HS Example Risk Assessment and Guide

EXAMPLE RISK ASSESSMENT AND GUIDE – GENERAL OFFICE ASSESSMENT
Guide to completing a risk assessment:

A risk assessment is not designed to provide a complex ‘paper chase exercise.’ It is designed for you to make a simplified assessment of your workplace activities to help you decide on the best methods of controlling the significant risks presented to your workforce and/or your business. By following these simple steps will help you formulate your risk assessment.

	Step One – Identify the hazards that can cause harm in the workplace
	Slip, trip and fall causes, respiratory and other chemical effects, being struck or caught by moving objects/vehicles/machinery etc., items that can catch fire/explode, tasks that can injure muscles through different movements or poor posture, activities that can damage health irreparably, electrical items, radiation risks, vibrating tasks, items using lasers, poor lighting, weather, stress, working alone, biological hazards such as COVID-19 and other things that can cause injuries and illnesses, plus many other hazards associated to your workplace and surrounds.

	Step Two – Identify who might be harmed and how
	Employees – through any of the hazards decided upon within the workplace. Particular attention to be given towards those who are over 60yrs of age and those who have serious underlying health conditions which renders them vulnerable.
Contractors – inform them of the hazards associated to the area of the workplace they are using. You also have a responsibility to them working safely and are competent to carry out the work you have employed them to complete

Cleaners – when working alone or in areas of the business that are potentially dangerous

Visitors – when onsite decide how you will protect them and ensure staff know they are visiting

Members of the public – whether invited or uninvited you must protect against these people being hurt on your facility

Children – prevent them accessing the workplace, especially a construction site where dangerous areas and machinery are used
Young workers – will require extra supervision, instruction, information and training to carry out the same task as a more experienced worker

Disabled – particularly vulnerable in the event of emergency situations

Lone Workers – ensure measures are in place to ensure they can attract attention when the need arises

	Step Three – Evaluate the risks and decide on appropriate controls, consider the ones you already have
	This assesses the severity of the hazards you have identified and its likelihood of that particular issue occurring. It’s this likelihood that then allows you to develop your own control measures. So a high risk will mean something has to be done about the hazard NOW! 

You can fill in the colour code on your risk assessment for a visual effect within the risk factor column.
Consider how an issue will affect the business continuity as well as the people involved. Business continuity will affect the workforce too and should be assessed as a potential hazard.

	Step Four – Recording your risk assessment
	Record your findings, this is best written down in some format, we have provided an example following this guide. There is no right or wrong way of how to write down a risk assessment, but it needs to be clear and easy to understand for your employees and any other party that will be affected by your undertakings who may wish or need to view it.

	Step Five – Reviewing and updating your risk assessment
	This is extremely important, once you have completed your assessment doesn’t mean it is placed in a file and left on a shelf. This is a working document and requires to be communicated, involving your workers in the process can help you formulate better control systems and these would need to be reviewed periodically to ensure they remain up to date and relevant for your work activities.
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HSxLO 5 4 3 2 1

Catastrophic 5 25 20 15 10 5

Major 4 20 16 12 8 4

Significant 3 15 12 9 6 3

Moderate 2 10 8 6 4 2

Minor 1 5 4 3 2 1
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Section 1: Assessment findings                         

	Step One
	Step Two
	Step Three
	

	Hazards identified
	Persons at risk
	Hazard Severity (HS)
	Likelihood 

(L)
	Risk Factor

(RF)
	Existing control measures
	Actions required
	Post Action Rating

(HS x L= RF)

	Electric shock or burns
	Employees from contact with live equipment
	5
	2
	10
	· All faulty electrical items are reported and taken out of service

· Only rectified by competent electrical engineers

· All equipment purchased meets relevant standards and is CE marked
· No personal electrical equipment is allowed to be bought into the office environment
	· Provide a schedule for PAT Testing work equipment

· Introduce a portable equipment guidance indicates a pre-use check
	5 x 1 = 5 Low

	Work related upper limb disorders
	Employees according to the Display Screen Equipment Regulations due to poor posture, seating position or incorrect use of equipment
	3
	2
	6 Low
	· DSE Assessment provided to all new staff and those requesting equipment

· Eye testing available through HR policies

· Home workers provided with a risk assessment and postural advice leaflet
	· 
	3 x 2 = 6 Low

	Slips, trips and falls
	Employees and visitors from trailing cables, spillages or housekeeping hazards and falling from ladders
	3
	2
	6 Low
	· Good housekeeping regime to maintain floors in a good condition

· Cables are tied beneath desks

· Adequate lighting throughout the building within the regulations
	· Develop information on spillages

· Provision of ladder/step ladder training
	3 x 1 = 3 Low


	Manual Handling
	Employees injuries caused by lifting and carrying items
	3
	3
	9 Med
	· Items are stored safely near to printers to reduce the amount of lifting paper

· Manual Handling training available when required
	· Provide mechanical aids to allow items to be carried upstairs
	2 x 2 = 4 Low

	General Health and Welfare

	Employees becoming ill or injured from our current array of resources including drinking water, environmental factors (ventilation, noise and lighting)
	1
	2
	2 Low
	· Compliance with Section 2 of HASAWA ensures ventilation, heating is adequate

· Welfare facilities provided

· Noise levels are low due to layout of desks and work equipment i.e. printers (see noise reading)

· Glare is minimised from windows with blinds

· Access and egress is within safe working practice guidance

· Where welfare facilities fall below the desired rates, appropriate clothing is provided as well as approved portable heating devices
	· 
	1 x 2 = 2 Low

	COVID-19

Coronavirus
	Staff

Visitors

Cleaners

Contractors

Drivers

Vulnerable categories such as those over 60yrs of age, pregnant women or those with underlying health conditions
	4
	4
	16
High
	•    Availability of and frequent use of handwashing facilities – in line with government advice.
•    Use of electric dryer or paper towels to dry hands.

•    Availability of and use of hand sanitisation creams after washing hands.

•    Cleaning/Disinfecting premises
•     Social Distancing. 

· Working from home.

· Video link used instead of face of face meetings.
PPE
Symptoms of COVID-19

Those over the age of 60 or with underlying health conditions sent home as a precautionary measure.
	• Provide hand sanitisation creams in Reception area and in all working areas. 

• Establish rigorous policy to monitor and enforce hygiene rules.

• Appointment of person to make frequent hygiene inspections throughout the site
• Introduce new cleaning/disinfecting regime to sanitise work surfaces and constantly used objects such as door handles, light switches.
• Provide and make available disinfecting solution, to clean work surfaces and work tools such as PC’s, keyboards, mouse.

• Introduce rules on cleaning of printers after use, and make available 

sanitisation creams near printers.
• Consider redesigning work schedules/times/shift to minimise the number of people on site at any one time.

• Wherever possible avoid ‘hot-desking’ to minimise risk of spreading the virus.
• Prohibit the sharing of work tools and equipment such as pens, PC’s and accessories

• Consider redesigning pedestrian walkways (where possible) to minimise contact.

• Special attention to be paid with regards to canteen/kitchen area, to avoid contact.
• Appoint a person to monitor/enforce social distancing policy at work.

• Staff should avoid using public transport to get into work/home.

• Vehicles should not be shared where social distancing cannot be maintained

• Where a risk assessment identifies use of gloves or masks, these shall be made available, and staff to be trained on the correct and safe use. 

• Staff to be reminded that wearing of gloves/masks is not a substitute for good personal hygiene.

• If anyone becomes ill and demonstrates a continuous cough or a high temperature in the workplace, shall be sent home immediately.
• Management to maintain regular contact with staff during these times.

• If a member of staff or a recent visitor on our premises has been diagnosed with the virus, management shall immediately liaise with Public Health England, and seek their advice


	3 x 3 = 9 Medium




Section 2: Remedial/improvement Actions
	Action
	Ownership
	Timescale
	Date completed

	Introduce a PAT testing schedule
	Office Manager
	Short term
	

	Introduce a portable equipment guidance indicates a pre-use check
	Office Manager
	Short term
	

	Develop information on spillage control
	Office Manager
	Medium term
	

	Provide a mechanical aid to allow equipment to be transported upstairs
	Office Manager
	Short term
	

	Provision of ladder/stepladder information
	Office Manager
	Short term
	



Management name: _____________________________________

Management sign off:  _____________________________________   Position: ______________________________________________

Ref: 





Date(s) of assessment: 





Location/Site: 





Assessor(s): 


Signed:





Department/area: Ground Floor and 1st Floor Offices








 





Review date: Next Review: 





Or immediately upon any significant process change





Description of Task(s) assessed: 


General risk assessment for people working within the office environments





Severity


Catastrophic 5�
Fatality(ies)/Long term physical or mental impairment/Reduced life expectancy/Continuous disruption in business continuity�
�
Major 4�
Medium term physical or mental impairment/Some disruption to business continuity�
�
Significant 3�
Short term physical or mental impairment/Property damage�
�
Moderate 2�
Any injury or mental impairment sustained/minor property damage�
�
Minor 1�
No lasting damage to person or property�
�






Long term – Over 12 months


Medium term – 3 to 12 months


Short term – up to 3 months





Additional observations





We believe a leaflet on using ladders and stepladders will suffice due to the limited amount of people that have to use them. By providing the principles of using a step ladder will provide the information needed to ensure that the tasks associated to using them is a suitably reasonably practicable way compared to a full training session.
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