Introduction.





Risk assessments are continuously carried out by each of us all throughout our lives, in every day situations, in the workplace and in the home.  The process of risk assessment is fundamental to us all surviving in whatever state we wish to live.





For example smokers are very aware of the inherent risks from smoking but choose to continue, we all know that drinking to excess is  damaging to our health yet we sometimes choose to deliberately drink too much. Some of us like to pursue dangerous sports knowing that we might be hurt in the process.





In our personal lives the issues revolve around the way that we perceive the risk and the fact that we may decide if we take that risk.





In the workplace, the situation is somewhat different. The Health & Safety at Work Act 1974  places a duty on  employers to ensure that employees are not put at risk. This implies then, that the company must identify and evaluate the risks associated with work activities and it must decide if employees are permitted to take those risks.





As is identified within the Cafcass safety procedure (SP12) the topic of risk assessment is potentially very far reaching and deals with risks associated with all types of work activity and workplace. This guidance document addresses the hazards and risks associated with The Workplace.





It is possible to identify a range of generally recognised hazards within the workplace and as such a questionnaire based workplace risk assessment is developed for use within all Cafcass workplaces including Offices and home worker areas.





This guidance is written to assist the assessor with the practical task of completing a general workplace risk assessment. It should not be applied without having first read the Cafcass-SP12 Safety Procedure and having received appropriate training in workplace risk assessment principles as outlined in para. 2.1.6 of that procedure. 



































Operational Guidance on Conducting a Workplace Risk Assessment.





Firstly decide on the physical area that the risk assessment(s) will cover. Assessments may be carried out for individual offices or whole departments of even whole buildings. 





Note	It is often easier to break the task up into manageable pieces such as office areas. This usually allows for a more concise assessment to be carried out and avoids confusion.





Print out a blank General Workplace Risk Assessment form for each area to be assessed (Appendix D to the procedure). 





For each of the 9 recognised hazards, review whether the activity or situation is applicable to the area being assessed and answer Yes / No as appropriate to each question.  Give brief details to support your answer. 





Note	For some questions the answer will be obvious and for others an element of investigation is required. This guidance document will serve as an aid but full assessor training will ensure that appropriate hazard spotting skills are acquired.





For each hazard situation identified as being present consider what control measures are currently in place in order to prevent harm. Do not state those control measures that should be in place, or those that are provided but not used.











The following table gives some examples of typical workplace hazards and of control measures that may be considered adequate to control the risks.



































Example hazards, risks and control measures





#�
Typical workplace hazard


�
Example of control measures�
�
1�
Falling from height. Eg during storage and retrieval of files from above head height, or changing light bulbs or cleaning windows etc�
Suitable steps to be provided and readily accessible. Staff awareness, training. Prohibit the use of chairs or tables as steps.


�
�
2�
Falling Objects from height. Eg storage of files and books etc on cabinets.





�
Relocate files to cabinets or shelves. Use suitable bookends. Use appropriate (Safe) methods of storage (Not haphazardly stacked on top of each other). Reminder notices.


�
�
3�
Tripping hazards. Eg trailing electrical and data cables.


�
Re-route cables. Use cable covers.�
�
4�
Slipping hazards. Eg after floor cleaning operations or after accidental spillage.





�
Clean up procedures. Avoid entry into hazard zone by placing warning cones and notices (Therefore the provision of warning cones and of arrangements for managing the area is important).


�
�
5�
Harmful posture. eg position of photocopier paper behind the copier machine forces a stooped and twisted posture to retrieve it.


�
Relocate the paper to allow for easy access to it. Avoid all situations which force a twist or stoop.�
�
6�
Entanglement. Eg from unblocking a jammed photocopier or paper shredder.





�
Ensure machines are fitted with safety cut-out switches to avoid start up when hands are inside the machine. Ensure staff are trained and competent to perform the task safely. Warning notices. Regular maintenance.


�
�
7�
Cuts to the body. Eg from sharp letter openers or knives in kitchens etc.


�
Never store sharp objects point up. Develop suitable storage facilities. Remove damaged equipment from service. Housekeeping inspections to identify damaged equipment, furniture etc.


�
�
8�
Contact with live electrical conductors. Eg from faulty equipment, sockets, cable or plugs.


�
System for routine housekeeping inspections. System for reporting and rectifying faults. System for ensuring electrical systems are maintained.


�
�
9�
Contact with boiling water or other hot surfaces. Eg from water boilers, kettles, ovens etc�
Appropriate warning signs and staff training. Arrangements to ensure equipment meets relevant standards.


�
�



Now that the workplace hazards and the existing control measures have been identified, a decision is to be made as to whether the hazard actually presents a significant risk. A number of factors should be considered in order to help make that decision:





Is there any history of harm from this hazard? (If it’s happened before, it’s likely to happen again)





How many people are exposed to the hazard? (The more people exposed to the hazard, the greater the chance that harm will be caused)





Do the control measures cover all persons including any disabled persons, pregnant workers, young persons (Under 18) or children who might be in the workplace?





How likely is the hazard to cause harm?





How severe might the harm be? (If the expected outcome of an incident is very minor, the control measures in place may well be adequate)





Note	The decision as to whether the hazard presents a significant risk is based on the standard of reasonable practicability (See para 3.5 of Safety Procedure SP12) and therefore an element of subjectivity will be required based upon a reasonable interpretation of  the findings of the assessment.


Risk assessments are required to be suitable and sufficient….not perfect.





For each hazard identified as not being sufficiently controlled to prevent harm, additional control measures will need to be introduced. On the Action Plan (Part B) record those control measures that you consider will achieve the standard of safety which is reasonably practicable for each of the non-controlled hazards.





Note	These may include the acquisition of new equipment or furniture, the provision of signs and notices, the development of safe systems of work, the training of staff, or repair of defective items etc, etc





Create the assessment as an electronic document in line with the record keeping procedures outlined in 2.6 of the Cafcass safety procedure SP12





The assessor should print their name and enter the date of the assessment. Enter a review date of 2 years unless the hazards are significant enough to warrant an earlier review. As with all risk assessments, the assessment must also be reviewed if there are any changes to the workplace which might affect the assessment or following an incident / accident in the workplace.





Where Trade Union Representatives assisted with the assessment, their name and union body should be entered also.





Arrange for a follow-up meeting with the line Manager to discuss and agree the findings and to allocate actions and timescales for completion.





The line Manager will sign and date the assessment form indicating that they have read and that they understand the assessment findings.





The line Manager will ensure that the findings of the assessment are communicated to staff and trade union representatives and will arrange for training as appropriate to ensure the activities are performed safely.





Record the date that actions were completed and re-evaluate the risks based on the newly introduced control measures. If it is felt that the new control measures do now prevent harm, record a “Yes” in the appropriate box and sign it off. If it is still felt that the hazard is not sufficiently controlled by the introduction of the new control measure then record a “No”. Identify further actions to take and record them underneath the original “Additional control measures” (against the appropriate hazards number) and repeat the process of implementation as indicated until the hazard is sufficiently controlled.





The full assessment process would be considered complete where all 9 hazards are seen to be sufficiently controlled.








Note	The 9 stated hazards are intended to provide a broad range of typical workplace hazards and should not be seen as exhaustive or comprehensive. Where workplaces have different types of hazards, the assessment form may be modified to suit the local needs (By the addition of further hazard questions).
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