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Health and Safety Instruction No. 10
Risk Assessment
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_______________________________________________________________________________________

This Instruction explains the purpose and objectives of risk assessment in a health and safety context, sets out the Trust's approach to the subject, and specifies the action that should be taken.  It is an updated version of H&S Guidance Note No. 7, originally issued in 1994.  It takes account of guidance published by the Health and Safety Executive, following the issue of the new Management of Health and Safety at Work Regulations in December 1999.  The status of the document has been upgraded to an Instruction, reflecting both the statutory basis for risk assessment, and its importance in the Trust’s system for managing health and safety.

_______________________________________________________________________________________

SUMMARY OF THE MAIN REQUIREMENTS

· Assess the risks to the safety and health of staff and volunteers arising from the work they carry out

· Assess the risks to visitors, contractors and others which arise from the Trust’s work activities and the opening of properties

· Where practicable, avoid these risks

· Where risks cannot be avoided, identify the precautions necessary to control or reduce these risks

· Record the findings of the assessment

· Ensure the precautions are implemented

· Review assessments, and revise them as necessary



PART 1 - EXPLANATION

A.     Introduction

1. The identification and evaluation of risks - risk assessment - is an essential part of the way any organisation manages health and safety.  It should lead to the implementation of effective precautions to eliminate or minimise those risks.  Risk assessment is also a specific legal requirement under the Management of Health and Safety at Work Regulations (shortened to the “Management” Regulations or MHSWR) 1999, the Fire Precautions (Workplace) Regulations 1997, and other pieces of health and safety legislation.  This Instruction explains the measures which the Trust has put in place centrally to deal systematically with risk assessment, and sets out the actions which are necessary in regions, at properties, and Head Office locations to meet this fundamental legal requirement.

B.     Legal requirements

2. Under the “Management” Regulations, the Trust as an employer has a duty  to make an assessment of:

· the risks to the health and safety of employees to which they are exposed whilst at work;

· the risks to the health and safety of others (non-employees) which arise from the way the Trust carries out its work and manages its properties.

3. Since the Trust’s Health and Safety Policy treats volunteers in the same way as members of staff, the term “employee” in this Instruction includes volunteers.  The term also includes those on Government-run training schemes, work experience students, Careership and other trainees.  The term “non-employee” includes visitors, and contractors working on Trust property.


4. There are specific requirements in the new “Management” Regulations to protect young persons, i.e. persons less than 18 years old.  These were previously contained in the Health and Safety (Young Persons) Regulations 1997, which have now been repealed and their requirements absorbed into the “Management” Regulations.  No young person shall be employed until the employer has carried out a risk assessment.  This assessment should take particular account of:

· the inexperience, lack of awareness and immaturity of young people;

· the fitting-out and layout of the workplace and workstation;

· the nature, degree and duration of exposure to physical, biological and chemical agents;

· the form, range and use of work equipment and the way it is handled;

· the organisation of processes and activities;

· the extent of health and safety training provided;

· risks from specific agents and work processes, e.g. manual handling, electrical hazards.

5. Under the “Management” Regulations and the Fire Precautions (Workplace) Regulations, the Trust must carry out a fire risk assessment for each workplace.  For guidance, consult the Trust’s Fire Standards Manual, particularly Section 14.1.

6. There are also requirements under other existing health and safety legislation to assess risks, as summarised in the following table.

Regulations


Requirement

Control of Substances Hazardous to Health
An employer shall not carry on any work liable to expose employees to any substance hazardous to health unless he has made an assessment of the risks created by that work to the health of those employees, and the steps needed to prevent or reduce exposure and meet the other requirements of the regulations



Control of Asbestos at Work 
An employer shall not carry out any work which exposes or is likely to expose any employees to asbestos unless an assessment of exposure has been made.  The assessment must:

· identify the type of asbestos

· determine the nature and degree of exposure which may occur in the course of the work

· set out the measures to prevent exposure, or reduce it to the lowest level reasonably practicable



Control of Lead at Work
An employer shall not carry on any work which is liable to expose any employees to lead at work unless he has made an assessment of whether the exposure to lead is likely to be significant



Manual Handling Operations
Where it is not reasonably practicable to avoid manual handling operations which involve risk of injury, an employer shall make an assessment of these operations, taking account of:

· the task

· the loads

· the working environment

· the capabilities of individuals



Noise at Work
When any employee is likely to be exposed to noise above a daily personal noise level of 85 dB(A), a noise assessment should be carried out by a competent person.  The assessment shall:

· identify which employees will be exposed

· provide information to assist compliance with duties to reduce noise exposure and provide hearing protection



Personal Protective Equipment
Before choosing any personal protective equipment (PPE), an assessment shall be made to determine whether the PPE is suitable



Display Screen Equipment
An analysis shall be carried out of workstations used by persons who habitually use display screen equipment as a significant part of their normal work, for the purpose of assessing health and safety risks to those users



Health and Safety (First-Aid)


An employer should make an assessment of first-aid needs for each place of work, to establish what facilities and first-aid skills are appropriate



7. Separate procedures for carrying out COSHH assessments are described in H&S Instruction No. 1.  For guidance on noise assessments, please refer to H&S Guidance Note No. 3.  Assessments required under other regulations should follow the principles in this Instruction, and the guidance in relevant HSE publications, until specific Trust guidance can be produced for the Health and Safety Manual.

C.     Definitions

8. From the outset, the terms “hazard” and “risk” should be clearly understood.  A “hazard” is something with the potential to cause harm - it can include machines, equipment or even methods of work.  “Risk” is the likelihood that the harm from a particular hazard will be realised.  The extent of that risk will depend on:

· the likelihood of that harm occurring;

· the potential severity of that harm, i.e. of any resultant injury or adverse health effect;

· the people who might be affected by the hazard, i.e. the number of people who might be exposed.

D.     Purpose

9. Risk assessment has a defined purpose under health and safety legislation - it is to help the employer to decide what measures should be taken to comply with “relevant statutory provisions”.  This phrase means the general duties under the Health and Safety at Work Act 1974, and specific duties imposed by the Fire Precautions (Workplace) Regulations 1997 and all other applicable health and safety regulations.

10. At various levels, risk assessment requires the Trust to examine its activities systematically.  This involves:

· identifying hazards, whether they arise from work activities, the use of machinery and equipment, or the condition and layout of buildings and structures;

· identifying individuals or groups who might be harmed;

· looking carefully at existing precautions;

· evaluating the extent of the risk;

· adopting or refining precautions to reduce the risk further;

· recording the findings;

· in time, reviewing and, if necessary, revising the assessment.

11. This process has been undertaken at national level for several years, and has led to the issue of the series of Health and Safety (H&S) Instructions, Guidance Notes and Memoranda.  It has also been carried out at regional level, particularly for peripatetic work which is organised from one location but takes place at several properties, e.g. arboricultural or building work.  However, its greatest impact is at the workplace. 

E.     Objectives

12. In dealing with risk assessment, the Trust originally set the following objectives:

· to adopt methods which concentrate on those activities which involve the greatest risk to staff, e.g. work near overhead power lines, working at height.  In practice, this means addressing all work activities which have the potential to cause fatal or serious injury, or ill-health, to any person, as well as those hazards which lead to substantial numbers of less serious injuries, e.g. slips, manual handling;

· to devise methods which enable the Trust to meet its legal obligations;

· to ensure that these methods lead to significant benefits for the health and safety of staff, volunteers and visitors.  In other words, effort should be concentrated on areas of significant risk, rather than expended on trivial risks;

· to minimise any additional workload on individual members of staff, and to avoid the creation of a cumbersome administrative system.

These objectives remain valid.

PART 2  -  THE TRUST'S APPROACH TO RISK ASSESSMENT

A.     Policy

13. The Trust's policy towards risk assessment is summarised in the current version of the Trust’s Health and Safety Policy.

14. Each region’s Health and Safety Policy supplement (see H&S Guidance Note No. 9) should incorporate a section which describes how the region deals with risk assessment, and how it monitors that assessments are in place and of adequate quality, and appropriate precautions implemented.

B.     Workplace inspections

15. These are primarily a method for identifying hazards in the working environment.  Hazards may arise from the condition and layout of the facilities in Trust places of work, such as workshops, gardens, building sites, kitchens and offices.  Procedures for implementing these are set out in H&S Instruction No. 8.  Since one of the first tasks in risk assessment is the identification of hazards, the workplace inspection can be seen as an integral part of the process.  The workplace inspection will help to identify hazards, which can then be eliminated as far as practicable.  However, where hazards cannot be eliminated, some residual risk will remain - risk assessment can then be used as the next stage, to devise or refine precautions to deal with that risk.

C.     Property audits

16. The property audit is a method for examining a property’s arrangements for managing health and safety, and for assessing compliance with legal requirements and Trust practices.  Procedures for carrying out property audits are set out in H&S Instruction No. 5.  The property audit is an important management tool, which assists the risk assessment process by identifying the most hazardous working operations, by evaluating existing precautions, and by reviewing arrangements for visitor safety.

D.     Health and Safety Instructions and Guidance Notes

17. Existing and future H&S Instructions and Guidance Notes establish standards for particular activities or operations that are considered to present a significant risk.  For example, the operation of powered vehicles for disabled and elderly visitors is covered by an H&S Instruction.

E.     Fire risk assessment

18. For guidance on risk assessment in the context of fire safety, refer to the Trust’s Fire Standards Manual, Section 14.1, “Guidance on the Fire Precautions (Workplace) Regulations 1997”.

F.   “Model” risk assessments

19. “Model” (sometimes called generic) risk assessments are a key part of the Trust’s procedures.  They enable the hazards and precautions associated with particular work activities, or the use of particular items of machinery and equipment, to be set out in a consistent format.  They form the basis for safe systems of work.  They also help the Trust comply with the requirement to record the significant features of a risk assessment.

20. Model risk assessments have been produced since 1994.  They are currently issued under three categories - work activity, machinery and equipment, and outdoor activity.  To date, 63 models have been produced - they are located in Sections 8, 9 and 10 of the Health and Safety Manual.  The models deal mainly with high risk work activities undertaken by staff.  These are activities that would have the potential to cause serious harm to individuals if proper precautions were not devised and implemented.  They are considered to be relatively high risk, taking into account the severity of the consequences, the numbers carrying out the work across the Trust, the adequacy of existing written systems of work, and accident patterns within the Trust or in the UK.  The Health and Safety Section makes judgements on what subjects should be covered, taking advice from groups of Trust staff such as the Countryside and Gardens Safety Advisory Group, or the Building Safety Advisory Group.  These groups also advise on the content of the models, helping to ensure that the standards set are practical and directly relevant to Trust work.

21. The model risk assessment form:

· sets out the hazards arising (both to safety and health);

· identifies the most important precautions to be adopted for the protection of both staff and the public;

· refers to relevant legal requirements;

· draws attention to additional published guidance material.

22. Regions have also created their own model assessments.  This is often necessary where a work activity or the use of a particular item of machinery or equipment is exclusive to a region or property, and where there is no centrally prepared model risk assessment.  Regions have been encouraged to submit these via their H&S Co-ordinator to the H&S Section for verification.  This helps to add to the bank of model assessments for the benefit of all regions.

G.     Site risk assessments

23. This is the most important part of the process.  A model assessment can only set out hazards and precautions in general.  The main purpose of the site assessment is to ensure that local circumstances are fully considered.  Local circumstances include factors such as:

· the nature and characteristics of the property;

· physical conditions on site;

· the season;

· the frequency and duration of the work;

· existing precautions;

· the level of skill and experience of those carrying out the work.

24. The site assessment has several specific objectives:

· to ensure that the information provided in any model risk assessment is fully considered;

· to check that precautions required in the model assessment have been fully implemented;

· to identify any local hazards not specified in the model assessment;

· to review the existing precautions for the work activity under consideration;

· to evaluate the extent of risk in the local circumstances;

· to enable decisions to be made on the additional local precautions that should be taken before work begins (or continues);

· to ensure that the risks associated with projects, events, working holidays, etc. are identified well in advance.

25. The responsibility for carrying out risk assessments rests within the line management chain.  Property Managers have the responsibility for deciding what tasks or activities need to be assessed, for ensuring that risk assessments are carried out, for monitoring the quality of the assessments, and for implementing any precautions considered to be necessary.  The assessment task will normally be carried out by Property Heads of Department or equivalent, such as wardens, gardeners, house managers, shop managers, restaurant managers, office managers, conservators or clerks of works.  The process should involve those who actually carry out the work, and the results should be discussed with and explained to the staff and volunteers who undertake the work or who may be affected by it.


26. A site assessment does not have to be completed on each occasion that work is carried out (although this may be necessary for certain infrequent high risk maintenance jobs).  Risk assessment involves looking objectively at the work that is carried out by property staff, or by regional and Head Office staff.  There is a difference between this periodic review of work, and the day-to-day on-the-spot assessments and decisions that are made during the course of a job.

27. There is no set frequency for carrying out a site risk assessment.  The legislation requires employers to review and modify their risk assessments as necessary, for instance where the nature of the work changes significantly.  However, for work that is undertaken at properties on a regular basis, it may be sufficient to review the risk assessment each year.  Conversely, for certain high risk work, e.g. entry into a confined space, a site risk assessment will be necessary on each occasion the work is carried out.  Often, the risk assessment will be carried out as a one-off exercise, e.g. for a specific project, an event, a working holiday, or a one-off work activity.

28. There is no single prescribed format for carrying out site risk assessments.  A site risk assessment can be made by simply compiling a series of written statements that explain the risks and the decisions made about appropriate precautions.  However, standardised forms should help people to move through the stages of the assessment process in a simple, systematic and consistent way.  A form will also be a written record which demonstrates that risks and precautions have been properly considered.


29. To assist properties in applying the model risk assessment to their own circumstances, the existing model risk assessment form has now been amended.  This allows staff to check that the model precautions have been adopted, and to include additional local hazards and precautions.  It will enable properties to demonstrate to health and safety enforcing authorities or those involved in civil claims that local conditions and factors have been taken into account, and that they are not simply relying on the model.  The form, with explanatory guidance, is included as APPENDIX 1.  All the existing models in the Health and Safety Manual will be updated and converted to this format in due course.


30. If no model assessment exists for a work activity that is being undertaken by staff or volunteers, then the onus lies on the manager or supervisor to carry out a risk assessment.  This can be done by using the combined model/site assessment form to determine and record the hazards and appropriate precautions.  If necessary, guidance should be sought form the Health and Safety Officer / Co-ordinator, or from the Health and Safety Section.

31. Site assessments shall be carried out in other circumstances:

· as an integral part of the planning for projects (whatever the scale);

· as an integral part of the planning for events;

· as an integral part of the planning for working holiday and other volunteer projects;

· as a means of identifying hazards and assessing risks to visitors arising from the nature of the property (particularly countryside and parks), as a prelude to a visitor safety plan, or the design and layout of the visitor route (in houses and gardens);

· as a means of applying the precautions set out in a relevant H&S Instruction or Guidance Note;

· when employing young persons.

32. A standard form to assist staff at properties (and Head Office locations) to carry out these site assessments is included as APPENDIX 2.  This is essentially the same form that was included in the original H&S Guidance Note on risk assessment.  Explanatory guidance on completing the form is included as APPENDIX 3.  A variation of the form designed for events is contained in H&S Guidance Note No. 10.

33. The site assessment should be reviewed in time.  The regulations state that this should occur if there is reason to suspect that the assessment is no longer valid, or there have been significant changes in the work or the circumstances in which it is carried out.  There is no set frequency for this review.  The time between reviews will depend on the nature of the risks, and the extent of change in the activity.

34. A straightforward summary of risk assessment procedures, which includes a flowchart to help decisions on risk assessment for work activities, appears as APPENDIX 4.  This can be made available to managers to help in providing information to staff and volunteers.  Consideration is being given to producing this summary as a leaflet that can be distributed to all staff.

35. The combined model/site assessment form, the site assessment form, and the summary of risk assessment procedures have all been made available to H&S Officers/Co-ordinators as Word documents, to enable them to be sent as hard copy or by E-mail to properties.

H.     Quantification in risk assessment

36. Some schemes for risk assessment used by other organisations make use of numerical methods to try to evaluate risk in a quantitative way.  However, introducing numerical calculations can complicate the risk assessment process, and lead to a concentration on the assessment itself at the expense of the practical precautions to prevent or control risk.  It can also provide an appearance of scientific objectivity for what remains essentially a subjective process.

37. In general, the Trust does not make extensive use of numerical processes in risk assessment.  However, in some areas and activities, it may have a useful function.  In particular, schemes have been piloted for assessing water safety hazards, and the hazards from mines and quarries in the countryside.  Once finalised, these schemes will be incorporated into guidance on visitor safety in the countryside.

PART 3  -  ACTION REQUIRED

A
Regions and Head Office Departments

38. Directors and Heads of Department shall:

· establish procedures and assign responsibilities for the implementation of this Instruction so as to ensure that risks to the safety of their own staff have been fully assessed.

· ensure that staff have received information, instruction and training on risk assessment, and the procedures involved.  To assist with this process, a summary of risk assessment procedures has been prepared (APPENDIX 4) - this can be used or customised, and distributed to property staff and volunteers.  Training courses on risk assessment are provided by the Health and Safety Section – details can be found in Section 12 of the Health and Safety Manual.

· ensure that line managers monitor completed assessments, particularly to verify that appropriate precautions have been devised and implemented.

· consider nominating persons (in regions, within particular functions) to advise on the practical aspects of the activities being assessed.

B
Properties

39. Property Managers shall:

· identify, through the property health and safety audit, the hazardous working operations that take place - whether frequent, routine work or irregular maintenance operations.

· apply any relevant model risk assessments, undertaking site risk assessments as appropriate to ensure that local circumstances are taken into account.

· in the absence of centrally or regionally prepared models, formulate their own risk assessments, making use of the blank form available (see APPENDIX 1).

· ensure that staff and volunteers are kept informed of the results of any assessments relevant to their work.

· ensure that work is supervised, and that the required precautions are being implemented.

· update any site risk assessment when there are any significant changes to the way in which an operation is carried out.

PART 4  - INFORMATION AND APPENDICES

A.     Sources of published information

1. Health and Safety Commission Approved Code of Practice L21 (revised 2000)- “Management of health and safety at work”.  HSE Books.

2. HSE booklet HSG65 – “Successful health and safety management”.  1998.  HSE Books.

3. HSE / Home Office booklet – “Fire safety – an employer’s guide”.  1999.  HSE Books / The Stationery Office.

4. HSE leaflet INDG163 (revision 1) – “5 steps to risk assessment”.  1998.

5. HSE booklet HSG183 – “5 steps to risk assessment - case studies”.  1998.  HSE Books.

6. HSE leaflet INDG218 – “A guide to risk assessment requirements - common provisions in health and safety law”.

7. HSE Discussion Document DDE11 – “Reducing risks, protecting people”.  1999.  HSE Books.

Numbers 1, 2, 3 and 5 are priced publications; the rest are free.  H&S Officers/Co-ordinators are strongly recommended to obtain numbers 1-4 inclusive.

B.     List of appendices

1. Model/site risk assessment form - explanation.

2. Blank site risk assessment form.

3. Site risk assessment form – guide to completion.

4. Summary of risk assessment procedures – guidance for staff and volunteers.

APPENDIX 1 - MODEL/SITE RISK ASSESSMENT FORM – EXPLANATION

MODEL/SITE RISK ASSESSMENT

 WORK ACTIVITY:
The activity which is the subject of the assessment


Reference assigned by H&S Section



Date of model assessment

Property:

Location/Dept.:
Location on the property, or department
Date:
Date of site assessment

Explanatory note:


Any initial description or explanation of the work activity

Other relevant model risk  assessments:
The model includes any other relevant models here

Other relevant regional, property or site risk assessments:
Any other relevant assessments should be included here

Physical hazards arising:


Hazards with the potential to cause physical injury are specified in the model, and any additional local hazards should be identified.  Those most commonly encountered are:

Contact with moving machinery

Contact with hand tools

Contact with vehicle


Fall from/overturning of vehicle

Fall from height



Fall of object/material from height

Struck by moving or flying objects
Struck against fixed object/obstruction

Trips/slips/falls on same level

Lifting and manual handling

Collapse of floors/surfaces

Electrical shock or burn

Fire/explosion



Contact with hot surfaces

Contact with steam/hot liquids

Exposure to harmful substances

Strain from repetitive movements
Violence/physical assault

Drowning



Asphyxiation

Hypothermia/exposure


Animal/insect bites or stings

Additional local physical hazards:




Health hazards arising:


Hazards with the potential to cause ill health or disease are specified in the model, and any additional local hazards should be identified.  Those most commonly encountered are:

Inhalation, ingestion, absorption of or contact with hazardous substances

Exposure to radiation


Hazardous plants

Noise




Vibration

Pathogenic micro-organisms

Animals/insects

Additional local health

hazards:




Groups at risk in general:


For example, staff from a particular function carrying out the work, other property staff, regional or Head Office staff, trainees, volunteers, contractors, tenants, visitors



Persons or groups at risk locally:





Principal organisational precautions:


The model will list the main organisational precautions that will need to be followed to ensure that there is a safe system of work.  These will usually fall under the following headings:

Planning and preparation

Selection and authorisation of competent individuals to perform the work

Training and competence

Instruction and information to staff and volunteers

Information to visitors

Inspection, maintenance and examination of machinery and equipment

Operational procedures

Emergency procedures
Check



Further local organisational

precautions:


The site assessment should identify any further local organisational precautions.

The check boxes on the right should be used to check that all precautions identified in the model and site assessment have been implemented and are in place before work proceeds, or to confirm with reasons why a particular precaution is not appropriate or relevant
Check



Principal physical

precautions:


The model will also list the main physical precautions.  These will usually fall under the following headings:

Machinery guarding

Equipment controls

Operating techniques

Working environment

Personal protective equipment and clothing

Fire fighting and first-aid equipment
Check



Further local physical

precautions:


The site assessment should identify any further local physical precautions.

The check boxes on the right should again be used to check that all precautions identified in the model and site assessment have been implemented and are in place before work proceeds, or to confirm with reasons why a particular precaution is not appropriate or relevant
Check



Specific legal requirements:


The model specifies any relevant health and safety legal requirements.  The Health and Safety at Work Act and the Management of Health and Safety at Work Regulations are common to all models, and are therefore not included each time.

Further guidance:


The model includes any relevant guidance – this includes documentation produced by other Trust departments, and externally published guidance material (both free and priced).  The most common source is the Health and Safety Executive (HSE).  The person carrying out the site assessment would be expected to obtain any free publications (usually via their H&S Co-ordinator).  In some cases, purchase or borrowing of essential priced publications will be necessary.

Model date:



NT Reference:


The reference assigned by the H&S Section is restated here

Site assessment compiled by:

Signed:



 Job title:

 Date:


APPENDIX 2 – BLANK SITE RISK ASSESSMENT FORM

PROPERTY

LOCATION

REF NO.


DEPARTMENT

HEAD OF DEPT.

DATE


ACTIVITY


Relevant Model or Site Risk Assessments


Nature of hazard
Worst outcome
Groups at risk
Current precautions
Evaluation of risk
Further precautions





Severity of hazard     :
Likelihood of event    :
Adequacy of controls :






Severity of hazard     :
Likelihood of event    :
Adequacy of controls :






Severity of hazard     :
Likelihood of event    :
Adequacy of controls :


Assessment carried out by

Date of previous assessment


Job title

Date of this assessment


Signed

Next assessment before


APPENDIX 3 – SITE RISK ASSESSMENT FORM – GUIDE TO COMPLETITION

The severity of the consequences:

Fatality

Major injury

Serious ill-health

Injury leading to > 3 days off work

Minor injury




The preventive measures in place at the time of the assessment

Nature of hazard
Worst outcome
Groups at risk
Current precautions
Evaluation of risk
Further precautions





Severity of hazard:


Likelihood of event:


Adequacy of controls:



Physical hazards

Contact with moving machinery

Contact with hand tools


Contact with vehicle


Fall from/overturning of vehicle

Fall from height



Fall of object/material from height
Struck by moving or flying objects
Struck against fixed object/obstruction

Trips/slips/falls on same level

Lifting and manual handling

Collapse of floors/surfaces

Electrical shock or burn

Fire/explosion



Contact with hot surfaces

Contact with steam/hot liquids

Exposure to harmful substances

Strain from repetitive movements
Violence/physical assault

Drowning



Asphyxiation

Hypothermia/exposure


Animal/insect bites or stings
Health hazards

Inhalation, ingestion, absorption of or contact with hazardous substances

Exposure to radiation


Hazardous plants

Noise




Vibration



Pathogenic micro-organisms

Animals/insects

APPENDIX 4  -  SUMMARY OF RISK ASSESSMENT PROCEDURES

Guidance for staff and volunteers

Risk assessment is a phrase used to describe the process of identifying and evaluating risks to people’s safety or health.  There are hazards all around us - they can arise from the nature and layout of the Trust’s properties and places of work; or they can be associated with the machinery and equipment you use, the chemicals and pesticides you handle, and the work which you carry out.  A hazard is anything that has the potential to cause harm - to you, your colleagues, volunteers or visitors.

The Trust needs to have a means for identifying these hazards.  For places of work, the principal means is called the workplace inspection.  A series of checklists are available for most Trust working environments, such as workshops, kitchens, shops and offices.  These inspections are backed up by the visual checks that you or your line manager make from time to time.  For the property as a whole, there is also a system called the property audit, which helps Area and Property Managers to develop their systems for managing safety, and to assess how well the property is complying with legal requirements and Trust standards.

Risk, on the other hand, is the likelihood of a hazard actually causing harm.  The extent of the risk depends on the likelihood of the harm occurring, the severity of the harm, and the number of people likely to be affected.  For example, one of the hazards associated with a chain saw (its potential to cause harm) is that the user may come into contact with the moving blade.  The extent of the risk will depend, among other things, on how often he/she uses the chain saw, what type of work he/she carries out with it, how competent and well trained he/she is, and what protective clothing is worn.

Risk assessment is a specific requirement under health and safety legislation, and the Trust has to comply with this legal duty in a thorough and systematic way.  This means that, in the Health and Safety Section, we look at the whole range of work activity undertaken by the Trust, and the machinery and equipment which is used.  For the most widely practised work, and that which poses the greatest risks, we have produced what are known as model risk assessments.  These set out the hazards associated with the work, and specify the principal precautions that should be adopted.  As such, they provide a framework for setting consistent safety standards that apply throughout the Trust, and form the basis for a safe system of work.

In your work, you already carry out some form of risk assessment when you plan and carry out jobs.  You make decisions based on your knowledge and experience about the equipment you need, your ability to do the job, and the precautions you should take.  The Trust’s procedures for risk assessment help to make this process more systematic and consistent.  You will need to apply the information in the model risk assessments to the local circumstances of your work.  In some cases you will have to record the decisions you make as a site risk assessment.  This does not necessarily have to be done each time that you use an item of equipment or carry out a job - it is more of a review of the way the equipment is used or the job carried out by you or your staff.

A flow chart to help the decision-making process when carrying out risk assessments for work activities is included overleaf.

Remember, the main purpose is to ensure, as far as possible, that you carry out your work safely, without accidents and without any adverse effects on your health.

Full details of the Trust's procedures for risk assessment are set out in H&S Instruction No. 10 – “Risk assessment”.

APPENDIX 4  -  SUMMARY OF RISK ASSESSMENT PROCEDURES
Risk Assessment – decision flow chart for work activities
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Revise the assessment if necessary





The people who might be affected:


Property staff from a particular function


Regional or Head Office staff


Trainees�Volunteers�Contractors�Tenants�Visitors





Evaluating the risk:	Consider:


Severity of the hazard:


How serious are the consequences likely to be?


Extreme (fatality)  /  Serious (major injury or serious ill health  /  Moderate (minor injury)


Likelihood of the event:


How likely is it that the event will occur?


Remote  /  Possible  /  Likely


Adequacy of controls:


Are existing precautions adequate?


Good (most precautions in place)  /  Fair (some deficiencies)  /  Weak (serious deficiencies)








The additional measures required to reduce risks





Is it a new or uncommon work activity?





Is the work a regular work activity?





No written assessment necessary





Is it a project, event or working holiday?





Is there potential for injury as a result of the work?





Prepare your own model risk assessment using the combined model/site risk assessment form





Is there a model risk assessment for the work activity?





Liaise with H&S Co-ordinator or H&S Section if guidance is required





Using the combined model/site form, carry out a risk assessment by completing the site assessment elements of the form





Implement the precautions





Review the assessment after the work or project is complete





Carry out a risk assessment using the site assessment form at the planning stage for the project, event or working holiday





Revise the assessment if necessary





Complete the site assessment elements of the form





Review the assessment after the work or project is complete
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