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Corporate Health and Safety Team

Guidance for carrying out risk assessments


Risk assessment process

The risk assessment process and the accompanying form are based upon the HSE guidelines in Five steps to risk assessment. (www.hse.gov.uk). 

It is generally better to have a group of people involved with the risk assessment process and you should take this approach either via a risk assessment working group or some other forum that suits your requirements. It is essential that cross sections of staff are consulted for their views so that they are a key part of the process. The union health and safety representatives are essential for ensuring good standards of health and safety are achieved and should be included.

It is important to note that the risk assessment process should result in actions and developing an action plan is an essential part of this process. The process should be ongoing so that we strive for continual improvements in our overall management of risk. You may already review risk assessments at regular intervals but they should also be reviewed at other times such as after an accident. Again this is so we can learn the lessons and make improvements

Please find an outline of steps to take in this risk assessment process. If you need further help and advice please contact the corporate health and safety team.

1. List the tasks


List the tasks being undertaken in your service area and establish a priority order for reviewing these tasks. It is essential that there is a full understanding of all tasks carried out so that nothing is missed, and a prioritised list can be established so that tasks with the highest risks are assessed first. 


E,g office based staff with some staff out and about lone working. In this scenario the lone working would probably be deemed higher risk and higher priority than office work so this would be looked at first.

2. Identify the hazards

Take the tasks listed from above and then identify the hazards.  

· Walk around the workplace and decide what hazards are present

· Consult with employees

· Involve Trade Union Safety Representatives

· Check manufacturer’s instructions, chemical safety data sheets

· Inspect accident records

· Consider long term issues such as noise/vibration

· Consult HSE guidelines

· Seek advice form your Health & Safety Officer.

· Risk assessment panel of employees/safety representatives/managers.

When deciding what hazard to address first, consider which is the most likely to cause harm and to what severity the hazard may cause to people, environment, property.

Be sure that you have identified all the significant hazards for the risk assessment process to begin.

In the example of lone working this involved working outside normal hours, working outdoors in all kinds of weather and was sometimes on construction sites. This gives rise to a number of different hazards for example being too cold in winter or not being easily seen by construction traffic.

3. Who May be harmed and how?

Consider who is most likely to be harmed and what type of injury that may occur such as hearing loss from using noisy equipment. Please consider those people that work outside of normal hours, those staff that work away from the office, staff that may have suffered previous injuries or have particular needs e.g. someone with a musculoskeletal condition, and those staff that require specific risk assessments e.g. new and expectant mothers and young people .

People to consider:-

	· Employees
	· Contractors

	· Visitors
	· Shared workplace employee

	· Members of the public
	· 


In the lone working example it would just be our employees that had the potential to be put at risk.

4. What are you already doing?

You may be already doing a number of things to control the hazard; this section should contain these items.

These may include:-

· Training of employees

· Maintenance of equipment

· Safe systems of work

· Protection barriers 

· Personal protective equipment (PPE)

In the lone working example staff had appropriate ppe for all weather conditions, this included high visibility ppe. They also adhered to signing in procedures and site rules at any sites they visited.

5. What further action is required?

Once you have identified all the current control measures you should decide are they enough to control the hazard or is there anything else that can be done? 

These may include:-

· Additional / refresher training for employees

· Health monitoring

· New equipment

· Behavioural monitoring (is the job being done safely)

With the lone working example it was found that the procedures for ringing colleagues at the pre-determined time intervals or when finished on site was not always followed. In consultation with staff the procedure was revised and re-issued.

6. Action by who and when 

Someone must take responsibility for taking action and set a reasonable target date for completion of additional control measures. This may include scheduling in training for employees over a number of months.

The person for action can be identified by the management structure or via the risk assessment panel. In the lone working example the action was taken by the manager.

7. Review


Risk assessments should be reviewed regularly and be used as a live document. This should be carried out at least annually but could done more frequently dependant on how hazardous the activity is. Don’t wait for the review date.


Issues to consider in the review:-

· Introduction of new equipment

· New substances

· Have there been any changes

· Have there been any accidents’/near misses

· Changes to personnel 

In the lone working example as the task didn’t alter it was decided that this could be reviewed every two years, unless any significant arose in the meantime.
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