[image: image1.jpg]n.

S T\

BOROUGH COUNCIL



HEALTH & SAFETY
Risk Assessment Guidelines

21
Introduction


22
Scope


23
Roles and Responsibilities


23.1
Headteacher


23.2
All Employees


24
Definitions


25
Instructions


25.1
What Is a Risk Assessment?


35.2
Why Do Risk Assessments?


35.2.1
Legislation


35.2.2
Benefits


35.3
Who Should Carry out Risk Assessments?


45.4
The Five Stages to Risk Assessment


45.5
Communicating Information


46
Related Documents


57
References


8    Review and Evaluation…………………………………………………………………5



1   Introduction
The Council acknowledges its duties under the Management of Health, Safety and Welfare at Work Regulations 1999 to identify and control risks in the work environment. 
1 Scope

These guidelines outline the steps in the risk assessment process, whilst highlighting the Council’s approach to the risk management process.

2 Roles and Responsibilities

2.1 Headteacher
· Ensure all relevant staff are trained in how to conduct risk assessments suitably and sufficiently;

· Ensure risk assessments are conducted for all relevant work activities.

2.2 All Employees

· Attend relevant training as identified by your Headteacher;
· Comply with the findings and recommendations of any risk assessments relevant to your work place.

3 Definitions

Hazard – 
Anything that has the potential to cause harm.

Risk –

The chance of someone being harmed by the hazard.

4 Instructions
4.1 What Is a Risk Assessment?
A risk assessment is a process that takes the following factors into consideration:
· Identifying hazards (something with the potential to cause harm);
· Considering who may be harmed;
· Considering how likely it is that harm will arise;
· Considering how severe the injury may be;
· Considering whether or not existing procedures to avoid harm are sufficient;
· If not, recommending further action (control measures) to minimise the level of risk;
· Monitoring the control measures to ensure that they are effective;
· Reviewing the original risk assessment at regular intervals or when circumstances change.
4.2 Why Do Risk Assessments?
4.2.1 Legislation

The Management of Health, Safety and Welfare at Work Regulations 1999 place a duty on employers to carry out risk assessments on:
· The work environment;
· Occupational hazards, including stress;
· Equipment.
Where there are more than five employees within the organisation, significant hazards must be risk assessed and the findings recorded.

4.2.2 Benefits

· Improved standards of health and safety for employees, service users and members of the public

· Reduced numbers of accidents 

· Improved employee / employer relations

· Defence in court against claims for damages

· Reduction in the costs of:
- Awards for damages

- Fines for breaches 

- Absenteeism

- Cover for absent employees

- Reduced productivity

- Insurance premiums

- Time spent investigating accidents

4.3 Who Should Carry out Risk Assessments?

The Management of Health, Safety and Welfare Regulations 1999 require a “competent person” to carry out the assessments. This person must have a sound knowledge of the working environment / activity involved, be able to recognise hazards and understand how to minimise the level of risk. 
Identified employees with health and safety responsibilities should be trained in how to carry out risk assessments.
4.4 The Five Stages to Risk Assessment

1. Identify the hazards - Anything with the potential to cause harm
2. Evaluate the risk: 

· What is the likelihood of the hazard resulting in harm or injury;
· How severe is that injury likely to be;
· How many people are likely to be affected;
· Consider what control measures you have already got in place to reduce the risk;
· Prioritise the risks in terms of high, medium or low level.
3. Implement control measures:

Decide what further action needs to be taken to minimise the level of risk. Appoint somebody as responsible for ensuring that the action is carried out and provide a target date for completion. All of these details must be recorded. There should be a system in place to ensure that the recommendations have been actioned.

4. Monitor the effectiveness of the control measures

Calculate the ‘Residual Risk’ after the identified control measures have been implemented to ensure that they have suitably reduced the risk and have not created another hazard.
5. Review the risk assessment

· At regular intervals – At least annually;
· When circumstances change e.g. changing responsibilities, a significant work process change.
4.5 Communicating Information
The information arising from the risk assessment must be shared with the appropriate persons. For example if violence is identified as a hazard, then the Violence at Work Policy and supporting procedures should be shared with all employees affected and where necessary, training in dealing with violence and aggression should be provided. 

5 Related Documents
· Schools Occupational Risk Assessment Guidelines

· Young Persons Risk Assessment Guidelines

· Risk Assessment Proforma

· Schools Premises Risk Assessment Guidelines
· Stress/Emotional Well Being Risk Assessment Proforma

· Manual Handling Risk Assessment

6 References

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

7 Review and Evaluation

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

· Changes to legislation;

· Trends from injury data;

· 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.
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