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INCLUDEPICTURE "http://10.107.1.50/departments/TechnicalServices/Data/TechnicalServices/PICTURES/CDR/LOGOMET.WMF" \* MERGEFORMAT \d 
	Department:  Children & Young People’s 
	MODEL RISK ASSESSMENT

RECORDING FORM
	M34

	Guidance on completing this form is available in the Health & Safety Management Arrangements for Risk Assessment


	Location or 

address                     
	Date assessment

undertaken  
	Assessment undertaken 

by                   

	Activity or 

situation    Accessing office filing and storage on fixed shelving (approx 1 m above average persons height) using a step ladder /opening closing windows
	Review

date            
	Signature

	1) Hazard  (See appendix 2 - H&S Management Arrangements for Risk Assessment)
	2) Who can be harmed and how?  (See appendix 2 -H&S Management Arrangements for Risk Assessment)
	3) What controls exist to reduce the risk?  

Have you followed the hierarchy of controls (eliminate, substitute etc)

(See appendix 3 in H&S Management Arrangements for Risk Assessment)
	Risk Score 

Consequence

X Likelihood
	4) Any further action;

This should be included in the action plan on overleaf

	Use of incorrect equipment (desk, chairs, etc) falls, falling objects

Defective equipment
Falls, falling objects

Inappropriate use of access equipment over-reaching, overstretching, etc, uneven floors causing instability, falls, falling objects

Persons colliding with ladder  - falls/falling objects
Contact with electricity

Falls from unprotected windows

Poorly maintained window falls from frame
	Staff, children and young people, visitors, contractors

Staff, children and young people, visitors, contractors

Staff, children and young people, visitors, contractors
Staff, children and young people, visitors, contractors

Staff, children and young people, visitors, contractors

Staff, children and young people, visitors, contractors

Staff, children and young people, visitors, contractors


	· Staff instructed not to use makeshift steps (chairs/tables)

· Restrict high level storage

· Ensure storage remains accessible

· User to ensure access equipment is of adequate height

· Step ladder provided for users to access areas safely (more height is required that can be achieved with a kick stool)

· Provide remote means of opening high windows, ie long handled poles or mechanical openers.

· All access equipment suitable for purpose, checked before use and maintained in good condition.

· Frequent documented checks on stepladder to ensure safe working condition (6 monthly/termly)

· Reporting procedure in place for identified defective items with prompt removal/remedial action.

· Use of access equipment restricted to those trained and competent in use

· Maximum working height not exceeded users waist should not rise above top step

· Staff to reposition steps rather than overstretch.

· Floor surfaces suitable to use(firm and even surface)

· Persons using access equipment to wear appropriate footwear (low heeled, non slip soles)

· Securely stored when not in use to avoid unauthorised use.

· Segregate work area

· Provide warning signs, cones, etc if needed.

· Arrange work to be take place when persons are not in immediate area

· Switch off electrical supply before work commences.
· Fit window opening limiters to all windows above ground level

· Ensure windows are maintained in a safe condition

· Regular inspections

· Reporting procedures for defects


	
	


	1) Hazard  (See appendix 2 - H&S Management Arrangements for Risk Assessment)
	2) Who can be harmed and how?  (See appendix 2 -H&S Management Arrangements for Risk Assessment)
	3) What controls exist to reduce the risk?  

Have you followed the hierarchy of controls (eliminate, substitute etc)

(See appendix 3 in H&S Management Arrangements for Risk Assessment)
	Risk Score 

Consequence

X Likelihood
	4) Any further action;

This should be included in the action plan on overleaf

	Manual handling unstable/unwieldy loads
Falls, falling objects
Environmental Conditions – weather, wet ground, uneven surfaces

	Staff, children and young people, visitors, contractors
Staff, children and young people, visitors, contractors


	· Ensure shelving is not overloaded
· Organise storage with heavy/bulky objects at lower levels

· Frequently used items stored at easily accessible locations

· Use team handling where necessary

· Staff trained in moving and handling techniques.

· Accompanying tools and equipment carried in tool belt.  Both hands to be kept free when climbing ladder.

· Obtain help moving and handling ladder if needed.

· Consideration given to environmental conditions prior to starting work.

· No work to be undertaken in adverse weather conditions, wind, rain, snow, ice.)

· Ensure rungs are clear of slippery substances, ice, mud, etc.
	
	










	  Risk Rating
	                                         Action Required

	      17 - 25
	Unacceptable – stop activity and make immediate improvements

	     10 – 16
	Tolerable – but look to improve within specified timescale

	       5 – 9
	Adequate – but look to improve at review

	       1 – 4  
	Acceptable – no further action but ensure controls are maintained



Likelihood:               Consequence:
5 – Very likely         5 – Catastrophic
4 – Likely                4 – Major 
3 – Fairly likely        3 – Moderate
2 – Unlikely             2 – Minor
1 – Very unlikely     1 – Insignificant
(5) ACTION PLAN
	Action required:
	Responsible person
	Completion date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Action plan agreed with (signature)






Date
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(1)	List hazards something with the potential to cause harm here


(2)	List groups of people who are especially at risk from the significant hazards which you have identified


	List existing controls here or note where the information may be found. Then try to quantify the level of risk the likelihood of harm arising that remains when the existing 	controls are in place based on the number of persons affected, how often they are exposed to the hazard and the severity of any consequence. Use this column to list the controls that you might take and develop all or some of that list into a workable action plan.  Have regard for the level of risk, the cost of any action and the benefit you expect to gain.  Agree the action plan with your team leader and make a note of it overleaf.  If it is agreed that no further action is to be taken this too should be noted.
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