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HOW TO DO A RISK ASSESSMENT

There is a requirement under Health and Safety Law, that a suitable and sufficient assessment of all significant risks in the workplace is undertaken by the Union. This includes risks to employees and all others affected by our activities (such as students, contractors and visitors). Specific Risk Assessments are also required for particular people who may be at risk, such as young people or pregnant women, or for a particular event or activity.
An ' Assessment of Risk' is a careful examination of what could cause harm to people in the workplace. It is a way of establishing whether the precautions in place to avoid harm are sufficient, or whether more should be done. 
Risk Assessments should aim to follow the A.L.A.R.P Principle. In other words, they should aim to keep the risk “as low as reasonably practicable”- i.e. the risk versus the cost in preventing the risk (in terms of money, time and other resources). So for example, spending £5000 to prevent the occasional bruised finger would not be reasonable, but spending £50 on a machine guard to stop an arm amputation would be.
Hazard is anything that can cause harm (i.e. slippery floors, electricity, equipment not secured correctly, working from ladders, etc.)

Risk is the chance or likelihood, great or small, that someone will be harmed by the hazard.

It is the responsibility of Department Managers and Section Heads to ensure that Risk Assessments are completed within their area of responsibility. They must ONLY ever be completed by a suitably trained staff member, who is normally the Departmental Manager or Section Head themselves.

When to do a Risk Assessment

· Before the work starts

· Review after any alterations

· Review after time (at least annually)

· Review after any new hazards are identified or an accident reported
· Review if no longer valid

How to Assess Risks

· Concentrate only on significant hazards which could result in serious harm or affect several people.

· Don't over complicate, it’s not meant to be rocket science!

· You are probably aware of most hazards anyway, but you need to check that all reasonable precautions have been taken to avoid causing harm.
· You should ask all the people who are exposed to the hazard what precautions they consider are necessary and for any other input.
· If you have any problems in the completion of a Risk Assessment, you should ask your Manager or the Health and Safety Officer.

· Use the standard LSU Risk Assessment Form RISK ASSESSMENT TEMPLATE.dot (found on the Everyone folder under Template Documents/Health and Safety).

1.
Look for the hazards. Remember hazards can be of a physical, mechanical, ergonomic, manual handling, electrical, stress, biological or chemical nature.
· Look afresh at what may cause harm in your workplace. Walk around!
· Ask other employees and colleagues, or their representatives, for their input.

· Manufacturers instructions or datasheets will help spot hazards

· Accident or near miss data may also help.
· Think about long term hazards to health, not just immediate safety hazards.

· Visit the HSE website www.hse.gov.uk  or call the HSE Infoline 0845 345 0055 regarding relevant publications or Workplace Health Connect 0845 609 6006 for practical advice on workplace health and safety.
2. Decide which people are at risk and how

· Think about who might be harmed by the hazard, including staff, members of the public, visitors, cleaners, contractors, maintenance personnel etc.

· There is no need to list individuals by name - just think about groups who may be affected. This will help to identify the best way of managing the risk.
· Remember some people have particular requirements, such as new workers, young or older people, expectant mothers, and people with disabilities.

· Ask others if they can think of anyone you may have missed.
3.
Are existing precautions adequate or should more be done? Remember you need to do everything “reasonably practicable” to protect people from harm.
· Firstly look at what you are already doing, what controls are in place and how the work/event is organized. You should consider each hazard, and how to reduce the risk to a minimum.  You need to assess whether you can get rid of the hazard altogether, or if not, can the risks be controlled so that harm is unlikely?
· When controlling risks apply the principles of; Elimination, Substitution, Containing, Reducing exposure, Training and supervision, PPE (personal protective equipment), Welfare facilities. 

· It may help to categorise the risks as you are evaluating them. This helps to prioritise any further action that you intend to take to control risks, and concentrates action on the riskiest situations. Use a risk matrix to help you categorise risks as high, medium or low.
· Involve staff so that you ensure what is proposed will work and will not introduce new hazards.

4. Record and implement findings
· Write down the results of the risk assessment – keep it simple!

· It must be suitable and sufficient, but not exhaustive. 

· It should show that: a proper check was made, you consulted with those who may be affected, you dealt with all significant hazards, the precautions are reasonable and the remaining risk is low.
· If there are many improvements/actions required, then prioritise them, so that the most important are tackled first. 

·      Share the Risk Assessment with your staff/those affected. 
·      GET ALL THE PEOPLE WHO NEED TO BE AWARE OF THE RISK ASSESMENTS TO SIGN AND DATE TO SAY THEY HAVE READ AND UNDERSTOOD THEM. ALSO ASK THEM TO SIGN TO SAY THEY HAVE BEEN TRAINED IN ANY RELEVANT AREAS TO THE RISK ASSESMENTS.
5. Review and Revise
· Changes over time, new equipment or work practices or procedures may result in new hazards which will need to be assessed.

· It is also good practice to review your assessments from time to time, approximately annually, and if an accident has been reported relating to the hazard.

A GOOD RISK ASSESSMENT TRAINING PACK CAN BE FOUND AT: http://www.leeds.gov.uk/risk/ 
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