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A Guide to RISK ASSESSMENTS

A risk assessment (RA) is an examination of what, in a place of work, could cause harm to employees, volunteers, contractors or members of the public.  

Risk assessments enable an employer to assess if sufficient precautions have been made to prevent injury and damage.  The following five steps should be considered: 

· look for the hazards;

· decide who might be harmed and how; 

· evaluate the risks and decide whether the existing precautions are adequate or whether more should be done;

· record your findings;

· review your assessment periodically and revise it if necessary.  

Look for the hazards/evaluate the risks
A hazard is anything that can cause harm (eg chemicals, electricity, working from ladders, etc), whereas risk is the chance, high or low, that somebody will be harmed by the hazard.  You need to decide whether a hazard is significant, and whether you have it covered by satisfactory precautions so that the risk is small.  Hazard and risk are evaluated on a scale of 1-5.  If a hazard has the potential to be serious, then it should scored highly, however if the likelihood of such an accident occurring is remote, then it will be given a low score.  Multiply these scores together to arrive at the total score for each hazard.  All risk should be reduced, but if a score of 10 or more is reached, the activity should be looked at critically and should not continue if the hazard cannot be removed or the risk reduced further.

Decide who might be harmed, and how:

· young workers, trainees, new and expectant mothers, etc who may be at particular risk 

· volunteers, cleaners, visitors, contractors,

· maintenance workers, etc who may not be in the workplace all the time

· members of the public, if there is a chance they could be hurt by your activities.

Some regular activities may incur the same hazards and risks each time, and a new RA may not be necessary, but a generic RA should always be reviewed before each activity to ensure that there are no material changes, for example a volunteer group may be inexperienced or the user group may be particularly vulnerable.  In these cases, a new assessment may be required.

Record your findings 
The law says that you must do what is reasonably practicable to keep your workplace safe. Your real aim is to make all risks small by adding to your precautions as necessary.  If you find that something needs to be done, draw up an ‘action list’ and give priority to any remaining risks which are high and/or those which could affect most people. In taking action ask yourself:
· remove the hazard;

· reduce the hazard;

· remove the person from the hazard;

· reduce the risk to the person.

Risk assessments must be suitable and sufficient. You need to be able to show that:

· a proper check was made

· you asked who might be affected

· you dealt with all the obvious significant hazards, taking into account the number of people who could be involved

· the precautions are reasonable, and the remaining risk is low.

Keep a written record for future reference or use and make others aware of your findings.  Hand written forms should be kept in a central location at TORS.  Completed electronic forms should be saved in the Risk Assessments folder within the relevant year folder for specific assessments, or in the Sites or Activities folder for generic assessments.  
Review and revise your assessment
When new procedures are adopted or equipment introduced, new hazards may appear. If there is any significant change, add to the assessment to take account of the new hazard. It is not necessary to amend your assessment for every trivial change or for every new job, but if a new job introduces significant new hazards of its own, you will want to consider them in their own right and do whatever you need to keep the risks down.  In any case, it is good practice to review your assessment from time to time to make sure that the precautions are still working effectively.



