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COSHH Form (Continued)
Process Risk Assessment Form (Continued)
Safety Method Statement (Continued)
 Safety Documentation
Please select the forms you require by selecting the check boxes below. You can select more than one.
Once you have made your selections, scroll down and complete the forms.
 
Buttons:  [+] will add a row to a list    [x] will delete a row from a list
 
You may save this file to a local drive at any time.
When you have finished, save the file to a local drive and email it to your supervisor for authorisation.
  
Supervisors - There is a sign-off section at the end of the document set that must be completed.
Staff may "self authorise", (as a supervisor), but the forms must still be submitted to the DSO for approval.
 
IMPORTANT:
YOU MUST NOT START ANY PRACTICAL WORK UNTIL THESE FORMS HAVE BEEN RETURNED TO YOU WITH BOTH YOUR SUPERVISOR's AND DSO's APPROVAL SIGNATURES ATTACHED.
Please complete these fields
Version : 2.32
© 2018 Loughborough University. All rights reserved
Overall Assessment Scores
Safety Method Statement
 
What equipment will be used in this activity?
What training must be completed to do this activity?
What chemicals are being used?  (These must be included in the COSHH Form)
Spill and accident procedures.
Procedure in the event of an emergency.  (How to leave the process in a safe condition in such an event)
References.
 Detailed sequential description of the process
Process step
Precautionary measures and comments
Risk Assessment
Is this process risk assessment for a :
Category 1: Workplace  
Category 2: Hazardous and/or Harmful substances  
Category 3: Activity
Category 4:  Organisation
Explain the risks associated with these hazards
Category 1: Machinery & work equipment:      
Design and Construction
Mechanical hazards
Electrical hazards
Radiation hazards
Category 2: Workplace  
Category 3: Hazardous and/or Harmful substances  
Category 4: Work activity
Category 5: Work organisation
Explain the risks associated with these hazards  
What are the control  measures?
  Lowers Impact
  Lowers Probability
 
Who may be at risk as a result of this activity?
 
Personnel Group
Maximum
(Task setup/ Re-configuration)
High
(Performing the task)
Medium
(Observing the task)
Low
(Present, but not involved)
Lone Working
(Out of hours)
No Exposure Permitted
Total
Academic Staff
Technical Staff
Research Staff (PDRA)
Research Students (PhD)
Students (Undergraduate / MSc)
Visitors
Total
With these controls in place, the risk is:
LASER DETAILS
PROCESS
 Metals
Non Metals
Laser Use
COSHH Form
Hazard Statement and Description
Precaution Statement and Description
    Justify the use of this chemical:
  How will the precautions listed above be implemented?
   Special Storage and Containment Measures
Disposal Method
   How will spillages be dealt with?  
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This chemical has a high health risk associated with it.  
Supervisor to check that the process involving the safe use of these  chemicals has been satisfactorily evaluated
Supervisor and Departmental Safety Office (DSO) Sign-off.
 
Supervisors
Please check the documents above and if you want to approve them:
1)  Electronically sign this document 
2)  Save it to a local drive  (You will be prompted to do this)
3)  eMail the signed document to the DSO.
 
DSOPlease review the documents above and if you want to approve them:
1)  Enter the reference numbers as appropriate
2)  Electronically sign this document
3)  Save it to a local drive  (You will be prompted to do this)
3)  eMail the signed document to the originator
 
IF YOU DO NOT WANT TO AUTHORISE THE FORMS, 
Please do not sign the form, but click the "Not Approved" check-box and return it to the originator
 by email stating why and what you expect them to do to put it right in the comments box below.
Form Reference Numbers
This document set must be reviewed and re-approved at the following times:
1)  After the first occurrence of the activity described above (Review only)
2)  After any change to the procedure or reagents used
3)  After any incident resulting from this activity
4)  At least annually from the date of approval
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Loughborough University
R. Dring
GHS Safety Templates (© 2018 Loughborough University. All rights reserved)
r.a.dring@lboro.ac.uk
21/05/20
7/12/15
Process, Method and CoSHH Risk assessment templates
1
Operator only
Risk of electrical shock from untested equipment (PAT) 
Harmful
Unlikely
Medium
Ensure equipment is regularly tested and the test labels displayed. Equipment failing the test must be immediately removed from service. Visual check of cables and connectors for wear, damage, or looseness prior to use 
Moderately
Slightly
Low
Operator and people in proximity
Injuries & damage to the instrument when moving objects
Harmful
Unlikely
Medium
Instruments must be moved and positioned as specified in the manual. Appropriate moving and/or lifting techniques must be applied to prevent injuries or damage to the devices (e.g., by dropping)
Significantly
Significantly
Low
Operator only
Electrical shock by improper use of the device
Very Harmful
Unlikely
High
Do not remove instrument panels. Do not use improper fuses or high-voltage supply. Verify that that fuses are properly installed and that the instrument voltage matches the power supply in lab. Never operate equipment with the grounding conductor disconnected. Use properly configured and approved line cords. Only competent electrical technicians or contractors should handle any electrical technical problems 
Significantly
Significantly
Low
Everyone in the room
Risk of pressure build up in compressor tank
Harmful
Low
Pressure controller/air compressor are inspected annual basis for certification of use
Significantly
Ensure relief valves are not obstructed and regular venting occurs.User trained appropriately in safe operation of equipment
Significantly
Low
Low
Low
0
6
1
6
2
6
3
6
6
4
6
5
6
6
	PageNo: 
	Pages: 
	You may type in your department name if it does not appear in the drop-down list :  CBE
	EditDate: 
	Name: Janelle Tarum
	RiskAssessmentCB: 1
	MethodCB: 1
	COSHHCB: 0
	You may type in your own school or service name if it does not appear in the drop-down list.: Wolfson School of Mechanical, Electrical and Manufacturing Engineering
	Enter your email address (All in lower case)Students:  initials.name-year@student.lboro.ac.uk                                                                                                   Staff initials.name@lboro.ac.uk: j.tarum@lboro.ac.uk
	What are you going to do?: Microfluidics device for organ on the chip assays. 
	What experiment are you doing and where are you doing it?: CBE, H25
	TextField1: Alexandra Stolzing
	ProcessRiskMessage: The activity is LOW RISK  - and is effectively controlled
	OARiskMessage: Low
	RAReference: SAF/MEME/7897
	MSReference: SAF/MEME/7897
	COSHH_Reference: 
	Add another piece of equipment: 
	What equipment (glassware / instruments / machinery) will you need to complete this activity?: Elveflow OB1/MK4 pressure controller, MUX valve controller and accessories
	What equipment (glassware / instruments / machinery) will you need to complete this activity?: Hyundai 8 Litre Air Compressor 
	Delete this piece of equipment: 
	Add another training requirement: 
	Is there specific training that needs to be completed before this equipment or process can be done?: In person set-up of the microfluidic system and training delivered by the supplier
	Delete this training: 
	Add another chemical: 
	What chemicals will you need?  List all of them, however obvious and make sure they are reflected in the COSHH form as well.: na
	Delete this chemical: 
	Add another spill/accident procedure: 
	What must you do if something goes wrong AND what must be done if some of the chemicals are spilled?: SOP038 Spill Response details spill procedures. Accidents are reported through University online system.
	Delete this procedure: 
	Add another emergency procedure: 
	If you have to leave the lab in an emergency, what is the minimum amout of things to be done to make the process safe to leave? Think about heat / electricity / flammables etc.): Leave the air compressor dust cap on, switch off all the equipment if possible. Fire brigade to be informed of location of air compressor and any issues. If fire alarm sounds continuously make equipment safe then evacuate the building. Only return when informed that it is safe to do so 
	Delete this emergency procedure: 
	Add another reference: 
	Where have you got your information from?: SOP058 Safe use of Compressed gases. 
	Delete this reference: 
	Add another process step: 
	What are you doing - in some detail.: Setting up Hyundai 8 Litre Air Compressor (550W, 118psi, Low noise, Oil Free, Direct Drive, Quick Release Air Connections)
	What are you doing - in some detail.: Setting up OB1 pressure controller and accessories (flow sensors, solenoid valves and MUX valve controller, bubble traps, tubing, reservoirs):Connect OB1 and MUX with laptop, OB1 with flow sensors and MUX using 6mm cables. Connect OB1 pressure outlets with valves using 4mm clear tubings.Connect reservoirs with valves, bubble traps and the microfluidic chip using 1/16 clear tubing. 
	What are you doing - in some detail.: Initializing ESI software:Plug the Elveflow USB drive into the computerOpen Elveflow folderLocate the ESI software zip file (e.g., ESI_V3_06_03.zip)Copy the installation zip file to a location of your choice, and unzip the file.Run setup.exe and follow the instructionsRestart computer and finish the installation process. 
	What are you doing - in some detail.: Running the Elveflow microfluidic system:Switch on air compressor, OB1, MUX and software. Fill the reservoirs with medium.Calibrate the system.Create valve configuration, OB1 configuration and the sequence based on the configurations.Start the flow cycle by running the sequence and fill the tubings with medium. Once the liquid has reached the final tubes, connect them with the chip (with pre-seeded cells). Run the experiment as stated in the specific SOP. 
	What are you doing - in some detail.: Cleaning the Elveflow microfluidic system:Replace medium with ethanol/70% IMSRemove bubble trap, replace with "union".Run the flow cycle. Increase the pressure if needed (1bar). Transfer the loop (negative flow). After 5-10min, lift the tubes in the reservoirs to avoid contact to liquid. Dry the system 10min. 
	What are you doing - in some detail.: Turning off the equipment: Switch off OB1 and MUX valve controller.Replace air tubing with black plugs. Close the software. Switch off the air compressor (from the valve and red button). 
	At this step, is there something you can do or be aware of to make the process safer?: Ensure equipment is PAT tested and the test labels displayed. Place equipment on dry and even surface.Use properly configured and approved line cords. Use correct input connectors and air drier/filter as specified in the manufacturer instruction.Follow the manufactures recommendations. Clean the unit properly and take steps to prevent rust.Handle it safely, report faulty equipment immediately. Air compressor in use provides maximum pressure of 8bar, which is below the OB1 channel top range (10 bar) and does not pose a risk for pressure buildup. Pressure is constantly regulated by OB1/MK4 pressure controller. 
	At this step, is there something you can do or be aware of to make the process safer?: Use pressure source that is: dry and non-corrosive (use an air drier), dust and oil-free, has output pressure between 1.5-10 bar.The pressure source should be ON at pressure value between 1.5 to 10 bar (compressor being used is kept constantly at 7 bar) anytime OB1 is used, including during calibration. For a 2 bar pressure channel (the one in use), the pressure source should deliver at least 2.5 bar. OB1 Pressure controller should be higher or at least same level as the other elements (never placed below the level of Flow Sensor or the reservoirs).The flow sensor should be laid flat on the setup bench.Use correct cables/tubes when connecting equipment.  *All the manuals to are provided by the manufacturer on the USB that was delivered together with the equipment.
	At this step, is there something you can do or be aware of to make the process safer?: Minimum computer configuration requirements to run ESI software are: Windows 7 SPI or later, USB 2.0 port or faster, 1 GB RAM, 3.0 GHz Pentium 4, 1GB of free hard disk space. To ensure that ESI software is up to date, check you have the latest version by clicking the download link in the manual available on the USB (provided by the manufacturer). 
	At this step, is there something you can do or be aware of to make the process safer?: Ensure all the tubings are connected tight to prevent air bubbles in the system.When calibrating, turn off the valves 1-4.When creating configuration, do not forget to save. When filling the system with the medium, adjust flow rate by altering pressure. Later adjust the flow by P and I sensors in the software. When tubes fail to fill up, change the direction of the flow by switching the valve ways to the opposite. To avoid bubbles in the system, fill the chip medium (+cells) to max and wait for the liquid drop at the end of the final tubes before attaching to the chip (hydrophilic contact).Make sure you do not run out of medium. It does not damage the equipment, but compromises the experimental conditions. If valves do not show light, manually switch it on and off or wiggle the connections. Contact customer service/replace the piece if required. 
	At this step, is there something you can do or be aware of to make the process safer?: To not forget to remove bubble trap (to avoid damaging filter by the alcohol). Make sure all medium has been removed (change of color from pink to transparent).Lift the tubes in reservoir 1 and 3, wait until you see bubbles in reservoirs 2 and 4. To remove all the liquid, change the flow direction in valves 5-8 if needed. Do not reuse the chip. 
	At this step, is there something you can do or be aware of to make the process safer?: Do not forget to replace air outlets with plugs. Unplug the compressor and OB1 if needed. 
	Delete this process step: 
	RALabRB: 
	RAOfficeRB: 
	Add another Category 2 Hazard: 
	GRACat1Haz: 
	Delete this Hazard: 
	Add another Category 3 Hazard: 
	GRACat2Haz: 
	Delete this Hazard: 
	Add another Category 4 Hazard: 
	GRACat3Haz: 
	Delete this Hazard: 
	Add another Category 5 Hazard: 
	GRACat4Haz: 
	Delete this Hazard: 
	Add another Category 1 hazard. : 
	DesignConst: 
	Mechanical: 
	Electrical: Electrical test lables current
	Radiation: 
	Delete this Hazard: 
	Add another Category 2 Hazard: 
	Cat2Haz: Falling/moving objects/materials
	Cat2Haz: Slips/Trips/Falls on the level
	Delete this Hazard: 
	Add another Category 3 Hazard: 
	Cat3Haz: Substances under high pressure
	Delete this Hazard: 
	Add another Category 4 Hazard: 
	Cat4Haz: Awkward/Heavy lifting/Handling
	Cat4Haz: Use of hand tools
	Delete this Hazard: 
	Add another Category 5 Hazard: 
	Cat5Haz: N/A
	Delete this Hazard: 
	RiskGroup: 
	Delete this risk: 
	How will these hazards be harmful?: 
	How serious is the potential for damage?Think about People, Equipment, Buildings, Environment and Reputation.: 
	How likely is it that things could go wrong?: 
	RA_Risk_Score: 
	Add a control measure: 
	What can be done to make the process safer?: 
	How much does this control measure reduce the Risk impact?:Slightly          - 25%Moderately   - 50%Significantly - 75%: 
	How much does this control measure reduce the likelihood of this risk occurring?:Slightly          - 25%Moderately   - 50%Significantly - 75%: 
	Delete this control measure: 
	OARisk_Score: 
	RAAddRiskbtn: 
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	Low: 0
	Low: 0
	Low: 0
	Low: 0
	Lone: 0
	Lone: 0
	Lone: 0
	Lone: 0
	Lone: 0
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	Lone: 0
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	Lone: 0
	Lone: 0
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	None: 0
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	None: 0
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	RowTotal: 0.00000000
	RowTotal: 0.00000000
	RowTotal: 0.00000000
	RowTotal: 0.00000000
	RowTotal: 0.00000000
	RowTotal: 0.00000000
	RowTotal: 0.00000000
	Label: Others - Over-type as needed
	MaximumTotal: 0
	HighTotal: 0.00000000
	MediumTotal: 0.00000000
	LowTotal: 0.00000000
	LoneTotal: 0.00000000
	NoneTotal: 0.00000000
	GrandTotal: 0
	LaserClass: Class 1
	LaserType: 
	Wavelength: 
	SysClassification: Not Class 1
	Illumination: Broad Beam
	Illumination: 0
	MetalCutting: 0
	MetalDrilling: 0
	NonMetalCutting: 0
	NonMetalDrilling: 0
	MetalWelding: 0
	MetalSurfTreat: 0
	NonMetalWelding: 0
	NonMetalSurfTreat: 0
	MetalOther: Other
	NonMetalOther: Other
	BeamDelivery: Flying Optics
	Maintenance: 0
	Research: 0
	StdProcessing: 0
	Measurement: 0
	OverallRisk: 
	What chemical are you using OR making?: 
	CAS Number - The unique international number assigned to this chemical. (Chemical Abstracts Service): 
	Workplace Exposure Limit.  This should be on the MSDS data sheet. Not all chemicals have a WEL.: 
	How much of this chemical are you expecting to use per session? Enter the number in terms of g or ml.: 
	OPEN:- There is no physical barrier between the user and the chemical.SEMI CLOSED:- There is a shield or an air barrier (e.g. Fume-hood) between the user and the chemical.CLOSED:- There is a complete barrier between the user and the chemical (e.g. glove-box): 
	At the reaction temperature, what physical state will the chemical be in?: 
	Add another Hazard / Precaution row: 
	Choose the hazard code (from the MDS form): 
	Choose a precaution code (from the MSDS sheet).   The contents of this field can be over-typed. Where there are ... this should be replaced by text.: 
	Delete this hazard/precaution row: 
	Say why you need to use this chemical. Have you considered alternatives, the use minimum quantities, short exposure times, extra containment precautions, any extra PPE etc.: 
	What precautionary measures are YOU going to use when using this chemical? (Based on the suggestions from the P Statements): 
	Add another Storage/Disposal row: 
	What extra measures are required to ensure the chemical is stored safely? : 
	Disposal: 
	Delete this storage/disposal row: 
	TextField3: 
	Spill_btn: 
	PLEASE NOTE: – Any material used to clean up a spill of hazardous material must also be disposed of as hazardous material.: 
	ToxRating: 
	Exposure: 
	Delete this chemical: 
	Exposure to this chemical is through the skin.: 0
	Exposure to this chemical is through the skin.: 0
	Exposure to this chemical is through inhalation.: 0
	Exposure to this chemical is by being swallowed: 0
	Units: 
	Risk: Low
	How long is the session (in hrs)?: 
	Mechanism_img: 
	What do you want to achieve with this activity and how will you do it?: 
	Add another Chemical: 
	Toggle between text entry and uploading a process map/reaction mechanism image: 
	This would usually contain things like wearing of lab coat / safety spectacles / appropriate footwear etc.: 
	Where did you get your information from?: 
	ONLY complete this field if you have 1).  already have a Process Risk Assessment and/or Safety Method Statement APPROVED.AND 2). The addition of these chemical(s) will NOT affect the other assessments in any way.: 
	Sup_Sig: 
	DSO_Sig: 
	ReviewDate: 2025-01-11
	Enter any comments from the review of the document set.: 
	SupUnApproved: 0



