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Work Proposal Form (Installation/Exhibition)

This Proposal is for a safe system of work and good practice for an installation.  It must be completed by all exhibiting students at least 7 days beforehand or by the appropriate deadline.

NAME




                 COURSE 
                          YEAR 


CONTACT PHONE NUMBER:    

1. Please provide a brief description of the proposed work.

(Where necessary accompany this with a sketch overleaf, to support your proposal)

	


2. Where is the exact location of the work?

	


3. Does the work involve any alteration to the fabric of the building?

All work of this nature must adhere to safe systems of work prior to making any alterations.  

i.e. drilling into floors, ceilings, walls, re-decoration etc.

	


4. Does the work, appliance or equipment require a power supply?

i.e. AC/DC, engine, motor, compressed air, water; and where will the power source run from? Does it require extension cables?  Where will these trail?  Be specific.

	


5. Does the work contain substances hazardous to personal health, or affect a safe working environment?

i.e. within COSHH regulations. Chemicals, fumes, food products, & bacteria etc.

	


Work Proposal Form - continued
6. If there is any audio visual or digital equipment required, how are the following codes of practice being met?

The area must be clean and dust free. Security and/or supervision must be ensured at all times and arrangements to switch it on and off each day must be made. If electrical equipment is used that do not belong to the University, they must be inspected and tested by your technician before use.

	


7. How will the work be viewed?

Is an audience involved? (staff, student or visitor). Is there any risk of harm when they enter the area/space?

	


8. Risk assessment. What are the risks? What is the level of risk? Can they be avoided?

If you are unclear about the level of risk the work generates, please discuss with a tutor or technician. If the risk level is high, a STAGE 2 RISK ASSESMENT FORM MUST BE COMPLETED BY YOUR YEAR TUTOR. Should the work alter as the project/installation progresses, you must discuss changes with a member of staff and a NEW PROPOSAL FORM MAY BE REQUIRED.

	


9. Over what period will the work be in place?

FROM: 





TO:

10: How will you safely dismantle, remove and dispose of the work? When will the space/site be cleared and returned to an acceptable and clean state?

	


11. Is Copyright Material being used?   YES / NO  (please circle answer)

If YES, please provide written permissions. A licence may be required. Please detail beklow if this is in process


Work Proposal Form - continued
12. If you wish to borrow media equipment from the University, please list your requirements below and consult with your tutor, technician and the Media Centre well in advance.

All building work, painting, etc must be completed before collecting equipment. The area must be clean and dust free while all AV equipment is present. All equipment must be secured and supervised at all times during the event, and locked away if not returned to the Media Centre.  Please remember you are responsible for the security of the equipment and may be charged the full replacement cost if lost, damaged or stolen. 
NB For certain events, the Media Centre may require a £30 DEPOSIT prior to the collection of equipment


13. Sketch, diagram, or plan.

Please draw a diagram indicating the layout of the work/installation with information regarding the position of work to the space, exits and give a sense of scale and dimensions. 


14. Declaration 
I confirm that I have read and understand all the health and safety, copyright, and security issues.

Students Signature:





Date: 

Work Proposal Form - continued
To be completed by members of staff only.

Technical staff comments:

	Support staff signature………………………..                                      Date…………………….


Media Centre comments:

	Media Centre signature………………………..                                    Date…………………….


Year Tutor comments:

	Please confirm the opening date, closing date and closing time for this event

Academic signature………………………..                                          Date…………………….


Health & safety manager / EFM site manager comments:

	Assessor’s signature………………………..                                            Date…………………….


Risk assessment (attach report if necessary)




Final Signature of approval



Date

YES / NO / Referred


Tl/2016






























Qty                                                                       Description 				       Value £
































Collection Date:				    Return date:		                               Time:




















Assessor’s signature………………………..                                          Date…………………….


























