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LSU RISK ASSESSMENT FORM

Please read “How to complete a Risk Assessment” before completion

	Department
	VENUE
	Date
	15-11-05

	Author
	MATT NUNN
	Proposed Review Date
	15-11-05

	Location/Event/Activity
	MOVEMENT OF MONEY AROUND THE BUILDING


	Hazards

Look for hazards which you could reasonably expect to result in significant harm, e.g. 

Manual handling tasks/Storage and stacking

Falling objects

Worn or damaged equipment

Slipping hazards e.g. spilt drinks

Electricity e.g. poor wiring/lighting

Tripping hazards e.g. wires/leads

Positioning/space/confined work areas

Equipment usage

Noise/Lighting/Heat/Temperature
List hazards
	People at Risk

Think of groups of people who may be affected, e.g.

Office staff

Maintenance staff

Cleaners

Students

Members of the public

List groups of people at risk from hazard
	Existing Controls of the Risk

Have you already taken precautions against the hazards you have listed?  

e.g have you given adequate information, training or instruction and are there adequate systems/procedures in place?

Do the precautions meet legal requirements, represent good practice and reduce risk as far as reasonably practicable?  

If you aren't sure about legal requirements, check with the Health and Safety Officer.

List existing controls or state where information may be found.
	Further Steps Required to Control the Risk
What more can be reasonably done for those risks which are not already adequately controlled? 

Apply the following principles, in order:

Remove the risk completely

Try a less risky option

Prevent access to the hazard

Organise work to limit exposure to the hazard

Issue protective clothing/equipment

Provide welfare facilities e.g. door locks, first aid
List further steps taken to control risks which are not adequately controlled. Consider what is reasonably practicable in the situation.

	Substantial amounts of money are regularly moved around the Union building at multiple times throughout the day and night by many members of staff. Risks when carrying out this task include;


	Bar AVM
Ents AVM
Duty manager
Till staff
Bar staff
Bar Supervisors 
Finance personnel
	
	

	Attack/mugging whilst transporting money around the building


	
	Large sums of money must not transported around the building, when the building is open to the public (except for the front door tills)

Personal panic buttons must be carried at all times by personnel carrying money which are connected to police. 

Ratio of people to money is;
£0-£5000 = 2 people

£5000-£7500 = 3 people

£7500-£10,000 = 4 people. 

WHEN THE BUILDING IS OPEN, STAFF MUST NEVER CARRY CASH ALONE. (When the building is closed to the Public, 1 person may carry up to £2000).  

A member of security to accompany any member of staff with money or a second member of staff if security not available. Use internal routes ONLY, avoid any external routes.

All cash is transported to the JC cash office to be counted and banked. AVMs and Managers are the only staff to have access (via swipe cards plus a code). Only Managers have the safe key and password. There is constant CCTV coverage of the cash office.


	The front door tills need to be concealed when being transported around the building.

	Accidental loss which could lead to stress


	
	Staff must always transfer and count money with at least one other member of staff.


	

	
	
	
	

	I HAVE BEEN CONSULTED IN THE DEVELOPMENT OF THIS RISK ASSESSMENT AND HAVE BEEN ALLOWED TO ADD MY COMMENTS AND SUGGESTIONS. I AGREE TO ABIDE BY THE CONTROLS AND FURTHER STEPS LISTED WITHIN THE RISK ASSESSMENT.

I HAVE BEEN TRAINED IN ALL AREAS REQUIRED BY THE RISK ASSESSMENT.

	Signed
	

	Date
	


PLEASE NOTE - COMPLETED RISK ASSESSMENTS SHOULD BE KEPT FOR 40 YEARS, ACCORDING TO H&S LAW.
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