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Part One

Risk Assessments

Introduction

Why are Risk Assessments Required?

Risk assessments are required to enable employers to identify the potential hazards and risks that their employees may encounter in the course of their work.  Although many risks are self apparent, such as falling from heights, many others are often not so obvious.  For example, the simple task of erecting some wall mounted shelving may not seen overly hazardous;  most people would recognise the hazards of using power tools and working at height, but they may not recognise other potential risks such as those from possible asbestos containing materials?  Asbestos may be contained within the wall boards used in the original construction of the premises.  

The risk assessment process can therefore be used to identify and evaluate the risks that are presented by the activities we undertake each day, and to develop control measures to either eliminate or control the effects of the hazards.  For every assessment, it is equally important to ensure that those affected are informed of the risks and of the proposed control measures to ensure that they are not placed at unnecessary risk.

What are the Legal Requirements?

Employers are required to carry out risk assessments by law.  The Management of Health and Safety at Work Regulations 1999, specifically require employers to undertake an assessment of the risks to, not only their own employees, but also to other persons not in their employment, who may be affected by their activities.  This requirement applies generally to all of the activities and work carried out by an organisation.

Further to this, more specific requirements are also placed on employers under the following legislation:

· Manual Handling Operations Regulations 1992

· Personal Protective Equipment  Regulations1992

· Health and Safety (Display Screen Equipment) Regulations 1992

· Noise at Work Regulations 1989

· Control of Substances Hazardous to Health Regulations 2002

· Control of Asbestos Regulations 2006

· Control of Lead at Work Regulations 2002

· Control of Vibration at Work Regulations 2005

· Work at Height Regulations 2005

When Should I Carry Out a Risk Assessment?

Although there are no specific requirements under the Management of Health and Safety at Work Regulations, as to when you should carry out a risk assessment, it would be advisable to ensure that the assessments are carried out during the preparation and planning stages for the work.  This will help to ensure you are fully familiar with the scope of the work, and will also help to ensure that the correct materials and protective equipment are made available when the work starts.  Carrying out a risk assessment after the work has started, will not allow an employer to ensure that the necessary control measures are in place, and so may be putting employees at risk unnecessarily.   

The results and findings of the risk assessment will also be needed when you are developing your safe system of work.

Who Should Carry Out the Risk Assessments?

Risk assessments should always be carried out by a competent person.  This is someone who is experienced and familiar with the work process; has an understanding of the risks and hazards which the work entails, and who has an understanding of the likely health and safety requirements.

How Do I carry Out a Risk Assessment?

Before the risk assessment process is considered, it is essential to ensure those undertaking Risk Assessments have a clear understanding of the key terms.  These are summarised below:

· HAZARD

Something with the potential to cause harm

· LIKELIHOOD
The probability of a hazard being realised

· SEVERITY

A measure of the harm caused by the hazard

· RISK


This is a combined assessment of the likelihood 

and severity for any given hazard

When assessing the likelihood and severity, the following tables can be used for guidance:

	LIKELIHOOD
	SEVERITY

	Title
	Description
	Score
	Title
	Description
	Score

	Probable


	Likely to occur several times in the relevant period.
	3
	Catastrophic
	Death or total systems loss
	5

	
	
	
	Critical
	"Major" injury or

illness. 

Major damage

Major environmental impact
	4

	Occasional
	Likely to occur at least once in the relevant period
	2
	Serious
	Loss of time/injury

Illness or damage 

Environmental impact
	3

	
	
	
	Marginal
	First Aid Accident 

Routine maintenance repair
	2

	Remote
	Unlikely to occur in the relevant period
	1
	Negligible
	Very minor

Little consequence
	1




From the above, the risk can be assessed, and the following table can then be used to determine the risk score/rating:

	
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible

	Frequent
	15
	12
	9
	6
	3

	Occasional
	10
	8
	6
	4
	2

	Rare
	5
	4
	3
	2
	1

	Score
	Actions (All risks must be eliminated or reduced as far as is reasonably practicable)

	10+
	Very High Risk - Not acceptable.  Apply mitigation to eliminate or to further reduce the risk.

	5-9
	High Risk - Apply mitigation to eliminate or reduce the risk, and if it remains a high risk, develop robust control measures to limit and manage the effects of any hazards.

	1-4
	Low Risk - May be accepted if all reasonably practicable control measures are in place, however, if more can be done to reduce or eliminate the risk, then it should be done.


The steps to be taken during the risk assessment process are summarised below:  

1. Review the task and activities which are to be carried out

2. Identify the hazards associated with each task

3. Where possible modify or redefine the tasks so as to eliminate the identified hazards

4. Where the hazards cannot be eliminated, assess the likelihood and severity of the hazards to give a risk score or risk rating

5. Give further consideration to the management and control of the High and Very High Risks

6. Identify the persons affected by the hazards and wherever possible restrict access to those persons carrying out the task, so that others are not affected

7. Develop a safe system of work and ensure the appropriate control measures are identified

8. Personal Protective Equipment (PPE) should always be provided as the last line of defence

9. Ensure information about the hazards, risks and control measures are communicated to those undertaking the work (keep a record of all briefing sessions held with staff – see attached briefing record)

10. Ensure a safe system of work is implemented in accordance with the risk assessment

11. Ensure adequate supervision is provided to enforce and monitor the effectiveness of the control measures

About the Risk Assessments

The Risk Assessments contained within this pack are generic risk assessments.  These have been developed to assist companies by providing a starting point, for what is often a daunting and challenging prospect.  They are not intended to be a definitive assessment of the hazards and risks for any particular activity or situation, nor are they intended to be relevant to every situation.

However, used correctly, they can help managers and others to carry out a suitable assessment of the hazards and risks associated with a particular activity.  Being in electronic format, the contents of the assessments can be easily amended and added to, to take account of a particular task and location etc.  In many instances, it will be necessary to consider the contents of several risk assessments when evaluating a particular task.

A competent person should always review the contents of the enclosed generic assessments and amend them to suit the site specific requirements.  Safety Services Direct Ltd cannot take any responsibility for the way in which the attached risk assessments are used or applied.

When determining the persons likely to be affected by the activity/hazards, consideration needs to be given to not only those involved, but also those who may be affected by the activity.  Particular consideration also needs to be given to young persons, as their lack of experience and training may mean that they are more likely to be at risk of harm.  Where a young persons lack of training or experience may place them at increased risk, this should be identified on the risk assessment under ‘Persons Affected’.

When determining PPE requirements, it is essential to ensure that the correct PPE is provided.  The Personal Protective Equipment Regulations 1992, specifically require an assessment to be carried out on the suitability of PPE for any given situation.  For example, when providing hand protection, it is essential to provide the correct type of gloves for the substance being handled, as those required for one substance may be totally incompatible with other hazardous substances.

It has also been assumed that where equipment and other machinery is to be used, that it is in a state of good repair, well maintained and is fit for its intended purpose.  All equipment should be carefully inspected prior to use and regularly checked by a competent person.

The following page provides a quick overview of the structure of the risk assessment form.  Blank forms are provided at the end of the document, and additional forms may be created by using the cut and paste facility within your word processing package.



Risk Assessment briefing record

	Briefing Title:
	

	Applicable Risk Assessments:
	

	Briefing Given By:
	
	Date:
	


	Ref.
	Employees Name
	Signature
	Comments

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	


Risk Assessments Index

	Risk Assess. No.
	Title
	

	1
	Working at Height/Safe Use of Ladders
	

	2
	Slips, Trips and Falls on the Same Level
	

	3
	Electricity in the Workplace
	

	4
	Lone Working
	

	5
	Dealing with Aggressive and Violent Customers
	

	6
	Spillages
	

	7
	Hazardous Substances
	

	8
	Fire Safety
	

	9
	Safe Stacking 
	

	10
	Safe Storage
	

	11
	Food and Drink in the Workplace
	

	12
	Waste Collection
	

	13
	Window Cleaning
	

	14
	Pedestrian Routes
	

	15
	Vehicular Routes
	

	16
	Windows & Glazing
	

	17
	General Cleaning
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	1

	Task/Activity:
	Working at Height/Safe Use of Ladders
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Falls from height
	
	
	X
	
	X
	
	
	
	4

	2
	Falling objects
	
	
	X
	
	
	X
	
	
	3

	3
	Ladder slipping
	
	X
	
	
	
	X
	
	
	6

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to be made aware of the risks and hazards associated with working at height and to be instructed in the appropriate safe system work

· All staff and committee to be instructed in basic ladder safety, including use, inspection and safety measures whilst working from ladders and at height
	· Ensure adequate supervision is provided and that control measures remain valid for the duration of the work

· No materials or debris shall be allowed to be thrown from height

· A safe system of work shall be prepared prior to the commencement of any works

· Works shall not be permitted to take place outside during periods of adverse weather such as in strong winds or wet weather

· Use of ladders will only ever be used for short duration work where no viable alternative is available

· Damaged ladders shall not be used

· The painting of ladders shall not be permitted as this may mask any defects

· Village Hall employees shall not work above 1.0m from the floor.

· All lamp and bulb replacement is to be carried out by 2 persons.

· Village Hall Scaffolding (on site) must be used to change ceiling lamps in the main hall.

· Committee or user organisations must ensure that two persons are on premises at all times when using ladders.




	Physical Controls
	HSE & Other Guidance

	· For short duration work the use of roof ladders will be used to provide access to and from the work area

· For longer duration work the use of a full scaffold with toe boards, double guard rails and ladder access shall be used 

· Ladders to be securely tied off to prevent slippage and movement

· Where a ladder cannot be tied or secured in any other way, it will be securely footed by another person

· If a ladder is being used to access a working platform the ladder shall extend 1.05m above the platform level

· The correct angle for a ladder is 75° or at a slope of 1:4

· Overreaching from ladders shall not be permitted


	· HSG33 Safety and Roof Work

· BS1129 Timber Ladders, Steps, Trestles and Lightweight Staging

· INDG 401 – The Work at Height Regulations 2005, A Brief Guide 

· HSE Guidance Note – Safe Use of Ladders, Stepladders and Trestles




	Comments

	· Ladder in on safe condition – requires renewal/repair


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	2

	Task/Activity:
	Slips, Trips and Falls on the Same Level
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Uneven surfaces
	
	
	X
	
	
	
	X
	
	2

	2
	Poor lighting along walkways
	
	
	X
	
	
	
	
	X
	1

	3
	Unsuitable, poorly maintained surfaces
	
	
	X
	
	
	
	X
	
	2

	4
	Trailing leads/cables
	
	X
	
	
	
	
	X
	
	4

	5
	Spills
	
	X
	
	
	
	X
	
	
	6

	6
	Poorly designed stairs/steps
	
	
	X
	
	
	X
	
	
	3

	7
	Pedestrian routes clear of obstructions
	
	
	X
	
	
	X
	
	
	3

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All persons are to be instructed to walk calmly and not to run
	· Committee to carry out regular inspections to ensure adequate standards are maintained.




	Physical Controls
	HSE & Other Guidance

	· Reasonable housekeeping standards to be maintained

· No trailing cables to be left  across walkways

· Floors, staircases and doors cleaned on a regular basis by the cleaners.

· Repairs and maintenance of doors, floors and walkways to be carried out when necessary.

· Stairs and corridors to be well lit and handrail provided.

· A Condition of hiring that emergency exits and corridors must be kept clear.

· Emergency lighting checked on a regular basis


	· INDG225 Preventing Slips and Trips at Work

· HSG 155 Slips and Trips: Guidance for employers on identifying hazards and controlling risks




	Comments

	· 


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	3

	Task/Activity:
	Electricity in the Workplace
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Overloaded sockets
	
	
	X
	
	
	X
	
	
	3

	2
	Damaged cables and equipment
	
	
	X
	
	
	X
	
	
	3

	3
	Use of Multiple extension bars (Daisy Chaining)
	
	
	X
	
	
	X
	
	
	3

	4
	Use of electrical equipment in moist/humid conditions
	
	
	X
	
	
	X
	
	
	3

	5
	Spilling liquids over equipment
	
	
	X
	
	
	X
	
	
	3

	6
	Electrocution
	
	
	X
	X
	
	
	
	
	5

	7
	Trailing cables
	
	
	X
	
	
	X
	
	
	3

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	
	
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Only competent experienced electricians to carry out electrical installations
	· Test all equipment before installing/modifying to ensure that it has been isolated and is not live

· All installations should be formally inspected and tested before first use


	Physical Controls
	HSE & Other Guidance

	· Ensure the electrical system is appropriately designed and will not become overloaded

· Ensure all exposed metalwork is earthed

· Ensure all switchgear and distribution panels are securely locked and signed

· Ensure cables are securely fixed and do not create a trip hazard

· All portable appliances to be ‘PAT’ tested annually

· Full Installation check every 5 years.

· All new work to be certificated.
	· INDG 231 Electrical Safety and You

· HSG 85 Electricity at Work: Safe Working Practices

· BS7671 Requirements for Electrical Installations – IEE Wiring Regulations (16th Edition)


	Comments

	· Carbon Dioxide fire extinguishers to be available in electrical cupboard and Behind the Stage


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	4

	Task/Activity:
	Lone Working
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Violence and aggression against staff
	
	
	X
	
	
	X
	
	
	3

	2
	Work in remote/isolated areas
	
	
	X
	
	
	X
	
	
	3

	3
	Manual handling
	
	X
	
	
	
	X
	
	
	6

	4
	Exposure to hazardous environments/substances
	
	
	X
	
	
	
	X
	
	2

	5
	Poor communications
	
	
	X
	
	
	
	X
	
	2

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	
	
	
	
	
	
	
	Gloves
	
	Attack Alarm
	
	Mobile Phone
	X


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to receive appropriate training for the work they are to undertake, including manual handling, safe use of chemicals and what to do in an emergency.

· Staff should be informed not to leave personal possessions/valuables on display.

· Suitable training will be provided for staff in how to deal with violent and abusive persons.

· Staff or Committee must not handle beer barrels alone.

· Staff or Committee to use ladders if alone.


	· Lone working shall only be permitted where the risk to employees is considered low.

· BT phone line to be in working order.




	Physical Controls
	HSE & Other Guidance

	· Staff and hirers alone in the building should consider locking themselves in. instant egress in available via the many emergency doors.

· When opening the security safe at least two members of the staff/committee MUST be present


	· INDG 73 Working Alone in Safety

· INDG 69 Violence at Work




	Comments

	· Lone working will not be permitted where the risks are considered too high, ie: visiting potentially violent/abusive persons, whilst using hazardous chemicals/substances or whilst working in a potentially hazardous environment or when construction is in progress




RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	5

	Task/Activity:
	Dealing with Aggressive and Violent Customers
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Physical abuse
	
	
	X
	
	
	X
	
	
	3

	2
	Verbal abuse
	
	
	X
	
	
	X
	
	
	3

	3
	Psychological stress
	
	
	X
	
	
	
	X
	
	2

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	
	
	
	
	
	
	
	Gloves
	
	Attack Alarm
	
	Mobile Phone
	X


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Suitable training will be provided for staff on how to deal with violent and abusive persons.

· Staff should be informed not to leave personal possessions/valuables on display.


	· Avoid lone working situations

· Limit the amount of cash and valuables kept on the premises

· Use payment cards and cheques instead of cash

· Where large quantities of cash are required, consider services of a professional carrier to transport cash to and from the premises


	Physical Controls
	HSE & Other Guidance

	· Ensure suitable physical barriers such as screens or raised counters are placed between members of staff and members of the general public.

· Safe provided for cash, access only via shoot. 

· Consider the installation of security cameras


	· INDG 73 Working Alone in Safety

· INDG 69 Violence at Work




	Comments

	· CCTV to be considered for long term capital programme


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	6

	Task/Activity:
	Spillages
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Chemical spills
	
	
	X
	
	
	X
	
	
	3

	2
	Water on floors from cleaning
	X
	
	
	
	
	
	X
	
	6

	3
	Spilt drinks
	
	X
	
	
	
	
	X
	
	6

	4
	Other spilt fluids
	
	
	X
	
	
	
	X
	
	2

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	
	
	
	
	
	
	
	Gloves
	X
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to be informed in the risks and hazards presented by spills and spillages, particularly where they are within pedestrian walkways

· Where chemicals are present in the workplace, staff should ensure that all spills are cleaned up promptly using the correct appropriate materials.


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· Ensure cleaning staff are provided with the equipment and resources to clean up any spills.

· Bar staff instructed regarding immediate clearing up of accidental spillages


	Physical Controls
	HSE & Other Guidance

	· Erect appropriate warning signs on footpaths where spills have occurred.

· Erect warning sings were cleaning is taking place


	· INDG 225 Preventing Slips and Trips at Work


	Comments

	· Cleaning fluids, photocopier chemicals and other such substances should always be stored correctly and spillages dealt with immediately. If in doubt about what is best practice, seek professional advice.




RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	7

	Task/Activity:
	Hazardous Substances
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Injury through inhalation
	
	
	X
	
	X
	
	
	
	4

	2
	Injury through ingestion
	
	
	X
	
	X
	
	
	
	4

	3
	Injury through injection
	
	
	X
	
	X
	
	
	
	4

	4
	Injury through absorption
	
	
	X
	
	X
	
	
	
	4

	5
	Explosion
	
	
	X
	
	X
	
	
	
	4

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	X
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	X
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to be informed of the potential hazards to their health from contact with hazardous substances

· All staff who are considered to be at risk should be provided with instruction on the precautions to be taken when using and handling such substances

· All staff who are considered to be at risk should be provided with instruction on how to safely clean up and dispose of any potentially hazardous substances

· All staff to be informed that a specific COSHH assessment must be completed for every potentially hazardous substance used in the workplace


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· All hazardous substances must be identified.

· Any substance that is no longer in use must be disposed of safely, and in accordance with information on the Material Safety Data Sheet (MSDS).

· A MSDS must be obtained for every hazardous material used in the workplace.

· The need to use hazardous substances must be eliminated wherever possible.




	Physical Controls
	HSE & Other Guidance

	· Substitute any substance with an equally effective but less hazardous material wherever possible

· A written COSHH risk assessment must be completed for any hazardous substances retained or used in the workplace

· Staff must be made aware of, and adhere to the control measures on the specific COSHH/risk assessments

· The COSHH/risk assessments need to be reviewed on a regular basis

· Contractors must not be allowed to bring chemicals onto the premises unless they have undertaken an assessment of risk and have adequate control measures in place to reduce those risks

· Suitable PPE must be provided and worn where the COSHH assessment determines this to be necessary

· All substances must be adequately and securely stored


	· INDG136 COSHH: A Brief Guide to the Regulations

· COSHH essentials: Easy steps to control chemicals.  Control of Substances Hazardous to Health Regulations HSG193

· Control of substances hazardous to health. The Control of Substances Hazardous to Health Regulations 2002 (as amended). Approved Code of Practice and guidance L5




	Comments

	· This assessment is not substance specific and a specific COSHH Assessment must be carried out for all hazardous substances used in the workplace.




RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	8

	Task/Activity:
	Fire Safety
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Faulty electrical wiring
	
	
	X
	
	
	X
	
	
	3

	2
	Overloaded electrical circuits
	
	
	X
	
	
	X
	
	
	3

	3
	In-appropriate storage of flammable substances
	
	
	X
	
	
	
	X
	
	2

	4
	Discarded cigarette/match
	
	
	X
	
	
	X
	
	
	2

	5
	Evacuation routes obstructed
	
	X
	
	
	
	X
	
	
	6

	6
	Inadequate Means of Escape
	
	
	X
	
	X
	
	
	
	4

	7
	Failure of Fire Detection/Alarm Systems
	
	X
	
	X
	
	
	
	
	3

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	X
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to be instructed in the procedures to follow on either discovering a fire or on hearing the fire alarm

· Hirers requested to hold Regular fire drills.

· All staff and Hirers to be informed of the importance of good housekeeping and the need to keep emergency exits, fire doors and corridors clear and unobstructed at all times

· All staff and Hirers to be instructed not to use multiple adaptors/extension leads and to avoiding overloading electrical sockets

· Provide instruction in the use of fire fighting equipment
	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· Ensure regular electrical testing is carried out including Portable Appliance Tests (PAT) 

· Implement a no-smoking policy within premises and identify specific OUTDOOR areas where smoking is permitted

· Portable electric heaters and fires will not be permitted within premises, other than those supplied by the Hall in specific circumstances

· Staff or hirers are not permitted to bring in their own portable electrical appliance into the Hall unless PAT tested

· Carry out a full ‘Fire Risk Assessment’




	Physical Controls
	HSE & Other Guidance

	· Carry out daily checks to ensure escape routes and emergency exists are clear and unobstructed

· Ensure all flammable and/or explosive substances are stored correctly and securely away from the company premises.
· Provide and maintain fire extinguishers of the appropriate type at key locations throughout the building.

	· Fire Safety: An employer’s guide - Office/Scottish Executive/Northern Ireland DoE/HSE


	Comments

	· This risk assessment is a general fire safety assessment, it should not be used as a full ‘Fire Risk Assessment’ as required under fire safety legislation.  A full Fire Risk Assessment should be carried out by a competent person with specific knowledge of fire risk assessments and a detailed understanding of the premises being assessed.

· A Fire Safety Alarm System is installed. 

· A Fire Risk Assessment has been carried out by  the Lancashire Fire Brigade (Oct 2008) & deemed satisfactory



RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	9

	Task/Activity:
	Safe Stacking
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Manual Handling
	
	X
	
	
	
	X
	
	
	6

	2
	Falling Objects
	
	X
	
	
	
	X
	
	
	6

	3
	Over stacking
	
	X
	
	
	
	X
	
	
	6

	4
	Failure of or damage to racking
	
	
	X
	
	
	
	X
	
	2

	5
	Crushing injuries
	
	X
	
	
	
	X
	
	
	6

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Ensure that those persons involved with the stacking of goods and chairs are physically fit and capable of carrying out the work.
· Provide manual handling training to all staff involved with manual handling operations


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used




	Physical Controls
	HSE & Other Guidance

	· Do not stack boxes, cartons, drums etc more than 3 high on each shelf

· Beer barrels must be stacked by two persons then secured by chains

· Banquet chairs are only to be re-stacked and returned to store by trained staff or committee members. Hirers to be instructed on how to get them out of the store room using the ramp provided.

· Chair trolley provided for moving chairs.
	


	Comments

	·  “Reminder signs” in areas above.


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	10

	Task/Activity:
	Safe Storage
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Over stacking
	
	
	X
	
	
	X
	
	
	3

	2
	Incompatibility of substances
	
	
	X
	
	
	X
	
	
	3

	3
	Hazardous substances
	
	
	X
	
	
	X
	
	
	3

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	X
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	X
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Ensure that those persons involved with the stacking of goods are physically fit and capable of carrying out the work

· Provide manual handling training to all staff involved with manual handling operations

· Provide training and instruction to all staff on the safe handling and storage of hazardous substances

· Provide training and instruction in the use of any PPE which may be required when handling substances
	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· When purchasing potentially hazardous substances request details from the supplier/manufacturer on how to safely store and handle the substance, where a hazard is present consider safer alternatives




	Comments

	· Reminder signs in bar stock room and other storage areas.


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	11

	Task/Activity:
	Food and Drink in the Workplace
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Burns scalds from using kitchen equipment
	
	X
	
	
	
	X
	
	
	6

	2
	Kitchen hygiene and cleanliness
	
	
	X
	
	
	X
	
	
	4

	3
	Burns/scalding from hot drinks
	
	X
	
	
	
	
	X
	
	4

	4
	Personal hygiene 
	
	
	X
	
	
	X
	
	
	3

	5
	Disease from vermin attracted by food debris
	
	X
	
	
	
	X
	
	
	6

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff and hirers to be informed of the hazards associated with preparing and consuming food. 

· Hirers are made aware that Refrigeration facilities are not available.

· All staff to be advised on the need to maintain high standards of personal and workplace hygiene to avoid to risk of bacterial growth and to maintain a reasonable level of cleanliness within the workplace


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· Food and drink is only to be consumed within designated areas

· A contract is in place to ensure the regular cleaning of the workplace and for the disposal of all waste/debris

· Hot water boiler secured to the wall.

· Annual inspection by LA Health department.




	Physical Controls
	HSE & Other Guidance

	· All rooms/areas are to be provided with suitable waste bins to encourage staff to dispose of waste properly

· All spills and drips to be cleaned up immediately

· Placing of non-slip flooring within kitchen areas and welfare rooms

· Ensure adequate welfare and hand washing facilities are provided for the use of all staff

· Electronic vermin repellents in situ 


	· Infection at work: Controlling the risks – Advisory Committee on Dangerous Pathogens


	Comments

	· Also consider disposal of broken glasses.  



RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	12

	Task/Activity:
	Waste Collection
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Manual handling of waste
	
	
	X
	
	
	
	X
	
	2

	2
	Slips, trips and falls on debris and spills
	
	
	X
	
	
	X
	
	
	3

	3
	Cuts from sharps
	
	X
	
	
	
	
	X
	
	4

	4
	Hazardous wastes
	
	
	X
	
	
	X
	
	
	3

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff involved in the collection of waste from around the premises shall receive instruction and to be informed of the potential hazards that may be present within the wastes generated. 


	· Site disposal to be carried out by a licensed waste carrier




	Physical Controls
	HSE & Other Guidance

	· All spills and debris are to be cleaned and where appropriate disinfected, immediately


	· INDG 398 Are you Making the Best Use of Lifting and Handling Aids


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	13

	Task/Activity:
	Window Cleaning
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Persons falling from ladders
	
	
	X
	X
	
	
	
	
	5

	2
	Cleaning equipment being dropped from height
	
	X
	
	
	
	
	X
	
	4

	3
	Persons falling through open windows
	
	
	X
	X
	
	
	
	
	5

	4
	Ladder failing whilst in use
	
	
	X
	X
	
	
	
	
	5

	5
	Third party person or object colliding with the ladder
	
	
	X
	X
	
	
	
	
	5

	6
	Manual handling
	
	X
	
	
	
	X
	
	
	6

	7
	Dermatitis
	 
	X
	
	
	
	
	X
	
	4

	8
	Uneven ground or unsecured ladder causing it to move
	
	X
	
	X
	
	
	
	
	10

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	
	Visitors
	
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	
	
	
	
	
	
	
	Gloves
	
	Lanyard & Harness
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff to be informed that alternatives to working at height should always be adopted wherever practicable

· Selection of suitable plant, equipment and system of work 

· All employees to be trained and competent to use the equipment and to implement the safe systems and to carry out the work 


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used

· The painting of wooden ladders shall not be permitted as this may mask any defects

· Damaged ladders shall not be used




	Physical Controls
	HSE & Other Guidance

	· Inspect all equipment before the start of window cleaning 

· Promptly report all defective equipment or lack of anchorage points etc. 

· Removal without delay of defective equipment from service 

· Carefully store all equipment between operations 

· Whenever cleaning work is carried out off a ladder, there should always be at least 3 points of contact with the ladder (ie: 2 feet and 1 hand)

· All ladders should be secured or footed and the use of stabilising devices should be adopted where applicable

· The correct angle for a ladder is 75  or at a slope of 1:4

· Overreaching from ladders shall not be permitted.

· Hall staff only to clean GROUND FLOOR INSIDE windows

· Recognised window cleaning contractor employed to clean all other windows.


	· HSE Info Sheet MISC 613 – Safety in Window Cleaning Using Portable Ladders

· INDG 401 – The Work at Height Regulations 2005, A Brief Guide




	Comments

	· 


 RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	14

	Task/Activity:
	Pedestrian Routes
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Uneven surfaces
	
	X
	
	
	
	
	X
	
	4

	2
	Poor lighting along walkways
	
	
	X
	
	
	
	X
	
	4

	3
	Unsuitable, poorly maintained surfaces
	
	
	X
	
	
	X
	
	
	3

	4
	Trailing leads/cables
	
	
	X
	
	
	
	X
	
	2

	5
	Spills
	
	
	X
	
	
	X
	
	
	3

	6
	Poorly designed stairs/steps
	
	
	X
	
	
	X
	
	
	3

	7
	Pedestrian routes clear of obstructions
	
	
	X
	
	
	
	X
	
	2

	8
	Vehicular conflict
	
	X
	
	
	X
	
	
	
	5

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff are to be instructed to walk calmly and not to run

· Staff are to stick to the identified pedestrian walkways at all times and to avoid straying onto vehicular routes
	· Committee to carry out regular inspections to ensure adequate standards are maintained

· On-site speed limit of 10mph to be implemented




	Physical Controls
	HSE & Other Guidance

	· Reasonable housekeeping standards to be maintained

· No trailing cables to be left  across walkways

· Non-slip surfaces to be used on all walkways

· All walkways and corridors to be well illuminated at all times

· Floors, staircases and doors shall be cleaned on a regular basis by the cleaners.

· Stair nosing’s to be clearly marked.

· ‘Sleeping policemen installed on entrance road.

· Repairs and maintenance of doors, floors and walkways to be carried out when necessary

· Stairs and corridors to be well lit and handrails provided where necessary.


	· INDG225 Preventing Slips and Trips at Work

· HSG 155 Slips and Trips: Guidance for employers on identifying hazards and controlling risks




	Comments

	


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	15

	Task/Activity:
	Vehicular Routes
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Uneven surfaces
	
	
	X
	
	
	
	X
	
	2

	2
	Poor lighting at junctions/crossing points
	
	
	X
	
	
	X
	
	
	3

	3
	Unsuitable, poorly maintained surfaces
	
	
	X
	
	
	X
	
	
	3

	4
	Overhead obstructions
	
	
	X
	
	
	
	X
	
	2

	5
	Spills
	
	
	X
	
	
	X
	
	
	3

	6
	Reversing Operations
	
	
	X
	
	
	X
	
	
	3

	7
	Conflict with pedestrian routes
	
	X
	
	
	
	
	X
	
	4

	8
	Conflict with other vehicles
	
	X
	
	
	
	X
	
	
	4

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Drivers of vehicles are to be advised that they shall not, at any time, park on, drive along, or obstruct the access roadway


	· Carry out regular inspects of traffic routes to identify worn surfaces, pot holes, ice, oil spills or other defects etc which could affect vehicle safety.
· One way traffic system into main car park implimented


	Physical Controls
	HSE & Other Guidance

	· Traffic calming measures to be 

· Mirrors to be erected on blind corners

· Pot holes and other damage to vehicular routes should be quickly repaired to prevent damage.


	


 RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	16

	Task/Activity:
	Windows and Glazing
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Injury to staff from broken glass
	
	
	X
	
	
	
	X
	
	2

	2
	Injury from open windows (walking into)
	
	X
	
	
	
	X
	
	
	6

	3
	Translucent wall panels, partitions and doors
	
	X
	
	
	
	
	X
	
	4

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	X
	Visitors
	X
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	X
	Others
	
	
	Hearing Protection
	
	Eye Protection
	
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· All staff  to be informed of the hazards of leaving windows open, particularly where they conflict with pedestrian footpaths 

· All staff to be informed of the need to wear protective gloves when clearing up or handling broken glass
	· Managers to ensure all safeguards are in place 

· A glazing survey/assessment should be undertaken and retained within the workplace to identify all potentially hazardous installations

· All recommendations within the glazing survey should be actioned




	Physical Controls
	HSE & Other Guidance

	· High risk glazing – ie glazing at low level, in door panels or to the side of doors, HAS safety glazing that complies with British Standard 6206

· Where there is a risk of falls from height from windows, then window restraints must be in place to restrict the opening of the window aperture

· Ground floor windows must not obstruct walkways when open, or create a risk to people walking in the area

· Windows must be capable of being opened without the need to over stretch or extend

· Where windows at height need to be opened then window poles, step ladders or ladders must be used

· Large expanses of glass should be clearly marked to prevent accidental collision

· Where glass is damaged it should be replaced as soon as possible by competent glaziers

· Where glazing is replaced, it must comply with the current standards

· Clear panels on doors and partitions should be marked to clearly identify their presence

· Glazing in low level glass fronted cabinets, ie: display cabinets must have safety glass installed

· Where safety glass is required, but not installed, consider applying an approved Safety and Security Window Film which is certified to the current British Standard


	· L24 Workplace health, safety and welfare: Workplace (Health, Safety and Welfare) Regulations 1992 Approved Code of Practice and Guidance 

· INDG170L Workplace health, safety and welfare: Workplace (Heath, Safety and Welfare) Regulations 1992 A short guide for managers


	Comments

	· 


RISK ASSESSMENT

	Company Name:
	MAWDESLEY VILLAGE HALL
	Risk Assess. No.:
	17

	Task/Activity:
	General Cleaning
	Ref. No.:
	

	
	
	Date Prepared:
	July 2009

	Hazards
	Likelihood
	Severity
	Risk Score

	Ref.


	Key hazards associated with the above task/activity.
	Probable
	Occasional
	Remote
	Catastrophic
	Critical
	Serious
	Marginal
	Negligible
	Likelihood x Severity

	
	Score:
	3
	2
	1
	5
	4
	3
	2
	1
	

	1
	Manual handling
	
	
	X
	
	
	
	X
	
	2

	2
	Needle stick injuries
	
	
	X
	
	
	
	X
	
	2

	3
	Weils disease
	
	
	X
	
	X
	
	
	
	4

	4
	Occupational dermatitis
	
	
	X
	
	
	X
	
	
	3

	5
	Chemical exposure
	
	
	X
	
	
	X
	
	
	3

	6
	Electrocution
	
	
	X
	X
	
	
	
	
	5

	7
	Injury from badly maintained or inappropriately used equipment
	
	
	X
	
	X
	
	
	
	4

	8
	Slips, Trips and Falls
	
	X
	
	
	
	X
	
	
	6

	9
	Working at height
	
	
	X
	
	
	X
	
	
	3

	10
	Lone working
	
	
	X
	
	
	X
	
	
	3

	Risk Assessment Scores:
	10+ Very High Risk
	5-9 High Risk
	1-4 Low Risk


	Persons Affected
	
	PPE Requirements

	Members of Staff
	X
	Members of Public
	
	Visitors
	
	
	Safety Footwear
	
	Hi-Viz Clothing
	
	Respiratory Protection
	

	Contractors
	X
	Young Persons
	
	Others
	
	
	Hearing Protection
	
	Eye Protection
	X
	Head Protection
	

	Hirers
	X
	
	
	
	
	
	Gloves
	X
	
	
	
	


	Additional Control Measures

	Information/Instruction/Training
	Managerial/Procedural Controls

	· Appropriate training must be given in the use of equipment and chemicals that are used during the cleaning operations


	· Managers to ensure all safeguards are in place and that the appropriate PPE is provided and used


	Physical Controls
	HSE & Other Guidance

	· Hazardous substances must be used and stored correctly

· Manual handling must be performed correctly

· Electrical equipment must be safe to use and regularly inspected and tested by a competent person

· All equipment must be in a good state of repair

· Cleaning should be undertaken at times that will minimise the risk to others ie: outside of working hours

· Appropriate signs must be used to highlight risks ie: wet floors

· Hazardous waste must be disposed of correctly and surfaces properly disinfected.

· Appropriate equipment must be used to minimise risks for example the use of long handled dustpans and brush to avoid bending over
	· INDG 398 Are you making use of the best lifting and handling aids?

· INDG 143 Getting to grips with manual handling

· Manual handling. Manual Handling Operations Regulations 1992.  Guidance on Regulations L23 (Second edition)

· HSE Info Sheet MISC 613 – Safety in Window Cleaning Using Portable Ladders

· INDG 401 – The Work at Height Regulations 2005, A Brief Guide

· INDG136 COSHH: A Brief Guide to the Regulations

· COSHH essentials: Easy steps to control chemicals.  Control of Substances Hazardous to Health Regulations HSG193

· Control of substances hazardous to health. The Control of Substances Hazardous to Health Regulations 2002 (as amended). Approved Code of Practice and guidance L5

· INDG 225 Preventing Slips and Trips at Work




	Comments

	· 








The final part of the form provides space for specifying the control measures, training requirements and general comments





The main part of the form is for the identification of the hazards and the assessment of the risks, extra lines can be added as required





The top section of the form is used to provide details about the risk assessment and when the assessment was prepared





The central part of the form is used to identify the persons likely to be affected by the hazards and the PPE that should be used












































These assessments are only preliminary, they do not take account of the particular circumstances or environment in which the activity is being undertaken and the information contained within the assessments is based on generic information for such activities.   





The assessments must be reviewed and amended by a competent person prior to its contents being used.  This is to ensure that consideration is given to site specific circumstances or differences which may affect the assessments.  It is the employers responsibility to ensure that a suitable and sufficient assessment of the risks is undertaken by a competent person before undertaking activities that are potentially hazardous.





Every reasonable effort has been taken to ensure that the information and content of the software is accurate, but Safety Services Direct Ltd accepts no responsibility or liability for any errors or omissions, or for any incorrect assumptions or conclusions reached from the use of or interpretation of the information contained within the Workplace Risk Assessments package.











