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Introduction

This section contains details of our risk assessment procedures. We are morally and legally obliged to conduct risk assessments.  The primary purpose of the assessment is to ensure that our employees, and others affected by our work, are not exposed to intolerable risks at work.  

When determining whether a risk is tolerable, it is necessary to consider the:

· Hazard, i.e. the situation that has the potential to cause harm; and the 

· Risk or chance of that occurring, and its consequences. 

Who Can Complete Assessments?

The law requires that the people who complete risk assessments are competent to do so. To be competent you must have experience of the working environment, the dangers and the precautions to take in that environment, an understanding of the principles of assessment and some basic knowledge of the duties of employers and employees under the law. The HSEQ Manager runs a one-day training course to help you gain competency. Contact the HSEQ Manager for further details. 

When Do Assessments Need To Be Completed?

Most assessments will already have been completed once and these will need to be reviewed at least once per year. There may be occasions when you need to complete new assessments or review them more frequently. For example:

· When opening a new contract;

· Where there are substantial changes to the working environment;

· Following an accident

Some assessments relate to individuals. These are:

· Display Screen Equipment assessments.

· New / expectant mothers risk assessment.

· Children & Young Persons risk assessment.

These need to be completed when they become applicable. That is:

· DSE assessments – When a new computer ‘user’ is employed (To find out if someone is a ‘user’ covered by the law use the DSE questionnaire in the office risk assessment); When the hardware / software changes significantly; or when the workstation is refitted. 

· New / expectant mothers – when notified in writing that a member of your team is pregnant / is a new mother / is breast-feeding.

· Children & Young Persons – This applies to full and part time employees who are under 18 years old. This includes people on work experience placements from college or school. The law defines a child as: “An individual under compulsory school age” and a Young Person as: “Anyone who has not reached the age of 18.”

Steps Involved in Risk Assessment Process


Completing A General or Task Specific Assessment

The example below is a task specific example relating to the task of power washing. Task specific examples, like this one, include a safe system of work at the end that outlines the steps involed in completing the task safely.

A very similar format is used to conduct General risk assessments. General assessments consider a number of tasks that are related in some way. For example, a ‘Gardening’ risk assessment may cover the risks asociated with many tasks udertaken. Because more than one task is being assessed, it is not possible to include a safe system of work for each task in a general assessment. Apart from this difference the General and Task Specific Risk Assessments are identical in format.  

Most risk assessments are drafted in a similar style. A front page of a typical assessment looks like this:

	TASK SPECIFIC RISK ASSESSMENT

	Unit Address: Torness Power Station, Dunbar, East Lothian


EH42 1QS
	Tel:
01368 873000 

Fax:
01368 873846 


	Unit No: 
	Assessment No. 



	
	
	Assessment Date: 21st March 2001

	
	
	Review Date: 21st March 2002

	Unit Manager: Derry Robertson


	Line Manager: 
	Assessment completed by: (Print Name & Job Title):
	Darron Rathbone

ESS HSE Manager

	
	
	Signature:
	

	Copies to: (/X 
	 Operator  ( Team-Leader (   Client    BDM    Insurance Dept.   File (

	1.  Activity and or environment(s) assessed

	POWER WASHING 

	Which General Assessment(s) is this assessment linked to:
	

	General Comments:
	

	

	2.  Persons Exposed  ( if present. If not applicable – leave blank

	(
	Company Employees
	(
	Client Employees / Visitors
	(
	Contractors

	
	New / Expectant Mums*
	(
	New Starters
	
	Delivery Personnel

	
	Elderly (over 65 years)
	
	Young Workers**
	
	Children**

	
	People outside of the site 
	(
	Agency Staff
	
	Special Needs

	
	Night Workers***
	(
	Lone Workers
	
	Other (Detail):


1. Separate ‘New & Expectant Mothers Risk Assessment’ to be completed for each person.

2. Separate ‘Children & Young Persons Risk Assessment’ to be completed for each person.

3. Separate ‘Medical Questionnaire’ to be completed for each night worker. Under the ‘Working Time Regs’ each night worker is entitled to a free health assessment on request. Initially, this involves completion of copy of the Company’s  ‘Medical Questionnaire’ U6070A/09/00.

1. The first step is to consider what it is that you want to risk assess. Is it a specific task or is a general issue covering many tasks? Once you have decided on whether to use the Task Specific or General Risk Assessment format you would use a blank copy of the format to start the assessment. 


2. Next, make sure the person completing the assessment is competent to do so. To be competent you must have experience of the working environment, the dangers and the precautions to take in that environment, an understanding of the principles of assessment and some basic knowledge of the duties of employers and employees under the law. The HSEQ Manager runs a one-day training course to help you gain competency. Contact the HSEQ Manager for further details. 


3. Visit the area involved or people who have completed the task or intend completing it. Talk to them about the hazards involved and observe working practices. Make rough notes.


4. Next start to complete the form. This begins by completing the Unit Details.


5. Unit Details

Complete the unit details: address, telephone numbers etc. Number the assessment e.g. 1 – as it’s your first. You’ll probably need to review the assessment 12 months after completing it – unless there are significant changes to the task in the meantime. Decide who needs to have a copy of the assessment and put a tick next to them. Pass a copy on to them once the assessment has been completed.


6. Part A Activity and or Environment(s) Assessed
In the shaded box state which activity or environment you have chosen to assess. The assessment may be linked to a general assessment, in which case you’d state that here. In the ‘General Comments’ it is a good idea to provide more detail about what task it is you are assessing. For example, if you’re assessing ‘Changing light fittings’ you might add: This assessment details the risks and precautions you need to take when changing the light fittings at ... You must be aware of this assessment and be competent to do this work before starting.’

7. Part B Persons Exposed

The law requires that you think about those who might be at risk from the work you are assessing. In this section decide who could be exposed to danger from the work and tick the relevant box. Bare them in mind when doing the assessment. N.B. If you tick ‘New / Expectant Mums,’ ‘Young Workers’ or ‘Night Workers’ you need to check that a separate risk assessment has been conducted on those people. In the case of ‘Night Workers’ – as defined in the Working Time Regulations - a separate ‘Medical Questionnaire’ should be completed by each night worker. Under the Regulations each night worker is entitled to a free health assessment on request. Initially, this involves completion of copy of the Company’s ‘Medical Questionnaire’ U6070A/09/00. A copy of this can be found in the HR Directory.

8. Part C Hazards & Risks

This section (see example below) acts as a memory jogger to make you think about the risks associated with the task you are assessing. If you think of new risks that are not listed, include them under the most relevant heading. Between yourself and the others involved in the work, brainstorm the risks related to the task you are assessing and when you have done this decide for each whether the risk is high, medium or low. To help you decide, there is some guidance below which is repeated at the top of the page. 

H = High Risk - Likely to occur and serious injuries probable,

M = Medium Risk -Could occur and injuries could possibly be serious, 

L = Low Risk - Unlikely to occur and if it did only minor injury likely

Put H, M or L in the column next to the numbers, against the category of risks you have identified. This example is for power washing:

	C. Hazards & Risks: Insert the following into the boxes below: H = High Risk-Likely to occur and serious injuries probable, M = Medium Risk– Could occur and injuries could possibly be serious, L = Low Risk-Unlikely to occur and if it did only minor injury likely. Leave blank if not applicable

	Working Practices
	Physical Injury
	Environment

	1.
	H
	Lone Worker
	21.
	
	Assault / Violence
	42.
	
	Working Outside

	2.
	
	Areas Difficult to Access 
	22.
	L
	Portable Equipment Hazards
	43.
	
	Confined Spaces

	3.
	
	Hot Oil
	23.
	
	Hand Tools
	44.
	
	Access to First - Aid

	4.
	M
	Spillages / Wet Floors
	24.
	
	Large Equipment Hazards
	45.
	
	Work overhead

	5.
	
	Non routine practices
	25.
	
	Moving Machine Parts
	46.
	
	Excavations

	6.
	
	Contamination Areas
	26.
	M
	Slips, Trips, Falls
	47.
	
	Extremes of temperature

	7.
	
	
	27.
	
	Falls from Heights
	48.
	
	Ventilation

	8.
	
	
	28.
	
	Sharps
	49.
	
	

	Physical Agents
	29.
	
	Transportation Hazards
	Training (tick)

	9.
	M
	Electricity
	30.
	
	
	50.
	
	Food Hygiene

	10.
	
	Fire
	31.
	
	
	51.
	
	Basic Health & Safety

	11.
	
	Hot/Cold Objects
	32.
	
	
	52.
	
	Display Screen Equipment

	12.
	
	Noise/Vibration
	Hazardous Substances
	53.
	(
	Power Washer Training

	13.
	
	Animals
	33.
	H
	Contact with Chemicals
	54.
	
	

	14.
	
	Arc Flash/ UV Light
	34.
	
	Bacteria etc. (e.g. Legionnaires)
	55.
	
	

	15.
	
	Explosion
	35.
	H
	Dust/ Fumes/ Gases/ Vapours
	56.
	
	

	16.
	
	Pressure Systems / Gases
	36.
	
	Vermin/Weils Disease
	57.
	
	

	17.
	
	
	37.
	
	Zoonotic (animal-man) diseases
	Other Issues (tick)

	Manual Handling
	38.
	
	
	58.
	
	Documentation /Signage

	18.
	
	Handling of Loads
	39.
	
	
	59.
	
	

	19
	
	Use of Lifting Aids
	40.
	
	
	60.
	
	

	20.
	
	
	41.
	
	
	61.
	
	


9. Part D Significant Risks Identified

Using the information on the risks you have just done, transfer the details of the first numbered category of risk to this page. You don’t need to consider LOW risks any further – just transfer HIGH and MEDIUM risks. See the example below for the task of using a floor scrubber:

	(d) Significant Risks Identified 

(Number/High, Medium or Low Risk)
	(e)

Control Measures to be Applied
	(f) Responsibilities

	No.
	R
	
	
	By Who
	When

	1

4
	M

M
	Working Practices 

Lone Worker
Spillages/Wet Floors
	Whenever a person is put to work in an area where they are likely to be the only person there they must be aware of all the basic safety information relating to that site. For example:-

- How to raise the alarm/call for assistance.

- How to obtain first aid.

- Fire evacuation routes.

- Set up frequent liaisons with your Supervisor.

Wet floor signs should be erected and spillages dealt with immediately.
	Supervisor

Cleaner
	Each time

Each time

	12
	H
	Physical Agents 

Noise / vibration
	As the floor scrubber is most likely used in the Turbine Hall and basement, ear defenders should be worn at all times.
	Cleaner
	Each time

	26
	M
	Hazardous Substances Contact with Chemicals
	Rubber gloves and goggles should be worn when adding chemicals to the water in the clean solution tank.
	Cleaner
	Each time

	40
	H
	Environment

Extremes of Temperature
	As the Turbine Hall/Basement are very hot areas to work, frequent breaks should be taken for fresh air and to replace lost fluids.
	Cleaner
	Each time


10. Part E Control Measures to be Applied

Determine what needs to happen to remove the risk completely or reduce it to an acceptable level.

11. PART F Responsibilities 

State who needs to follow the controls you have listed and when.

12. Safe System of Work

If you have completed a General Assessment you have finished. Just give some thought to whether some tasks considered need to be looked at separately in a task specific assessment.

If you have completed a Task Specific Risk Assessment, then all that is left to do is complete a ‘Safe System of Work’. In other words, say how to do the job safely, bearing in mind the controls you have just listed. Here is the example for the floor scrubber:

	SAFE SYSTEM OF WORK (‘S.S.W.’) This sheet must only be used in conjunction with Risk Assessment No. 1

	TASK: USE OF FLOOR SCRUBBER/DRIER

	SIGNIFICANT RISKS: (Detail all High & Medium Risks Here If This SSW is Not Attached to The Risk Assessment)

 Lone Worker, Spillages/Wet Floors, Noise / vibration, Contact with Chemicals, Extremes of Temperature.

	Is a ‘ Permit To Work’ required? ( (/ X)
	NO
	(
	YES
	
	Ref. Number:
	
	

	Is a radiological controlled document required ( (/ X)
	NO
	(
	YES
	
	Ref. Number:
	
	

	Is a designated work instruction required ( (/ X)
	NO
	(
	YES
	
	Ref. Number:
	
	

	P.P.E. Requirements:

	

	Safety Helmet
	(
	Eye Protection
	(
	Face Masks
	
	Safety Footwear
	(
	High Visibility Clothing
	
	Gloves
	
	

	
	

	Gauntlets
	(
	Hearing Defenders
	(
	Respirators
	
	Chain Mail Gloves 
	
	All Weather clothing 
	
	

	

	Other /PPE Details:

	ADDITIONAL EQUIPMENT REQUIRED: Wet Floor Signs. 

	TASK MANAGEMENT: Supervisor to manage this cleaning task.

	PROCEDURE: 

1. Turn off battery charger, and re-connect battery, making sure your hands and gloves are completely dry.

2. Check that the clean water solution tank is full.

3. Take the machine to place of work.

4. Conduct a point of work risk assessment.

5. Erect wet floor signs and proceed to wash floor.

6. On completion inform your Supervisor.

7. Return machine to battery charging area and re-connect to charger, again making sure your hands and gloves are completely dry.

8. Make sure you leave the area in a clean and tidy state.

9. All problems should be addressed to your Supervisor. IF IN DOUBT – ASK!

	Additional Training Required: training in use of equipment, dangers and precautions to observe.

	Additional Advice Available From: Cleaning Supervisor

	‘SSW’ Prepared By: 
	Print Darron Rathbone
	Sign

	Date ‘SSW’ Last Reviewed:
	23/3/01
	
	
	
	
	
	


Non typical assessments, i.e. those not in the above format have separate guidance on how to complete them. This guidance is attached to each of these assessments.

When You Have Completed Your Assessments.
Completed assessments must be discussed with the line manager / supervisor responsible for the services, action points should be agreed.

Several of the issues raised by your assessments are likely to require our Clients assistance.  Once this has been requested in writing then the onus is legally on our Client to assist.  If this does not happen, they may be exposed to prosecution and/or claims for damages in the event of an injury resulting from a hazard identified in the assessment.

A copy of the completed assessments should be retained. A copy should also be emailed to the HSEQ Manager for consideration.
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