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	1.0
	Statement of purpose/objectives

	
	This arrangement will assist in meeting Shropshire Council’s core value objective to achieve more by working and learning together and also to meet legislative requirements, ensuring risk assessment are routinely carried out and reviewed as necessary.



	2.0
	Scope

	
	These arrangements apply to all Shropshire Council employees including part-time, temporary staff and volunteers.



	3.0
	General Requirements

	
	Shropshire Council will ensure the statutory requirements will be met by ensuring that risk assessments are carried out and recorded where there is a significant risk and when they are required as a statutory duty under certain regulations for example manual handling, noise, control of substances hazardous to health etc.



	4.0
	Standard of reporting

	
	The control measures shown in the Health and Safety Executive’s “Risk assessment - A brief guide to controlling risks in the workplace” should be the basic steps that are adopted.


	5.0
	Aim of the Risk Assessment Arrangements

	
	To ensure that risk assessments are undertaken for all activities, work equipment and workplaces by the employer/employees.

These will take into account any significant risk that must be assessed and control measures implemented to reduce the risk to the lowest possible level and any residual risks managed.  


	6.0
	Information, instruction and training 

	
	The employer has a duty to provide adequate information, instruction and training to employees.  This will ensure that they have sufficient knowledge to be able to assess their own risks arising from their work to be able to undertake their work activities safely. 



	7.0
	Implementation

	
	Management guidance in the form of ‘Frequently Asked Questions’ will be provided and updated to support the implementation of the Risk Assessment arrangements.



	8.0
	Compliance

	
	Management guidance in the form of ‘Frequently Asked Questions’ will be provided and updated to support the implementation of the Risk Assessment arrangements.



	9.0
	Review of arrangement

	
	This Policy will enable the Council to conform to statutory requirements and best current practice.



	Consultation
            Health, Safety and Welfare Group                 22nd April 2009

Reviewed                  Health and Safety Team                               September 2014
Reviewed                  Health and Safety Team                               September 2019
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	1
	Roles and responsibilities/who does what?

	
	Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with Health and Safety legislation.



	1.1
	1.1 The Chief Executive and Corporate Management Team are responsible for 
ensuring:

· The implementation of this arrangement across all service areas to ensure consistency of approach and compliance with current health and safety legislation.

· The allocation of suitable and sufficient resources to be able to undertake risk assessments effectively and provide sufficient control measures when identified to be necessary.



	1.2
	Heads of Service are responsible for ensuring:

· The implementation of the Risk Assessment Arrangements and employees are familiar with the contents of the arrangements in so far as it is relevant to their role and responsibilities.

· Managers and supervisors receive sufficient training to undertake their roles effectively.

· The allocation of sufficient service area resources including training to effectively undertake risk assessments.



	1.3
	1.2 Line Managers/Supervisors are responsible for:

· For ensuring risk assessments are undertaken for all staff in their job role to identify any training or resource requirements.

· Ensuring the employees understand the risk assessments process and the results are communicated to them.

· That all employees receive sufficient information, instruction and training to enable them to identify the risks associated with their specific work activity.

· Ensuring that appropriate work practices are observed by employees including safe working methods and adherence to the control measures resulting from the risk assessment.

· Reporting any issues or defects to the Health and Safety Team.

· Ensuring, in conjunction with managers, the risk assessments for the working practices are reviewed where necessary and in the light of new legislation or incidents.



	1.4
	1.3 The Workforce & Transformation - Health and Safety Team are responsible for:

· Providing advice and guidance to Managers on the risk assessment process in the workplace.

· Ensuring, in conjunction with Managers, that risk assessments are monitored on a regular basis via self-monitoring and auditing processes.  



	1.5
	All Shropshire Council employees including volunteers are responsible for:

· Complying with the requirements of the risk assessment arrangements.

· Ensuring that their activities do not put themselves or others at risk.

· Following appropriate systems of work developed for their health and safety.

· Informing their Line manger if they identify hazardous situations from their work activities.



	2
	What is a Hazard?

	
	A hazard is anything with the potential to cause harm.  For a hazard to cause harm, a hazardous event must happen e.g. working at height on scaffolding without edge protection.  For the likelihood of that happening see Q3.



	3
	What is a risk?

	
	A risk is the likelihood that a hazard will cause a specified harm to someone or something e.g. if there are no guard rails on the scaffolding it is likely that a construction worker will fall and break a bone.

The risk is a combination of the likelihood of a hazardous event occurring and the consequence of the event.



Risk = Likelihood x Consequence

See Appendix 1 for risk assessment matrix and numerical risk ratings to be able to work out whether the risk is rated as low, medium or high.


	4
	What is Risk Management?

	
	Risk management is a process that involves assessing the risks that arise in your workplace, putting health and safety measures in place to control them and then making sure they work in practice.



	5
	What is a Risk Assessment?

	
	A risk assessment helps protect you, your workforce and others and your business.  It is nothing more than a careful examination of what, in your work could cause harm to people so that you can weigh up whether you have taken enough precautions or should do more to prevent harm. 

 

	6
	What do ALARP and SFAIRP mean?

	
	You may come across these abbreviations, ALARP stands for as low as reasonably practicable and SFAIRP is so far as is reasonably practicable (see Q9 for explanation of the term).  In essence, these are the same; however SFAIRP is the term most often used in the Health and Safety at Work etc 1974 Act and in the Regulations.  ALARP is the term used by risk practitioners.



	7
	What is a generic/skeleton risk assessment?

	
	A generic or skeleton risk assessment is an example of what a risk assessment should contain in a particular area, highlighting the possible hazards.  You will need to work through the assessment to check if all the areas apply to your workplace. See Appendix 3 for an example of what would need to be looked at in the office environment.  Generic risk assessments are also available to use – please contact the Health and Safety Team. 


	8
	What does a specific risk assessment mean?

	
	A specific risk assessment means that you cannot use a generic one (see Q7) unless it is applicable for the work that is being undertaken and has been adapted for use in the work you are doing ensure that it has been personalised and is signed and dated appropriately.


	9
	What does ‘Reasonably Practicable’ mean?

	
	This means that you have to take action to control the health and safety risks in your workplace except where the cost of doing so (in terms of time and effort as well as money) is grossly disproportionate to the reduction in the risk.  You can work this out for yourself, or you can simply apply accepted good practice



	10
	Why is risk assessment important?

	
	Managing health and safety risks puts you in control since it leaves your business less open to chance.  A risk assessment helps prevent accidents and ill health to you, your workers and members of the public. Accidents and ill health can ruin lives and harm your business too if output is lost, equipment is damaged, insurance costs increase or you have to go to court. You are legally required to assess the risks in your workplace so that you can put in place a plan to control the risks.



	11
	How do I do a risk assessment?

	
	Read the Health and Safety Executives’ publication “Risk assessment-A brief guide to controlling risks in the workplace” LINK  or see the Corporate Generic Risk Assessment in Appendix 3.  This gives an example of what would need to be looked at in the office environment. This is not the only way to do a risk assessment, there are other methods that work well particularly if there are more complex risks and circumstances. However it is believed that this method is the most straightforward for most organisations.


	12
	What are the control measures to be included in a risk assessment?

	
	For most purposes within the Council the control measures shown in the HSE’s brief guide to controlling risks in the workplace would be advisable. But it is not the only method available See Question 11for further details.

1. Identify the hazards (see Q2)

2. Decide who might be harmed and how?

3. Estimate or Evaluate the risks (see Q3) taking into consideration how likely is it that something could go wrong? And how serious would be the outcome.  Then decide on precautions will be necessary to minimise the risk.

4. Record your findings and implement them (see Q15 & Q22).
5. Review your risk assessments (see Q 20).

	13
	Is the HSE’s brief guide to risk assessment the only acceptable method?

	
	No.  We believe the control measures shown in the HSE’s “brief guide to controlling risks in the workplace” provides a straightforward method, but it is certainly not the only acceptable way, a number of alternatives exist.

Other methods differ at the “evaluate the risks” stage.  Here it is suggested that you compare your control measures with good practice in all areas of work there minimum standards which are set out and must be followed.

Another common and very effective method involves working out a risk level by categorising the likelihood of the harm and the potential severity of harm and then plotting these two risk determining factors against each other in a risk matrix (see Appendix 1).  The risk level determines which risks should be tackled first.  As with any other method of risk assessment you should not over complicate the process e.g. by having too many categories. 

Using a matrix can be very helpful for prioritising actions. It is suitable for very many assessments but particularly lends itself to more complex situations.  However, it does require a fair degree of expertise and experience to judge the likelihood of harm accurately.  Getting this wrong could result in applying unnecessary controls or failing to take important ones.  People working full-time in health and safety often use a version of this method.  



	14
	Who do I need to involve in the risk assessment process?

	
	Make sure that you involve the employees that undertake the activities or tasks.  Trade Union Safety Representatives and Employee safety representatives may also need to be involved.  The employees who undertake the tasks must be involved in the risk assessment process because they will be familiar with the work and understand the hazards associated with their work.  They should therefore be aware of the ways of reducing the risk and take ownership of the risk assessment.

More information is available on the HSE website HSE’s Worker involvement.  The other areas to remember are workers who have particular requirements e.g. new and young workers, new and expectant mothers, and people with disabilities. See appendix 2 for the HSE website and further details in these areas.



	15
	What things do I need to record in a risk assessment?

	
	In your risk assessment you need to be able to show that: 
· A proper check of the hazards has been made taking into account the environment,  location, activity and the equipment 

· The people have been identified who might be affected

· All the obvious significant hazards have been dealt with.  Taking into account the number of people who could be involved or affected by the hazard.

· The precautions taken are reasonable, the remaining risk is low and any residual risks managed.

· Your staff or their safety representatives are involved in the process.

· Assessors details

· Date and time

· Review date

Also look at Q19.


	16
	When do I need to do a risk assessment?

	
	A risk assessment should be carried out before any work is undertaken that could give rise to risks to employees and others.  All workers are entitled to work in environments where risks to their health and safety are properly controlled.  Under health and safety law, the primary responsibility for this is down to employers.  Doing a risk assessment is the key to preventing accidents and ill-health in your work place to you, your employees and others who maybe affected by the activities that are carried out.  Accidents and ill-health can ruin lives and harm your business and reputation.  Production is lost, equipment is damaged, insurance costs increase and/or you may end up in the courts.


	17
	Do I need to get consultants in to do my risk assessment?

	
	In most cases this is not necessary.  Risk assessment is a straightforward process that most people can do, given little time and effort.  You will probably need help if you have particular hazardous or complex processes, but in most situations a competent member of staff should be able to complete a satisfactory assessment. 



	18
	What does a suitable and sufficient risk assessment mean?

	
	The risk assessment should identify the risks arising from or in connection with work.  The level of detail in a risk assessment should be proportionate to the risk.  It should be suitable for the work activity being assessed and there must be sufficient detail to ensure all aspects have been covered.  Once the risks have been assessed and taken into account, insignificant risks can usually be ignored, as can risks arising from routine activities associated with life in general, unless the work activity compounds or significantly alters those risks. The level of risk arising from the work activity should determine the degree of sophistication of the risk assessment. Therefore the more risks associated with a job the more management controls will be necessary to reduce the risk to an acceptable level.



	19
	What do I need to risk assess?

	
	There are many areas that require a risk assessment to be undertaken and in many cases it is a legal requirement to undertake a risk assessment.  N.B. The list below is not exhaustive?
Overall work activities for office workers, site managers, caretakers, cleaners.

Activities which involve display screen equipment, use of personal protective equipment, working with chemicals, working at height, manual handling activities, noise, stress, vibration etc.

Personal risks include special needs e.g. visually impaired; new/expectant mothers (Appendix 2 no. 9), young people (Appendix 2 no. 8), visits and journeys, dealing with challenging (aggressive or violent) behaviour, council vehicles, handling food, lifting equipment, use of play equipment, use of machinery or tools, outdoor events, pressure vessels etc.



	20
	7.0 How often should I review my risk assessments?

	
	Few workplaces stay the same, sooner or later, a new piece of equipment, substances or procedures will be introduced that could lead to different hazards.  Therefore you will need to review the risk assessments that are appropriate or carry out a new one if another one is not suitable.  The minimum requirement is for risk assessments to be reviewed annually unless in between this time any of the following occurs:
· An accident occurs or where the accident statistics show that the original control measures were not sufficiently effective. 

· New information comes to light. 

· There are significant changes in the way a process is carried out or due to the introduction of new equipment or substances are used.   



	21
	What is meant by “good practice” where do I find it?

	
	Good practice refers to practices that have been acknowledged by the Health and Safety Executive or local authorities as representing standards of compliance with the law.  It doesn’t mean “custom and practice” necessarily – that can be poor practice.  There are many sources of good practice and guidance produced by the Health and Safety Executive in conjunction with the vast range of industries.  The HSE’s website can provide a wealth of advice for all sectors.



	22
	Do I have to record the findings of the risk assessment?

	
	Health and safety law requires that you keep a record of the significant findings of your risk assessment if you employ five or more people.  It makes sense to keep a record of the risk assessment so that when you come to review it, you can check back to see if anything has changed.  It is also useful to keep a record so that you can share the findings with your staff. Finally, it proves that you have carried out the process if a health and safety inspector asks about it or requests a copy especially in the event of an incident occurring.  



	23
	Is there a specific form/format that I have to use to record a risk assessment?

	
	No.  However there is a generic risk assessment template (Appendix 1 & 3) that you can use or there is a blank template in Appendix 4 or via the Intranet under the HR&D Health and Safety section and Shropshire Learning Gateway, under Occupational health and safety, forms/templates/checklists.


	24
	What is the precautionary principle?

	
	The precautionary principle should be applied only in very particular circumstances.  It is highly unlikely to be relevant in most areas of work in the Council.

The precautionary principle says that where you have good reason to believe that something might cause harm but there is not enough scientific knowledge to carry out a full risk assessment.  This should not be used as an excuse to do nothing to prevent harm.  The precautionary principle is therefore applied to a few new hazards until enough is learned about the risks they present.  It should not be applied to well-known hazards where the broad level of risk has been established.  E.g. radio waves have been an area of debate but there is not enough scientific knowledge to identify the harm that could be caused.  Therefore in this situation the precautionary principle would be applied.


	25
	What if the work I do varies a lot, or I (or my employees) move from one site to another?

	
	Identify the hazards you can reasonably foresee or expect and assess the risks from them.  This general assessment should stand you in good stead for the majority of your work.  Where you do take on work or a new site that is different, cover any new or different hazards with a specific assessment.  You do not have to start from scratch each time but can adapt one already completed but adjust as necessary.



	26
	What do I need to do if I share a workplace?

	
	Tell the other employers and self-employed people on the premises about any risks your work could cause them and the precautions you are taking.  Also, think about the risks to your own workforce from those who share your workplace.



	27
	Do my Employees have responsibilities?

	
	Yes they do.  Employees have a duty of care of their own health and safety and that of others who may be affected by their actions.  Health and safety legislation therefore requires employers and workers to cooperate.  Employees must abide by the findings of the risk assessment and ensure they use the control measures that have been put in place to ensure their safety.  Involving employees and their representatives in your risk assessment is one of the best ways for them to take ownership. 


	28
	What if one of my employee’s circumstances changes?

	
	You will need to look again at the risk assessment. You are required to carry out a specific risk assessment for new or expectant mothers because some tasks will not be appropriate e.g. heavy lifting or working with certain chemicals.  If an employee develops a disability then you are required to make reasonable adjustments.  People returning to work following major surgery may also have particular requirements which the medical specialist can give advice.  It is usually possible to make reasonable adjustments in most cases.



	29
	What if I have already assessed some of the risks?

	
	If for example you use hazardous chemicals and you have already assessed the risks to health and the precautions you need to take under the Control of Substances Hazardous to Health Regulations (COSHH). You can make reference to them on the risk assessment to show that the area has been looked at.



	30
	What information, instruction and training are required?

	
	Sufficient information, training and instruction should be made available for the person to be able to understand the risk assessment process. (See Q31).


	31
	What training is available?

	
	Those individuals tasked with carrying out risk assessments are required to be competent. Risk Assessment training is available via the Human Resources and Development (HR&D) Health and Safety Team. Please contact 01743 252819.


	32
	Where can I get further advice?

	
	Further advice can be provided by the Human Resources and Development (HR&D) Health and Safety Team. Please contact 01743 252819.


	33
	Where can I get further information?

	
	The risk assessment template form can be found in Appendix 3 & 4
The Corporate Health & Safety policy  
Health & Safety Executive 

HSE Books 
Further references can be found in appendix 2.



Appendix 1 
The following information is on the Council’s Risk Assessment (Appendix 4 page 16).
	Score
	Likelihood\Probability
	Description

	5
	Very likely\Almost Certain
	The event is expected to occur in most circumstances

	4
	Likely
	The event will probably occur in most circumstances.

	3
	Fairly likely\Possible
	The event could occur at some time

	2
	Unlikely
	The event is not likely to occur in normal circumstances

	1
	Very Unlikely
	The event may occur only in exceptional circumstances


	Score
	Consequence\Severity
	Description

	5
	Catastrophic\Severe

(Fatality)
	Death or permanent disability to one or more persons

	4
	Major injury\ill health
	Hospital admission required e.g. broken arm or leg

	3
	Moderate (over 3 day injury/ill health)
	Medical treatment required, over three day injury

	2
	Minor injury\ill health
	First Aid is required

	1
	Insignificant\no injury
	Injuries not requiring first aid treatment


	5 x 5 Risk Assessment Matrix
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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 controls measures are maintained.
Appendix 2

References and Further Information

1. The Council’s risk assessment form can be found on the Health and Safety Teams web pages.
2. HSEwebsite  http://www.hse.gov.uk/
i. Risk Assessment - A brief guide to controlling risks in the workplace INDG163(rev4) 

ii. Publications pages 

iii. Young workers - HSE INDG364 (rev1) 
iv. Expectant mothers INDG373(rev2) 
v. Involve Staff - HSE INDG232 (rev1) and HSE INDG263
vi. Example risk assessments http://www.hse.gov.uk/risk/casestudies/index.htm
3. The Management of Health and Safety at Work Regulations 1999
4. The Safety Representatives and Safety Committees Regulations 1977
5. The Health and Safety at Work etc Act 1974
Appendix 3: Example of a generic risk assessment.
	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?
	ResidualRisk Level

Low/Med/High
	Action



	
	
	
	
	
	
	Who
	When

	1. 
	Office equipment
	Staff

Volunteers

Visitors

	· Ensure equipment is assembled/installed according to the manufacturer’s guidelines.

· Where required ensure individual equipment risk assessments or COSH assessments are undertaken.

· Where required ensure staff are instructed in the use of equipment.

· Equipment to be tested according to the manufacturer’s instructions or annually if none given. 
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.
	Low
	Responsible person
	

	2. 
	Falling objects
	Staff

Volunteers

Visitors

	· Store heavy items between knee and chest height.
· Avoid use of high shelves, and never place heavy or unstable items on them.
· Always secure steps/ stool / ladder for reaching above face height.
· Ensure staff using steps / ladders have received ladder training. 
· Separate risk assessment required for ladder use.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	All staff
	

	3. 
	Work station design
	Staff

Volunteers

Visitors

	· Arrange seating, work surfaces and screens to allow: forearms to be horizontal; back to be straight & have lumber support, hips should be higher than Knees; frequent twisting movements to be avoided. 
· Arrange annual DSE questionnaire and audit if required.

· Review DSE assessment when circumstances change in any way, e.g. office move, medical condition.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	Employee
	

	4. 
	Electricity
	Staff

Volunteers

Visitors

	· Portable Appliances are checked every year and recorded in the portable electrical equipment register.
· Fixed electrical inspection completed 5 yearly.
· All electrical repairs must only be undertaken be a qualified person. 
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	All staff
	

	5. 
	Slips, trips and falls
	Staff

Volunteers

Visitors

	· Keep access ways free from obstructions and trailing cables.
· Avoid use of high shelves, and never place heavy or unstable items on them.
· Secure any loose flooring/ covering.
· In every stairway provide a handrail.
· Always secure steps/ stool / ladder for reaching above face height.
· Ensure staff using steps / ladders have received ladder training. 
· Separate risk assessment required for ladder use.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	All staff
	

	6. 
	Poor lighting
	Staff

Volunteers

Visitors

	· Each person's own work area to have sufficient light.
· Arrange the work area and lighting to avoid direct and reflected glare.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	Responsible person
	

	7. 
	Manual handling
	Staff

Volunteers

Visitors

	· Plan shelving, filing, storage and deliveries to minimise lifting and carrying.
· If intensive or heavy manual handling needed, full risk assessment must be done.
· Train all staff that are at risk, in safe lifting, carrying & moving techniques based on risk assessment.
· Plan in advance any lifting of heavy or awkward items.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	All staff
	

	8. 
	Fire
	Staff

Volunteers

Visitors
Contractors


	· Apply a no-smoking policy to restrict or exclude this source of ignition.
· Where possible turn off electrical equipment after use and on leaving the office.
· Fire wardens are appointed and trained to coordinate evacuation and manage fire safety.
· Review fire procedures and condition, type & location of all equipment at least annually.
· Remove waste regularly.
· Keep all fire doors closed.
· Carry out fire risk assessment and monitor annually or as required for all sites.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	All staff
	

	9. 
	Health & Welfare
	Staff

Volunteers

Visitors

	· Ensure a safe supply of drinking water

· Ensure washing facilities are available

· Ensure toilets are available

· Ensure adequate ventilation and temperature control
· Occupational Health Unit provided.
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	Responsible person
	

	10. 
	Lone working
	Staff

Volunteers


	· See Lone working risk assessment
· Limit public access if personnel are alone e.g. provide security pad on door to office. 
· Be sure of strangers' identity and purpose before admitting them.
· If lone working follow procedures set out in lone working policy.
· Use ‘buddy system’ / telephone monitoring system when available.
· Ensure staff complete diary / log and indicate time of return and 
· Plan, display and periodically rehearse an emergency contact procedure.
· Consider provision of a personal alarm. 
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	Employee
	.

	11. 
	Personal attack
	Staff

Volunteers


	· See Violence and Aggression risk assessment. Limit public access if personnel are alone e.g. provide security pad on door to office
· Be sure of strangers' identity and purpose before admitting them.
· Provide necessary training to venerable staff.
· Limit out of hours work to a minimum and where possible be accompanied.
· Plan, display and periodically rehearse an emergency contact procedure.
· Consider provision of a personal alarm. 
	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.


	Low
	Employee
	


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:

· All staff have a responsibility for health and safety within the office, however, an appointed person should be identified to represent the office and to work with management to ensure processes and procedures are adhered to.

· Staff should be instructed in the use of all office equipment and where appropriate training given.

· Avoid using high shelving where possible.

· Personal work stations should be assessed and reviewed if changes occur. 

· Health and safety should be a standing item on all team meetings.

· Risk assessments should be carried out for all equipment and office activities, and reviewed annually. 

· Office working should be conducted during core hours and lone working should be minimised. 




Appendix 4:  Blank Shropshire Council’s Risk Assessment Template-see page 16.

	A. Outline of activity or task to be assessed:                                                    

N.B. For further information and guidance please refer to the Risk Assessment Toolkit on the Intranet


	Form No
	

	Group/Service Area:
	
	Work Activity
	

	Workplace/Team
	
	
	

	Date of Assessment:
	
	Date for Re-assessment
	

	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
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	


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:




E.  Circulation List

Please list people who have been informed of the assessment.

	NAME
	DESIGNATION
	SIGNATURE
	DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



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
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