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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  Nov 2011
undertaken  
	Assessment undertaken 

by                   

	Activity or 

situation    General Office Risk Assessment
	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

	Slips, trips, falls

Electricity

Gas 
Fire 

	Staff – bruises, fractures – staff accessing all areas several times during working day.
Staff – electric shock, burns – staff using electrical equipment daily. 
Staff,visitors, contractors – gas leaks, explosion

Staff – minor/major injury.  storage of combustible materials close to sources of ignition.

	Floor areas maintained.  Staff report defects.. Daily inspections.   All routes to and from all facilities are kept free from obstruction.  Outside areas cleaned regularly – removal of leaves, debris, 

etc.  External areas suitably salted and gritted.  
Electrical appliances tested annually by qualified electricians.    Inventory kept of all tests on electrical appliances.  Staff informed of dangers of electricity. Visual inspections carried out by staff.  Residual Circuit Devices fitted.  Staff not allowed to use equipment unless trained, authorised and supervised.  Equipment appropriate for task.  All equipment switched off when not in use.   Fire extinguishers and other standard fire precautions.

Staff instructed in safe and correct use of extension leads.

Gas boilers serviced annually by Risk Insurance, annual inspections for residential properties, staff to report defects, start up and shutdown procedures, isolation valve clearly marked and identified on floor plans.

All electrical equipment maintained and tested.  No Smoking. Smoke detectors fitted.  Fire Risk Assessment.  Staff trained in fire precautions and action to be taken in an emergency.  All escape routes, alarm call buttons, extinguishers and fire doors kept free from obstruction.  Regular inspection by staff.  Reporting of defects.  Good standards of housekeeping maintained at all times.  Gas and electrical installations checked by competent persons.
Equipment switched off when not in use.
	2 x 2 = 4
2 x 2 = 4

5 x 1 = 5

5 x 1 = 5
	


	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 
Security

Lone-workers 
Vehicular Access 
Display Screen Equipment  
Asbestos


	Staff- strains, sprains.  moving and handling equipment, materials on daily basis.
Staff verbal/physical abuse, theft, property damage.  Insecure building – staff leaving final exits open.
Staff – accident, illness.  staff working outside core hours.
Staff, visitors.  car park is used by members of public.

Staff using equipment for long periods.
Staff – poor posture, work related upper limb disorders
Staff, visitors, contractors – chronic respiratory diseases – pleural plaques, asbestosis, mesothelioma.  Exposure to damaged or unidentified asbestos containing materials

	Avoid if possible.  Staff  trained in safe and correct manual handling procedures.    Equipment to be provided to reduce manual handling – trolleys.  Staff instructed to inspect and report defects

Health and Safety Security Policy.  Access points controlled.  All entrances locked when not in use.   Visitors must sign in and wear visitors pass.  Access to communication links.

Access to land line and mobile phones.  Staff instructed not to carry out hazardous tasks, ie working at height, hazardous manual handling tasks.  

One way traffic route, speed limits, designated pedestrian access,   Staff awareness.  

All staff completed DSE Self Assessment Checklist.   
Asbestos Management Plan in place.  Prior to the commencement of ANY work on site the Asbestos

Register is consulted and signed to say the

Register has been consulted.

All contractors or workmen are shown and sign  the register for ANY task however small

Staff instructed that they suspect asbestos has been damaged or has found asbestos that has not been previously identified it must be report it immediately
	2 x 2 = 4

2 x 1 = 2

2 x 2 = 4

2 x 2 = 4

2 x 1 = 2

2 x 1 = 2
	Refresher training for staff.

	Working at height 
Stress 
	Staff - Falls from height – bruising/fractures.   Staff accessing files from top shelves.  Using chairs to access high level filing.

Staff  - physiological, emotional and behavioural.  lack of job control, excessive job demands, lack of support, relationships, roles and responsibilities, managing change.
	To avoid storage above head height.  Staff instructed not to use chairs.  Kick stools or appropriate step ladder available for use.  

Open door policy.  Stress Management Policy, Bullying and Harassment  Policy, E-learing – Stress Busters for employees and managers, full occupational health support service.
	4 x 2 = 8

4 x 2 = 8
	Staff to be trained in safe and correct use of stepladders










	  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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