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TITLE:
HEALTH AND SAFETY:  RISK ASSESSMENT

PURPOSE:
To ensure compliance with the management of Health and Safety at Work Regulations 1999 and associated legislation.


To clarify the risk assessment process used within Cardonald College.

RESPONSIBILITY:
Health and Safety Adviser
· Updating this procedure and appropriate documentation in line with organisational or legislative changes.

· Providing appropriate training to relevant staff on risk assessment techniques.

· Providing assistance and advice on risk assessments and control measures upon request.

· Auditing the risk assessment process.


Department Managers / Heads of Faculty
· Appointing Risk Assessment Co-ordinators and Team Members.

· Ensuring that risk assessments are in fact completed.

· Approving Risk Control Action Plans and ensuring that corrective action is implemented within agreed timescales.


Risk Assessments Co-ordinators
· Preparing a schedule of risk assessments to be conducted (where appropriate).

· Co-ordinating risk assessors and ensuring appropriate assessment are conducted.

· Establishing a risk assessment recording and filing system.

· Approving Risk Control Action plans in the first instance and submitting them to the appropriate Department Manager/ Heads of Faculty for approval.

DEFINITIONS:
Harm:

Physical injury or ill health caused to those exposed to a hazard.


Hazard:


Something with the potential to cause harm.


Risk:


The likelihood that the harm from a particular hazard is realised. Risk reflects both the likelihood and the severity of harm.

DEFINITIONS:
Risk Assessment:

The systematic analysis of hazards to ascertain the likelihood of them causing harm.
APPENDICES
Risk Assessment Form (RAF)

Risk Control Action Plan (RCAP)

Record of Risk Assessments (RRA)

Guidance on Specific Risks to Young Persons and Expectant / New Mothers (RYPEM)
RELATED


INFORMATION

The Management of Health and Safety at Work Regulations


1999


HSE Guidance Note: 5 Steps to Risk Assessment (ID (G) 163L).

ORIGINATED
APPROVED
DATE


Health and Safety Committee
1.0
INTRODUCTION
1.1
The Management of Health and Safety at Work Regulations 1999 require employers to make a suitable and sufficient assessment of risks presented to employees and other persons who may be affected by their activities.  However there are other pieces of legislation requiring more specific assessments to be conducted.  These are:

· Control of Substances Hazardous to Health Regulations 1998

· Manual Handling Operations Regulations 1992

· Health and Safety (Display Screen Equipment) Regulations 1992

· Fire Precautions (Workplace)(Amendment) Regulations 1999

1.2
This procedure concentrates on a general risk assessment process as required by the Management Regulations and is useful in identifying those aspects of the work where a more detailed assessment may be needed.  It is therefore sufficient to make reference to the other assessments within the general risk assessment.


RISK ASSESSMENT PROCEDURE

2.0
A necessary preliminary to risk assessment is for the assessment co-ordinator and team members to prepare a list of work activities, to group them in a rational and manageable way and to gather necessary information about them.  Possible ways of classifying work activities include:

· Areas within and outside College premises

· Defined tasks

· Stages in the provision of a service

· Equipment Used

3.0
Identify all hazards associated with work activities.  Hazards that clearly possess negligible potential for harm should not be documented or given further consideration.  Enter hazard data on the Risk Assessment Form. Please note in more complex situations, separate forms should be used for each activity identified.

4.0
Identify those who might be at risk by looking at who normally/occasionally carried out the tasks, uses equipment or visits the area being assessed.  Careful attention must be paid to young people (those under 18) and to expectant and new mothers.  Guidance on specific risks to such personnel is available in the document Guidance on Specific Risks to Young Persons and Expectant / New Mothers.

5.0
For each hazard, consider the severity and likelihood estimates given below.  Determine the risk rating by multiplying the two estimates.  Enter the numbers on the Risk Assessment Form.


Potential Severity

Major (death or serious injury)

3


Serious (over three days absence)
2


Slight (up to three days absence)

1


Likelihood

High (harm is certain or near certain)
3


Medium (harm will occur frequently)
2


Low (harm will seldom occur)

1

6.0
Prepare a Risk Control Action Plan by considering the information given in the table below.  This should form the basis for deciding whether improved controls are required and the timescale for action.  Existing control measures should also be examined to ensure their continued effectiveness and use.  Control effort and urgency must be proportional to risk.


Risk control information, including personnel responsible for implementing control measures, should be entered in the Risk Control Action Plan.
	RISK RATING
	RISK LEVEL
	ACTION AND TIMESCALE

	1
	TRIVIAL
	No action is required.


	2
	TOLERABLE
	No additional controls normally required. Consideration may be given to a more cost effective solution or improvement that imposes no additional cost burden. Monitoring is required to ensure that the controls are maintained.


	3,4
	MODERATE
	Efforts should be made to reduce the risk within a specified timescale.


	6
	SUBSTANTIAL
	Work should not be started until the risk has been reduced. If work is already in progress urgent action must be taken. Considerable resources should be allocated.


	9
	INTOLERABLE
	Work should not be started or continued until the risk has been reduced. If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited. 



7.0
The outcome of the risk assessment should be an inventory of actions, in priority order.  At this stage, the assessments must be approved by the Risk Assessment Co-ordinator and Department Manager / Head of Faculty, the latter being responsible for implementing the necessary changes.  Where the required changes are outwith his / her control, the appropriate member of the Strategic Management Group assumes the responsibility.

8.0
Each risk assessment conducted should be numbered and the details recorded on the Record of Risk Assessments form. It is not necessary for the completed assessments to be forwarded to other personnel within the College e.g. Health and Safety Adviser, unless specifically requested to do so.  It is the responsibility of each Department Manager and Faculty Head to ensure that a proper system of recording and filing is established and maintained.

9.0
Risk assessment should be seen as a continuing process.  The adequacy of control measures should be subject to continual review and revised if necessary, for example if an accident occurs.  Similarly if conditions change to the extent that hazards and risks are significantly affected then risk assessments should also be reviewed.  In any case, assessments must be reviewed on an annual basis.
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