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It should identify how the risks arise and how they impact on those affected. This
information is needed to make decisions on how to manage those risks so that the
decisions are made in an informed, rational and structured manner, and the action
taken is proportionate.

3. Five Steps to Risk Assessment

1.
2.
3

Look for and identify the hazards.

Decide who might be harmed and how.

Evaluate the level of risk(s) arising from the hazards and decide whether the
existing precautions are sufficient or whether more should be done.

Record your findings.

Review your assessment and revise it if needed.
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Five Steps to Risk Assessment

Risk Assessment Form RA Ref No: |
1
AS5E5507 | Job Title | Assessment Date | —meview Dates / nitias
| | | I
Assessment tesk or location: | ]
Persons at risk Frequency Details Are any disabled? Comments
Staff Oves [JNo
Confraciors Oves [JhNo
Visiors Oves [Oneo
Gen. Public / Others Oves [Ono
"H:_ Hazard descriptiss——| l—hnwuep-ersonsalﬂemﬂ? P"'"";'";“';:l Existing controts Further controls / action |1 Look for and |dent|fy the hazard .
1 o
L — i i
_ 1 | . Decide who might be harmed and how:
- < 13. Evaluate the level of risk(s) arising from the hazards)and
decide whether existing precautions are adequate| or

- more should be done;
5 4. Record your findings;

5. Review your assessment from time totime and revise it

if necessary

Proba, P | S=vel =il i i i 1.
Severty (5) S=fatai S=modgerats, ight, 1=
Aisk (F) O-B=iow fisk, Mo action required. 8-15=mediLim fisk, Snsure adag cOntrols are in use. 18-25=high risk, Stop operation & impiement control
D Simply-does — RisK Assessment Fam

If you look at the Risk Assessment form above, you will see the columns almost mirror the five steps.
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The risk assessments in this folder are based around a 5 x 5 matrix — Probability x Severity=
Risk

Probability Severity - 5 10| 15
5 = Very likely 5 = Fatal E 4 8 12
4 = Likely 4 = Severe/life changing S 3 6 9 12| 15
3 = Quite possible 3 = Moderate 5 2 4 6 8 10
2 = Possible 2 = Slight 1 2 3 4 5
1 = Unlikely 1 = Negligible Severity
Risk
_ Stop, implement controls
9 - 15 = Medium Risk Ensure adequate controls in place
0- 8=Low Risk No action needed

Below is a fully worked example showing you how to fill in the blank template.

| Risk Assessment Form R Ref No: Of1 |
I AssSess50r I Job Title I Assessment Dake I Review Dates [ Initials |
| AN Other | Dffice Manager | 22™ Nov 2011 HEREERE |
[ Assessment task or iocation | main entrancerecepsion area |
PErsons at risk Details Frequency Are any ed?
Staff Receptionist All day Yes  No
Conftractors Ma es No
Visitors Sales reps A5 and when Yes  No
Gen. Public / Others Na Yes No
"H:_ Hazard description How are persons affected? ;'EMT‘“E':* Existing controls Further controls | action
1 Siips trips and falls Ripped carpet by door has caused Hone Repairrenew carpet. Short ferm use
some people 1o mp 5 4 20 waming Signage
2 Fire Smoke or fire could injune amyone in Fine doors from factory kept ciosed. Ensure Fine RA i5 camed out
anea 2 5 10 | Extinguishers serviced annualy
3 Gollision with miator vehicles Vehicles using car park could cause MNone Create markings on maoway for
injury 1D pedesians 4 4 18 pedestrians. Insiall safety signage
4 Moise from adiacent faciony Moise from faciory machinery has Fine door kept closed most of the time | Camy out noise assessment and act on
detrimental efiect on recepBonisrs a a . |- ineffective resufts
hearing and wse of Eephone
=]
F‘mmm [Pl | S=wel =il i i i 1
| Seventy (5] | S=fafai, S=moerate, 2=slight, 1=neqigite
Risk (A) 0-B=fow nsk, o action requined. B-15=medilim fisk, ansure adequale controls ane in wse. 18-25=high sk, Stop operation & impisment control Measuras
1D Simply-tocs — Risk Assessment Fom

1. Look for and identify the hazards
In the worked example we can see the hazards are listed as-

Trips and falls: Fire: Collision with moving vehicles in the car park: Noise from the
adjoining factory.
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2. Decide who might be harmed and how

a. Those who may be affected by these hazards are the receptionist and any sales
reps who may call.

b. Then in column 2 we list how they may be affected, in this case, there is a ripped
carpet that has already caused people to trip; Fire and smoke, possibly from the
factory; the risk of pedestrians being run over by cars in the car park; noise from the
factory potentially causing the receptionist long term hearing problems, and
preventing from using the phones properly now.

3. Evaluate the level of risk(s) arising from the hazards and decide whether the
existing precautions are sufficient or whether more should be done

a. In the column marked ‘Existing Controls’ you will put whatever measures you
already have in place. In this case there are no measures to manage the ripped
carpet or the manoeuvring vehicles; there is a fire door separating the factory from
the reception area and there are serviced extinguishers to hand; and the fire door
serves to act as a sound barrier to the noisy factory processes/machinery.

b. Are these sufficient? Obviously not, so you would input the extra measures into the
final column — Further Controls/Action.

c. The trip hazards would need to have the carpet replaced as soon as possible but in
the short term putting up warning signage would help.

d. Has a Fire Risk Assessment been carried out? You would need to check and
arrange for that.

e. The car park would need fixed barriers to be completely safe, but if that is not
practicable, the minimum you would need to do is have clearways painted onto the
ground to show pedestrian walkways and then install signage to show everyone
where they can go.

f. The fire door is clearly not good enough to keep the noise out, so you would need
to commission a proper noise assessment and then act on the findings. A short
term solution may be to build a lobby between the two rooms.

4. Record your findings

a. It is vital to remember that a risk assessment is not a stand-alone tool. It is only the
first step in reducing the level of risk. Once you have carried out your risk
assessments you need to transfer your further controls information to your Action
Plan.

b. In the Action Plan you need to show who is to be responsible for making sure tasks
are done, so you put in what work is needed, who will organise/do it, how important
it is — by using the Priority key at the bottom of the sheet you can decide if
something needs to be done immediately or can be delayed for a month or two, or
more if necessary.
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| Risk Assessment - Action Plan |
| Assessor | Job Title [ stanpae | Review Dates |
| A N Other | Office Manager | z2Novapii | 22 Dec | 22 Jan 22 Feb 22 Mar |
| Assessment task or location | |
RA No. Action Required Priority By Whom Target Date D“'“ﬂ';:'i"“ Initials

ofin Repair/renew carpet. A | TBoss 22 Dec

Off1.1 Supply waming signage as temporary measure A |'AN Other 29Nov

Off1/2 Ensure Fire RA is caried out B AN Other 22 Jan

Off1/3 Create markings on roadway for pedestrians. Install safety signage A AN Ciher 22 Dec

Off1/4 Carry out noise assessment and act on resulis C AN Ciher 22 Feb

Off1/4 Build lobby between reception and factory floor B T Boss 22 Jan
[ Prionity Key [ A —immediate_B — On= month € — Two months _D Three montns ]

1D Simply-docs — H3. GEN.04 Risk Assessment Acfion Plan

The important thing to remember is an acronym — SMART
In health and safety terms this stands for:

S - Specific

M - Manageable or measurable

A - Achievable

R - Relevant or Realistic

T - Time tabled/ time specific

All the ‘further controls’ in the right hand column meet the SMART requirements.

5. Review your assessment and revise it if needed

a. Finally, remember that carrying out a Risk Assessment is not a one off exercise. Work
environments change, people’s skill levels change - both up and down, machines and
tools, and materials change.

b. You should revisit your Risk Assessments once you have completed your remedial
works on the action plan and then regularly to make sure that you remain aware of
the hazards in your workplace.
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