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	A. Outline of activity or task to be assessed:                                                    


	Form No
	

	Service Area:
	
	Work Activity
	Use of Volunteers

	Workplace/Team
	
	
	

	Date of Assessment:
	
	Date for Re-assessment
	Annually unless circumstances change

	Name of Assessors:
	
	Signature:
	

	Manager/Headteacher:
	
	Signature:
	


	Hazard is something with the potential to cause harm. Risk is the likelihood of someone being hurt multiplied by the severity of the occurrence.                       

                            Level of risk = likelihood x severity
B.  Risk Matrix – This section is used for guidance to complete section C.
	
	PRIORITY OF ACTION

High        17 - 25     Unacceptable – Stop work or activity 
                                until immediate improvements can
                                be made.

Medium  10 – 16     Tolerable but need to improve within
                                a reasonable timescale, e.g., 1-3 
                                months depending on the situation.

Low  5 - 9
Adequate but look to improve by next review.

Very Low 1 – 4        Residual risk acceptable and no
                                further action will be required all the
                                 time the control measures are 
                                maintained.

	5 x 5 RISK ASSESSMENT MATRIX
	
	

	Increasing consequence or severity  (
	5
	5 low
	10 med
	15 med
	20 high
	25 high
	
	

	
	4
	4 very low
	8 low
	12 med
	16 med
	20 high
	
	

	
	3
	3 very low
	6 low
	9 low
	12 med
	15 med
	
	

	
	2
	2 very low
	4 very low
	6 low
	8 low
	10 med
	
	

	
	1
	1 very low
	2 very low
	3 very low
	4 very low
	5 low
	
	

	
	1
	2
	3
	4
	5
	
	

	
	Increasing likelihood or probability (
	
	



C. Use information from section B to identify level of risk for each hazard

	What are the

Hazards?


	Who might be harmed and how the hazard could cause harm
	What are you already doing

(Existing Controls)
	Risk

Level

Low/Med/

High
	What further actions

are necessary
	Residual Risk

Level

Low/Med/

High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Lack of Knowledge of Shropshire Council (SC) Policies and Procedures,

Vulnerability of Service Users
	Volunteers
	· Volunteer guidelines / agreement signed by both parties prior to commencement

· All voluntary workers to receive workplace induction training for the area applicable to their voluntary activities and are to work under the supervision of, or within limits set by, full time employees at all times.

· Outlines of Shropshire Council Policies and Procedures communicated and relevant leaflets/documentation supplied to volunteer

· Provision of information, instruction, training and supervision will be made available to all voluntary workers

· Premise Managers, Team Leaders are responsible for the health, safety and welfare of voluntary workers within their area of control. The consideration given to their health, safety and welfare will be similar to that of full-time employees.
	Low
	
	
	
	

	2
	Volunteer’s Lack of understanding, medical conditions e.g. asthma, dermatitis, etc.
	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring. 

· Avoid work which is repetitive and not within the capability of the learner

· Avoid situations which put the learner under stress 

· Keep the list of tasks to a minimum to avoid confusion and ensure any medical condition is not affected by the task or process.


	Low
	
	
	
	.

	3
	Fire 
	Volunteers 
	· Emergency evacuation procedures are communicated to Volunteer on first day.
· Highlight assembly point. Volunteer to be included on register.

· Management/supervisor to be aware of Volunteer inexperience and possible panic in this situation. 

· Volunteer to be included in fire drill.

	Low
	
	
	
	

	4
	Manual Handling


	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring. 

· Avoiding lifting items which are too heavy e.g. packages and furniture / avoiding lifts which involve reaching up too high.

· Volunteer to only lift objects that are within their acceptable capabilities.
	Low
	
	
	
	

	5
	Machinery

Including photocopiers, workstations


	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring.  

· Must be supervised by a competent person on a-one to-one basis when working and cleaning any machinery due to the risks involved.

· a risk assessment will be required for their workstation if this is part of their role.


	Low
	
	
	
	

	6
	Electricity
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring. 

· Equipment is PAT tested and a log kept. 

· Volunteer shown how to visually check the equipment prior to use.

· Work involving a risk of electric shock should only be carried out by a competent person.


	Low
	
	
	
	

	7
	Transport
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring. 

· Segregation of vehicles and pedestrians. e.g. One-way systems

· If using their own car highlight any potential problems with parking, access, egress, etc.


	Low
	
	
	
	

	8
	Slips Trips and Falls
	Volunteers
	· Volunteer to maintain a safe and tidy working environment.

· Highlight or use signage for any uneven walkways. 

· Demonstrate good housekeeping and storage procedures. 

· Trailing cables to be secured safely.

· Know the correct procedures to report and/or clear up spillages and dry floor immediately.

· Spillages to be attended to immediately by trained personnel. (P.P.E. to be worn).

· Signage to be used (i.e. slippery floors). 


	Low
	
	
	
	

	9
	First Aid
	Volunteers
	· There are sufficient numbers of trained first aid personnel.

· Inform Volunteer of the procedures in place, the site of the first aid box and list of first aiders.


	Low
	
	
	
	

	10
	Biological 
	Volunteers
	· Volunteer to be made aware of potential risks (i.e. bodily fluids)

· Personal protective equipment (PPE) to be made available.

· Good occupational hygiene procedures.


	Low
	
	
	
	

	11
	Use of drinks dispenser
hot liquid scalds 
	Volunteers
	· All volunteer’s to be given appropriate training.

· Hot drinks to be served in designated areas. 

· Volunteer to be given full induction training in the use of drinks dispenser. (if applicable).

· Volunteer to be made aware of the hazards from hot surfaces/ liquids.

· Volunteer to be aware of the hazards of transporting hot liquids around the work environment (e.g. up or down stairs).


	Low
	
	
	
	

	12
	Work at height
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring.

· Where possible work at height is too be avoided.

· Training/instruction will be required to use step-stool for putting up display work.
	Low
	
	
	
	


If more hazards are identified please add more boxes 

	D. Safe Systems of Work to be outlined below by using the information in Section C once completed:

· Volunteer to be given local induction on first day (Evacuation Procedures, First Aid Procedures, Accident reporting, etc.).  Records of the Induction will be available.

· Line Manager to ensure that specific risk assessment is completed for the individual and the tasks they will be undertaking BEFORE they commence work. The findings of the assessment must be communicated to the work experience\volunteer on their first day. 

· Supervision is required at all times that there is an element of risk and the Volunteer is working on machinery.  A member of staff must be assigned the task and to oversee the Volunteer with back up procedures in case of sickness/absence.



E.  Circulation List

Please list people who have been informed of the assessment.

	NAME
	DESIGNATION
	SIGNATURE
	DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reviewed by the Health & Safety Team October 2019

The purpose of the Volunteer’s Risk Assessment is to make sure the health, safety and welfare of the volunteer has been considered with respect to their age, experience, maturity and any factors mentioned in the Information about the volunteer on their Approval and Consent Form which you will have received.  This will also make sure you have complied with Regulation 19 of the Management of Health & Safety at Work Regulations 1999.





RISK ASSESSMENT








Score





5


4


3


2


1





Likelihood / Probability





Very likely / Almost certain


Likely


Fairly likely / Possible


Unlikely


Very unlikely





Description





Event is expected to occur in most circumstances


Event will probably occur in most circumstances


Event could occur at some time


Event is not likely to occur in normal circumstances


Event may occur only in exceptional circumstances





Score





5


4


3


2


1





Consequence/Severity





Catastrophic / Severe / Fatality


Major injury / ill health


Moderate (over 7-day injury)


Minor injury / ill health


Insignificant / no injury





Description





Death or permanent disability to one or more persons


Hospital admission required, eg, broken arm or leg


Medical treatment required, over 7-day injury


First aid is required


Injuries not requiring first aid treatment








