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1 Introduction

The Management of Health, Safety and Welfare Regulations 1999 require employers to assess the risks to staff associated with the tasks carried out as part of their work. 

2 Purpose

The purpose of these guidelines is to explain the process of assessing the varying occupational groups within the schools. The process explained within these guidelines is specific to assessing occupational groups.

3 Responsibilities

3.1 Headteacher
Headteachers are responsible for ensuring:

· Risk assessments specific to each job role or occupation within their area of responsibility are carried out at least annually or as the situation changes;

· They consult with the relevant employees on the occupational risk assessment.
3.2 All employees
Employees are responsible for ensuring:

· They participate in the risk assessment process as necessary;

· They work within the procedures outlined within the risk assessment relative to their job role or occupation.

4 Instructions
For many occupational groups it is possible to provide generic risk assessments to identify common hazards. Below are examples of occupational groups within schools:
· Teachers

· Caretakers/Site Managers
· Clerical Assistant/OfficeStaff
· Mid-day Assistants

· Teaching Assistants

· Cleaners

· Kitchen Staff

Although the hazards are common, the actions required to control risks may differ between employees in the same group e.g. some clerical officers may have already undergone manual handling training whilst others are still awaiting. Therefore the action required may be to provide training only to those employees identified as needing it.
In some circumstances it may be more beneficial to have a written risk assessment around a specific task. This is more relevant to manual work e.g. a risk assessment for clearing gutters etc. In these circumstances the control measures will be a safe system of work including provision of relevant training.
For all task related / occupational risk assessments, it is essential that the hazards identified are shared with the employees and safe systems of work are communicated. Records of instructions / guidance being issued must be kept.
5 Related Documents
· Occupational Risk Assessment Proforma 
6 References

· The Management of Health, Safety and Welfare Regulations 1999
· The Health and Safety at Work Act 1974
7 Program Evaluation

In order to ensure that these guidelines continue to be effective and applicable, the program will be reviewed biennially by Risk and Emergency Planning and relevant stakeholders. Conditions which might warrant a review of these guidelines on a more frequent basis would include:

· Changes to legislation;

· Employee concern.

Following completion of any review, the program will be revised and/or updated in order to correct any deficiencies. Any changes to the program will be consulted through the relevant stakeholders.
8 Version Control

	Version Control
	Date Released
	Approved By
	Amendment

	1
	January 2010
	Health & Safety Team 
	Document created - TD


	2
	July 2012
	Health & Safety Team
	Document reviewed, slight amendments and version control added - LPR

	3
	July 2015
	Health & Safety Team
	Document reviewed no changes – LPR

	4
	Aug 2020
	Health & Safety Team
	Document reviewed. Cleaners and Kitchen Staff added to occupational group list for relevant schools - LPR


9 Risk Assessment Template
	School:      
Job Role:      
Assessor:      
	Assessment Date:      
Review Date:      


	Hazard
	People At

Risk
	Existing Controls
	Initial Risk

Score
	Action Required
	Person Responsible
	Target Completion Date
	Date Completed
	Residual Risk

Score

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     


Risk Assessment Key

Likelihood





Severity
Probable
 3




Fatality


3

Possible
 2




Serious Injury/Time lost
2

Unlikely 
 1




Minor Injury


1

Likelihood x Severity = Risk Ranking

	
	
	Consequence

	
	
	

	
	
	Minor (1)
	Serious Injury (2)
	Fatality (3)

	
	
	
	
	

	Likelihood
	Probable (3)
	3
	6
	9

	
	
	
	
	

	
	Possible (2)
	2
	4
	6

	
	
	
	
	

	
	Unlikely (1)
	1
	2
	3

	
	
	
	
	

	
	
	
	
	

	 
	Low
	
	
	

	 
	Medium
	
	
	

	 
	High
	
	
	


Actions Required based on Risk Ranking
	Score
	Rating
	Actions Required

	1
	Insignificant
	No action required and no records needed

	2 – 3
	Low
	No additional controls required. Consideration may be given to a more cost-effective solution of improvement that imposes no additional cost. Monitor to ensure control measures are maintained.

	4
	Medium
	Efforts should be made to reduce the risk with costs taken into consideration. Give a time period and identify a person responsible.

	6
	Medium
	Work should not be started until the risk has been reduced. If the work is in progress, urgent action should be taken.

	6 – If Fatality
	High
	Work should not be started or continued.

	9
	High
	Work should not be started or continued.
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