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CAMBRIDGE CENTRE FOR ADVANCED RESEARCH AND EDUCATION IN SINGAPORE LTD

Outside Hours Work

Complete this form when permission is sought for laboratory work to be carried on outside normal working hours.  The normal working hours of the Department are Monday to Friday, 0900 to 1800.

	Name of Research Workers(s)
	Research Supervisor

	
	

	
	


Categorisation of Activities as Lower or Higher Risk
Different activities should be categorised with reference to a current risk assessment (see CARES Risk Assessment Matrix for guidance).  The Research Supervisor should INITIAL each categorisation.  The categories are as follows:

Lower Risk - Practical work which is low risk, and could be carried out safely outside normal working hours by somebody working alone.  Consider the risk of the lab environment as well as that of the activity.  Refer to the CARES Risk Assessment Matrix for explanation of risk quanfitication.
Medium Risk - Medium risk work which can nevertheless be carried out safely outside normal hours if a second person is always available in the vicinity.

Please note that some work will not be safe to carry on outside normal working hours under any circumstances.

	Activity, task or process
	Lower risk activity 
[RS to INITIAL]
	Higher risk activity 
[RS to INITIAL]
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


To the Research Worker
If work has been classified as Lower Risk, you may carry on this work unrestricted between 18.00 and 08.59 as long as a current risk assessment exists for the work.  If work has been classified as Higher Risk, you must use the second page of this form to obtain permission from your Local and Cambridge Supervisor and the Laboratory Manager to carry on this work outside normal working hours.  You must also ensure that a second person is available in the vicinity of your workplace.

CAMBRIDGE CENTRE FOR ADVANCED RESEARCH AND EDUCATION IN SINGAPORE LTD

Outside Hours Work (page 2)
Permission to Carry out Medium Risk Work
Note to the Supervisor
Permission for medium risk work should be given only if the following criteria are satisfied.

1.
It is not practicable to carry out the work during normal working hours (i.e. 09.00 to 18.00, Monday to Friday).

2.
At least one other person will be present in or within earshot of, the laboratory in which the experiment is to be carried out, so that he or she is able to assist in the event of an accident.

3. The researcher knows how to summon help in an emergency (refer to the Emergency Response Plan).

The following researcher has my permission to work outside normal working hours during the specified periods 

Researcher
Dates and Times
	Singapore Supervisor signature
Date



	Cambridge Supervisor signature 
Date



	Laboratory Manager signature
Date




Note to the researcher  

This form should be kept with you while you are working outside normal hours, and should be shown upon request to anyone else making a reasonable request to see it.  For any emergency contact the FCC Fire (66012630) and the duty phone (90182051).

It is your responsibility to ensure that you are not working alone
Version 1.1


