work during this period if directly supervised by their academic supervisor. , senior technician or senior Postdoc.
Lone working 

Individuals may only undertake lone working if authorised to do so in writing.

They must contact security (01248 382795) on arrival and departure.

Authorisation

Both Head of Department and CNS Health and Safety Officer are required to authorise activity and individuals.

Record keeping

Copy of risk assessment must be sent to head of Department and CNS Health and Safety Officer. CNS safety officer to maintain all records.




5.     Guidance Notes

•       Hazard assessment
Any activity involving humans will involve some kind of hazard. It is vital that persons assessing if activities can be performed out of hours are able to distinguish between acute and chronic hazards. Acute hazards are those that have the potential to cause immediate harm. One of the ways in which the risks associated with acute hazards are controlled is by the provision of first aid cover, expert guidance and supervision. Such controls are rarely available out of hours and hence the need to avoid work involving acute hazards during these times. The examples given below highlight some acute and ‘chronic’ hazards;
•       Biological hazards (case study)
Acute - Venomous snakes pose an acute hazard since the venom is fast acting. Venomous snakes should not be handled out of hours.
Chronic - Hazard Group 2 bacteria present a biological hazard. The effects of inadvertent infection with such an organism are not fast acting but are likely to develop over a few days. Hazard group 2 bacteria may be handled out of hours by properly trained and experienced workers.
•         Chemical Hazards (case study)
Look beyond the labels on containers of chemicals and the safety data sheets. To properly determine if a chemical presents an acute hazard an assessor needs to consider the effects of the chemical, routes of entry into the body and the form, concentration and amount of the chemical being used. Some examples are given below;

Ethidium bromide.

The safety data sheets state that ethidium bromide is a mutagen, harmful if swallowed or inhaled and a skin eye and respiratory irritant. At first glance any activity involving ethidium bromide would seem to be too hazardous to carry out out of hours. However, the most common use for ethidium bromide within CNS is as a DNA stain and as such 10 ul or so of a 10 mg/ml solution is added to an agarose gel. The bottle containing the stock chemical contains no more than 10 ml of solution. The chemical has low volatility and aerosols will not be produced in any significant quantity  and provided eye protection is worn eye contact will be avoided. The most likely accidents (providing eye protection is worn) are that the stock bottle gets knocked over and/or that the chemical comes into contact with the operator’s skin. Providing gloves are worn skin contact is minimised reducing the likelihood of any major skin irritation. The main hazard thus concerns the mutagenic properties of ethidium bromide due to the potential for limited skin contact. This is clearly not an acute hazard. The outcome for the affected person ( provided they are properly trained and experienced) will be the same whenever exposure occurs.
Sodium nitroprusside dihydrate

The safety data sheets state that sodium nitroprusside dehydrate crystals may react to release cyanide gas when in contact with acids and may release cyanide due to metabolic effects on ingestion. Clearly sodium nitroprusside dehydrate crystals must not be handled out of hours. However, a 0.5 g/litre aqueous solution of sodium nitroprusside will not produce any noxious substances if it comes into contact with acid and will not produce cyanide if ingested. When used for example in procedures to determine nutrient concentrations in water samples, a 0.5 g/litre solution of sodium nitroprusside is essentially not hazardous and can thus be used out of hours.

Radioactive materials

Whilst radioactive materials do not normally pose an acute hazard, the relevant code of practice does not permit open radioactive sources to be used out of hours. Work with radioisotopes out of hours is restricted to loading/unloading pre-prepared vials into a gamma spectrometer. 

•       Physical Hazards (case study)
Molecular biologists often size separate and visualise DNA by means of electrophoresis using agarose gels. Agarose is mixed with a buffer and heated to very temperature in a microwave oven before the gel is poured. Subsequent to electrophoresis the DNA is visualised under ultra violet light. The physical hazards associated with this work are burns from the hot agarose and exposure to high intensity uv light which can cause burns to the skin and eyes and skin cancer. The hazard associated with hot agarose can be eliminated out of hours by making the gel during the normal working day. Whilst uv burns are very serious in the long term, the acute hazard an experienced operator wearing correct personal protective equipment faces is negligible and hence the gels could be viewed out of hours.
First Aid 

All persons working out of hours with exception of undergraduate and MSc students should have basic first aid training.

Out of hours period B

During this period staff must notify security on arrival, give an estimated time of departure and contact security when they depart. This allows the University to monitor the safety and wellbeing of staff undertaking experimental work during this time. Limited resources within the security section mean that only activities that cannot be done at other times may be carried out. Examples of potentially suitable activities include;
Essential animal husbandry   

Observations of organismal behaviour (rhythmic behaviour etc)

Filling/emptying an autosampler 
