Generic Risk Assessment

	Reference No.
	Date of assessment
	Date of review



	
	09/12/2010
	Whenever necessary

	AREA / ACTIVITY

BEING ASSESSED


	

	Description of operations &/or scope of assessment:
· Activities, 

· Environment(s)

· Equipment, substances &/or materials  


	

	Department & Business Unit:


	Department for Education and Children

	Address/Location where assessment conducted:
	

	Management standards as used by Departments 


	


	Name of Risk Assessor(s)
	Designation:
	Signature(s) of Risk Assessor(s)



	
	
	

	
	
	


GUIDANCE COVER SHEET

	Item index number
	Identify Hazard (s)
	Who/what is Likely to be harmed and how
	Existing/Current Control Measures
	Risk rating as per Matrix
	Further actions required to reduce the risk &

Person Responsible for Action
	Residual risk(s) as per matrix after additional controls



	0.
	Describe what may have the potential to cause harm/damage:

· Work Activities

· Equipment

· Substances

· Environment

· People

etc


	Pupils

Staff

Visitors

Vehicles

etc
	What are we doing to prevent harm/damage?
	
	Use the risk action levels on the Matrix as guidance to prioritise risk control measures
	



	1.
	Responding to intruder alarm holiday periods/out of hours.

(Accident, injury, assault, delayed assistance in emergency)
	Caretakers
	Mobile phone to call for help
Procedures in place i.e.
Before entering grounds/property notify someone of the situation and the intention to investigate

Make regular calls to those notified above to update them  to the situation

If break in has occurred do not attempt to enter premises until police arrive

If confronted by intruder(s) before the police arrive do not attempt to tackle or restrain them
Restraining of intruders should be left to the police who are trained in dealing with such situations
	
     to
	Emergency 24 hour Helpline 01558 824283
	

	2.
	General lifting and carrying - back injuries, sprains, strains
	Caretaker, 
Staff

Visitors


	Specific manual handling assessment to be carried out for tasks involving lifting or carrying and the identified control measures implemented.
	
	Manual Handling Training undertaken in correct lifting techniques

Minimise manual handling

Appropriate footwear worn

Mechanical lifting aids available 

(trolleys etc)

Workplace layout improvements

Heavy items stored at waist level.
	

	3.
	Use of  equipment - back injuries sprains, strains
	Caretaker
Staff

Visitors

	Manual Handling Assessment carried out for use of machinery e.g. lawn mower /pressure washer etc.
Training given in correct procedure for such equipment.

Effective storage of equipment so as not to cause obstruction

HAVs assessment undertaken
	
	
	

	4.
	Use of hand tools - drills wood cutting equipment, hedge cutters strimmers etc.
	Caretaker

Staff
Visitors

Members of Public
	Where a significant risk is identified then a work equipment risk assessment is carried out which identifies:

Any known significant risks

Guards that need to be in place

Servicing/Inspection requirements

Authorised users identified

PPE in place

Training/Instruction received

Equipment appropriate for intended purpose.

HAVs assessment undertaken
	
	
	

	5.
	Use of electrical equipment.

Electrical shock

Burns
	Caretaker

Staff
Visitors

Mop
	All equipment PAT tested and visual checks undertaken prior to use.

e.g. all connections properly fixed

A residual current device used in external/ higher risk situations

e.g. equipment used outside or in wet conditions and for equipment where there is a risk of cables being severed

Use extension leads and adaptors only where necessary.
	
	
	

	6.
	Cleaning/Use of Chemicals
	Caretaker

Staff
Visitors

Mop
	Less hazardous chemicals used wherever possible

Material Safety Data Sheets for substances obtained from supplier and guidance followed

COSHH assessments completed for all hazardous chemicals and control measures implemented.

Appropriate PPE (e.g. gloves, goggles etc) provided and worn where identified in COSHH assessment.
Restricted access to others when hazardous substances in use.

Activities undertaken outside of office hours where possible

Immediate cleaning up of any spillage


	
	
	

	7.
	Repair/ Maintenance 

Release of asbestos fibres
	Caretaker

Staff
Visitors
	Site Asbestos Register referred to.

Location of asbestos containing material prior to undertaking works which has the potential to disturb asbestos. Drilling sanding cutting etc.

Property Compliance Officers (Asbestos) notified prior to any works undertaken
	
	
	

	8.
	Lone Working – locking/unlocking building

Accident injury

Assault

Delayed assistance in emergency
	Caretaker

Staff
Visitors
	Lone worker/Personal Safety Assessment undertaken.

Ensure adequate lighting.

Where possible different daily procedure followed.

Building locked down as soon as possible at end of working day

Controlled access to building e.g. coded doors etc.

On site security system

Use of visitor badges/signing in book

Challenging unknown visitors where safe to do so

Key holders strictly controlled and numbers kept to a minimum

Access to phone to call for help

Post Incident support from Occ Health Unit
	
	Emergency 24 hour Helpline 01558 824283
	

	8b.
	Lone working  in isolated locations.

Accident, Injury, delayed assistance in emergency
	Caretakers
	Lone working/Personal Safety Assessment

Only agreed tasks to be undertaken avoiding high risk activities (e.g. working at height)
Effective communication with staff (e.g. mobile phones, supervision etc.)
Notify staff on site of location/estimated duration of task if working on site remote from others

Reduce time spent working alone so far as is reasonably practicable

Notify manager of start time and when finished
	
     to
	Emergency 24 hour Helpline 01558 824283
Monitoring, supervision
	

	9.
	Ice and Snow Gritting

Slips,Trips and falls
	Caretaker

Staff
Visitors

Members of Public
	Caretakers responsible for gritting/clearing paths have adequate equipment and clothing to carry out the work. 

Work at sensible pace with frequent breaks 

Training given in correct lifting techniques 

Appropriate Clothing worn

Where practical lifting aids such as trolleys, wheel barrows to be used

	
     to



	Visual Inspection of clothing equipment
Training in use of equipment, COSHH assessment update/s


	

	10.
	Weedkilling

Skin

Eye contact with chemicals

Inhalation of chemicals


	Caretaker

Staff
Visitors

MoP
	COSHH data sheet and control measures implemented

Effective PPE provided

Limit exposure time to chemicals

Adequate welfare facilities

Secure storage of chemicals when not in use
Equipment to be inspected and maintained regularly.
	
	Planned preventative maintenance for all equipment and PPE

Suitable pesticides for spraying

Suitable equipment provided low pressure nozzles etc.
Visual Inspections prior to use.
	

	11.
	Hedge Cutting

Clothing/Equipment 

Noise and vibration
	Caretaker

Staff
Visitors

Members of Public
	Visual inspection of hedge for debris etc  prior to use of hedgecutter (bottles etc)
Effective PPE provided (goggles/guards)

Any adjacent pathways cordoned off to prevent access by pedestrians. Warning signage provided

Procurement of effective spray equipment

All equipment provided with guards and visual checks undertaken to ensure in place 
Training in the use of Hedgecutting equipment undertaken.

Safe working procedures in place i.e. working at height, overreaching etc
Residual current devices used to protect electrical supplies. Power supply leads located, to protect ingress of water and or interference from passive traffic.

MH training undertaken
PPE –effective and suitable clothing worn i.e no loose clothing

Limited exposure time to use of hedge cutter as determined by HAVS assessment

HAVS monitoring undertaken
	
	Visual inspection of guards

Monitor Manual Handling of hedgecutter
HAVS equip monitoring

Monitoring,Supervision 

Visual Inspection of clothing for wear/tear
	


	SUMMARY MANAGEMENT ACTION PLAN

	Further actions necessary to control or reduce risk
	Action by


	Priority

For action based on level of residual risk
	Target completion date
	Actual completion date
	Comments
	Initials

	1
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	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


LR





HR





MR





TR





MR





HR





MR





MR





MR





MR





MR





LR





LR





LR





LR





MR





LR





MR





LR





LR





HR





MR





HR





LR





MR





HR





MR





HR





LR





HR





LR








PAGE  
Page 3 of 10

