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1      Introduction

1.1	The Law requires employers to make suitable and sufficient assessment of the risks to which employees are exposed whilst at work. They also need to assess the risks to the health and safety of non-employees arising from work activities.

1.2	Risk assessment applies to all work activities. It is the process of determining what hazards exists in the work place, how likely they are to cause harm and what controls are needed.

1.3	Risk assessment is nothing more than a careful examination of what, in your work, could cause harm, so that you can weigh up whether you have sufficient controls or need to do more. The overall aim of a risk assessment is to ensure that no one is harmed as a result of workplace activities. This guidance gives practical advice on how to carry out a risk assessment within Argyll and Bute Council. 


2       Risk Assessment 

2.1	Heads of Service must arrange for sufficient numbers of their staff to be trained to carry out risk assessments. 

2.2	Persons selected for training as assessors should be familiar with the premises and work activities to be assessed and be aware of the hazard likely to be present. 

2.3	Although Management may delegate the task of carrying out assessments to other members of staff they remain responsible for ensuring it is done. 

2.4	It is important that all Managers: 

a) Are familiar with the process of risk assessment. 
b) Support those carrying out risk assessments. 
c) Ensure that the necessary control measures are put in place to reduce or eliminate particular risks. 
d) Ensure that assessors are given enough time to carry out risk assessments.

2.5	Assessors must identify any significant findings to their line managers as soon as they come to light to ensure that high risk activities are controlled without delay. 

2.6	Further assistance, guidance and advice on control measures and prioritisation can be obtained by contacting the Health & Safety Section, Legal & Regulatory Support, Kilmory Castle, Lochgilphead, PA31 8RT. 

2.7	Heads of Service must ensure that: 

a) Assessments are carried out in each Council Service. 
b) Assessments are recorded and collated. 
c) Any follow-up action identified is undertaken. 
d) Assessments are reviewed as necessary. 


3      Monitoring


3.1	Managers must ensure that risk assessments are done and should monitor this on an annual basis.

4    Training

4.2	Managers and supervisors should receive risk assessment training. This will ensure that they understand the need for the process and have sufficient knowledge to determine appropriate control measures. 

4.3	The course will take the form of a half day workshop, led by an Adviser from the Health and Safety Section. 

4.4 	Training will aim to ensure participants: 

a) Understand how to carry out a risk assessment. 
b) Understand the legal requirements
c) Understand the terms “Hazard” and “Risk”. 
d) Understand the hierarchy of control measures. 
e) Keep appropriate records. 


5.0    How to Carry Out a Risk Assessment 

5.1	Before starting it is important to understand the terms “Hazard” and “Risk”: 

HAZARD - is anything that can cause harm (eg electricity, fire, etc)
RISK - is the likelihood of harm occurring. 

5.2 	STEP 1 - Identify the Hazards 

5.2.1	The assessor should walk around the workplace to see what is likely to cause harm. Concentrate on hazards which could result in significant harm or which may affect several people. All hazards should be listed at this stage. 

5.2.2	Consult with Safety Representatives, Safety Committees and other employees in the workplace who may have noticed things which are not immediately obvious. 

5.2.3	Refer to manufacturers’ operating instructions, hazard data sheets etc, which should clearly indicate the hazard a particular machine or chemical may present. 


5.2.4	Review accident and ill health records, health and safety audits and inspections to identify particular hazards associated with a workplace or work activity. 




5.2.5	The following are examples of typical hazards which can be found in the workplace:

	

	· Fire (e.g. from flammable materials)
	· Violence 

	· Chemicals (e.g. Battery Acid)
	· Dust (e.g. from grinding)

	· Moving parts of machinery (e.g. blades)
	· Electricity (e.g. poor wiring)

	· Falls from height 
	· Handling/Lifting

	· Items stored at height
	· Noise

	· Vehicles 
	· Poor lighting

	· Extreme temperatures
· Slipping/tripping hazards
	



5.2.6 	The Council form for undertaking and recording risk assessments process is attached as Appendix 1. 

5.3	Step 2 - Decide Who Might Be Harmed and How 

5.3.1	When considering who might be harmed there is no need to list individuals by name. Simply list groups of people who may be affected by a particular work activity. 

5.3.2	Consider those who may not be in the workplace all the time such visitors and contractors. 

5.3.3	Pay particular attention to those are more vulnerable such as staff with disabilities or lone workers. 

5.3.4	The following list is a useful tool: 
· Office Staff 

· Maintenance Personnel 

· Contractors 

· Operators 

· Cleaners 

· Members of the public (including pupils) 

· People sharing the workplace 

· Staff with disabilities 

· Visitors 

· Young or inexperienced staff 
· New and expectant mothers

· Lone workers 

· Agency staff and temporary workers

5.4	Step 3 List Existing Controls

5.4.1	At this stage the steps that have already been taken to control a particular risk need to be reviewed to determine if they are adequate or does more need to be done to control that risk. 

5.4.2	It may be necessary to provide details of information, instruction or training provided in relation to a “safe system of work”, any written procedures and operating manuals. 
5.4.3	It is important to determine whether: 

a. Controls meet the standards set by a legal requirement (ie prevent access to dangerous parts of machinery). 

b. Controls comply with a recognised industry standard. 

c. Controls represent good practice. 

d. Controls reduce risk as far as is reasonably practicable. 

5.5	 Step 4 - Calculate the Risk

	


	LIKELIHOOD

	
	1
	2
	3
	4
	5

	
	Rare
	Unlikely
	Possible 
	Likely
	Almost Certain

	
S
E
V
E
R
I
T
Y
	1
	Insignificant

	1
	2
	3
	4
	5

	
	2
	Minor 

	2
	4
	6
	8
	10

	
	3
	Moderate 

	3
	6
	9
	12
	15

	
	4
	Major

	4
	8
	12
	16
	20

	
	5
	Catastrophic
	5
	10
	15
	20
	25


5.5.1 Make two judgements, one on the potential SEVERITY of any possible injury and the other on the LIKELIHOOD of harm occurring. Use a scale of 1 to 5.

5.5.2 The risk rating is calculated by multiplying the severity by the likelihood figures. 

5.5.3	The higher the risk rating the more significant the risk and the greater the need to control that risk. 

5.5.4 	Risk classification score:

	Likelihood
	Severity

	1. Rare – occurs 5 years or more

	1. Insignificant - very minor injury (minor cuts/grazes. Very limited property damage/loss

	2. Unlikely -  could occur every 1-5 years
	2. Minor - injury <3 days off work/incapacity (sprains, more serious cuts, bruising. Injury needing medical attention. Slight property damage/loss.


	3. Possible – could occur within 6-12 months
	3. Moderate - RIDDOR reportable (to HSE) injury/sickness (except fatality). More than 7 days off. Significant property damage/loss.


	4. Likely –  could occur within 1-6 months

	4. Major - RIDDOR reportable (to HSE) injury/sickness affecting more than one person (excluding fatality). Major property damage/loss.


	5. Almost Certain – occurs more than 1 per month

	5. Catastrophic - Single or multiple staff fatality. Catastrophic property damage or loss


	< 5
	
Low

	
Risk acceptable, no mitigation required.

	5 <15
	
Med

	
Work can proceed with suitable controls.

	15 < 25
	
High

	
Unacceptable risk. Work cannot take place until risk reduced further by suitable work controls.





5.6	Step 5 - Identify Control Measures 

5.6.1	The final stage of the process is the identification of appropriate control measures which eliminate or reduce a risk to an acceptable level. 

5.6.2	The higher the risk the greater the need for controls to be promptly identified and put in place. 

5.6.3	As a guide the following are likely to apply to the risks falling in each colour band.

• Low – monitor workplace arrangements to ensure that the risk is adequately      controlled. Simple low cost measures may be sufficient. 
• Medium – actions to be taken in proportion to the risks, may include additional resources or expenditure.
• High – activity may need to be stopped, reduced in some way or a range of    control measures put in place to maintain a safe workplace.
	
5.6.4	When considering the effectiveness of control measures, the following principles should be applied. 

1.  Remove the risk completely	MOST EFFECTIVE

2. Try a less risky option 

3. Prevent access to the hazard (eg by guarding) 

4. Organise work to reduce exposure to the hazard 
[image: ]
5.  Issue personal protective equipment	LEAST EFFECTVE

When applying the hierarchy of control measures consideration should be given to what is reasonably practicable to control the risk e.g.

· New technology or products
· Adapting the work to the individual
· Measures to protect all those at risk

5.6.5	Controls should reduce the risk to the “low (green)” level.  A range of options from the hierarchy, including the provision and use of PPE may be required to adequately control the residual risk.  However PPE, where possible, should be viewed as an interim or short term measure. 

5.6.6   If the risk assessment identifies unacceptable risks and if control measures would be prohibitively expensive, then the job must be redesigned and another approach taken.

6   Monitoring and Review

6.1	It is essential that the effectiveness of control measures identified by the risk assessment process is monitored. This is particularly important where a “safe system of work” has been established to ensure that everyone carries out the task in accordance with the recognised “safe” procedures. It is also important in relation to mechanical controls (e.g. guards, secure door entry systems, local exhaust ventilation etc) to ensure that they are correctly fitted and in place when equipment is operating. 
6.2	Managers must ensure that the controls identified by the risk assessment are put in place and that these are made known to everyone undertaking the work. 
6.3	Line managers and supervisors should monitor the effectiveness of control measures and in particular ensure that “safe systems of work” are adhered to at all times. 

6.4	Risk assessments should be reviewed regularly at a frequency dependant on the level of risk to ensure they are still valid or when the job changes in some way such as the introduction of new equipment, substances, working procedures, location or staff. 

6.5	Managers assigning work to contractors must ensure that the contractors arriving on site have a suitable and sufficient risk assessment relevant to the task being undertaken and that they implement appropriate work controls.  If not, work should be halted until the controls are put in place.


7    Management Checklist


7.1	Managers should refer to the following checklist when determining compliance with the Risk Assessment Policy and Guidance: 


1. Have sufficient numbers of staff been identified to carry out assessments? 

2. Have assessors received appropriate training? 

3. Have risk assessments been completed, signed and accepted by work supervisor? 

4. Have significant risks been identified? 

5. Have suitable control measures been put in place? 


7.2	Further information and advice on risk assessment and other health and safety matters can be obtained by contacting the Health & Safety Section, Legal & Regulatory Support, Kilmory Castle, Lochgilphead, PA31 8RT. E-mail  healthandsafety@argyll-bute.gov.uk










  8  Risk Assessment Flow Process ChartEnsure additional controls put in place
Identify Task and who could be affected
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If so manager/supervisor to ensure they are implemented
Rank residual risk using matrix if needed
Work supervisor signs to accept risk assessment 
Copy to be retained within service
e-mail copy to
 healthandsafety@argyll-bute.gov.uk
Review periodically
Rank risk using matrix
High, Medium, Low
Are additional controls required, to reduce risk to green/amber?
Identify existing controls
Identify hazards at each step within task 
Ensure additional controls put in place
Ensure additional controls put in place
Ensure additional controls put in place

Risk Assessment Guidance	Page 1

Argyll & Bute Council Risk Assessment Form

· Form to be completed only by competent, trained assessors.
· Use in conjunction with Guidance on Risk Assessment and flow process chart – calculate risk rating from matrix, Likelihood x Severity = Risk Rating.
· Insert photographs where appropriate or available.
· Once completed pass form to line management for implementation of any new control measures identified.
· Copy to be retained within service.
· If you require additional guidance refer to the Health and Safety SharePoint via The Hub (https://fios.argyll-bute.gov.uk/sites/heathandsafety/_layouts/15/start.aspx#/SitePages/RISK.aspx) or email healthandsafety@argyll-bute.gov.uk 

	 

	LIKELIHOOD

	
	1
	2
	3
	4
	5

	
	Rare
	Unlikely
	Possible 
	Likely
	 Almost Certain

	S
E
V
E
R
I
T
Y
	1
	Insignificant

	1L
	2L
	3L
	4L
	5M

	
	2
	Minor 

	2L
	4L
	6M
	8M
	10M

	
	3
	Moderate 

	3L
	6M
	9M
	12M
	15H

	
	4
	Major

	4L
	8M
	12M
	16H
	20H

	
	5
	Catastrophic
	5M
	10M
	15H
	20H
	25H


	Hierarchy of Controls

	
a. Elimination

	d. Otherwise controlled (e.g. safe systems of work, signage, warnings, procedures, training, supervision,  etc. )

	b. Substitution with a safer alternative  (e.g. mains tools substituted with battery operated
	e. Reduced effectively by using Personal Protective Equipment  

	c. Made safer through using engineering controls  (e.g. guarding)


Identify Task and who could be affected
Identify hazards at each step within task – refer to guidance appendix 2
Identify existing controls
Rank risk using matrix
Are additional controls required, if so identify
Ensure additional controls put in place
Rank  residual risk using matrix if needed
Sign risk assessment off
Copy to be retained within service








Review periodically



	< 5
	Low

	5 <15
	Med

	15 < 25
	High



		

	Argyll & Bute Council
Risk Assessment Form

	Work Task: (activity or process)
	

	Assessment Undertaken By:
	

	Designation:
	
	Assessment Date:
	
	Review Date:
	
	Service:
	


	Signature:
	

	Department/School
	

	Who may be affected?
	Staff
	

	
Contractors

	

	Visitors

	

	Public

	

	
Pupils

	


	Others

	

	
Volunteers

	


	
Ref No:

	



	
Hazards
	
Controls 
(List existing controls in place – link to policy etc)
	Risk Rating 
 Use Matrix
	 
Additional Controls
Required? (List)
	Residual Risk Rating  

	
	
	L
	S
	R
	
	L
	S
	R

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




1 
Identify the Hazards


2
Decide who might be harmed


3
Assess the Risks


4
Identify Controls to make the work safe


5
Monitor and 
Review
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