INTRODUCTION

A risk assessment is nothing more than a careful examination of hazards associated
with work activities in the workplace, which have the potential to cause harm. This
enables an employer to evaluate if there are suitable and sufficient controls in place
to reduce the level of risk to the lowest possible level.

Employers are faced with moral, legal, and economic considerations in all aspects of
running a business including health and safety.

Accidents and ill health can:

e Ruin the lives of the individuals or groups directly affected by the incident as
well as the lives of their immediate families.

e Lead to legal repercussions such as prosecutions, fines and custodial
sentences.

e Affect business output if working time is lost or equipment is damaged, it can
also result in increased insurance.

The Management of Health and Safety at Work Regulations 1999, Regulation 3,
places a legal duty on employers to assess the significant risks in a workplace, it also
states that risk assessments should be suitable and sufficient, taking account of the
activities undertaken and the environment in which the activities are conducted.

The assessment should identify the hazards associated with the activity and
establish control measures to minimise the risk. This in turn will, based upon the risk
levels, allow the employer to prioritise their actions

There is also a duty to monitor and review these assessments at ensure they remain
effective, suitable and sufficient.

What needs to be considered?

The important thing you need to consider is, does the hazard pose a significant
risk? If so have you implemented control measures to reduce the risk to an
acceptable level?

TYPES OF RISK ASSESSMENT:

Generic: An assessment of the risks common to the activity that have standard
control measures established to minimise the risks associated with the hazard.
These may also be referred to as an overarching assessment or Tier 1.

Specific: When a generic risk assessment is not suitable or sufficient due to other
factors affecting the activity, a specific risk assessment (formally known as a Tier 2)
must be completed. This will most likely be the case for risks generated by hazards
specific to the activity for example an event or exhibition where new hazards are
being introduced into the work area, the area or environment in which the activity is
undertaken has changed or when a unique one off occurrence happening on site
presents a transient hazard.

Other factors where a specific assessment will be required include: where a
particular department has a process, material, environmental factor, piece of
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equipment or activity that has not been adequately identified or addressed in the
generic assessment.

Dynamic: Whilst every attempt should be made to ensure suitable and sufficient risk
assessments covering all foreseeable risks are prepared in advance of any work
activity, task or process commencing, sometimes situations/circumstances change
requiring an immediate response that does not allow time for a documented review of
the existing risk assessment.

In such cases a responsible person may carry out a dynamic risk assessment. A
responsible person being someone who is in some way accountable for that which is
being assessed, this is most likely to be an Event Manager, Event Co-ordinator,
Health and Safety or Fire Safety Advisor or Event Safety Representative or where
possible more than one of the aforementioned parties.

The responsible person[s] may only countermand precautions laid out in the risk
assessment if:
e They are competent in the matters to which the assessment relates
e The measures in the risk assessment are such that not amending or
countermanding them would present a significant risk to those undertaking
and/or affected by the activity.

At the first opportunity following the dynamic risk assessment, a written record must
be made and a revised risk assessment documented and held on record.

DEFINITIONS

Hazard: Anything that has the potential to cause harm
Likelihood: The chance of harm occurring as a result of exposure to a hazard.

Severity: The level of harm that may occur as a result of exposure to or contact
with a hazard. This may sometimes be referred to as the ‘Reasonably
Foreseeable Worst Case Injury’ (RFWCI).

Risk: The likelihood of harm occurring combined with the potential severity
to produce a level of risk or risk rating.

HOW TO ASSESS THE RISKS IN YOUR WORKPLACE

By following the steps outlined below you should be able to complete your risk
assessment:

e Step 1. Identify the hazards — Look at and provide a description of the
hazards associated with a task/work activity, include any hazards associated
with any equipment, substances or processes used in the task/activity.

e Step 2: Persons at Risk — Identify those persons or groups of people who
may be at risk if exposed to the hazard.

e Step 3: Detaill the existing control measures already in place to prevent harm
occurring. Once you have this information you can make an informed decision
which will allow you to move to step 4.
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e Step 4: Quantify the level of severity (The reasonably foreseeable worst case
injury), the likelihood (the probability/chance of an incident occurring) and the
population rating (the number of persons likely to be affected) Using the NEC
Group risk assessment, once this information is entered it will automatically
generate a risk rating.

e Step 5: Once a risk rating has been generated, you will be able to identify
and prioritise which tasks/activities require further control measure to bring
the risk down to as low as is reasonably practicable

e Step 6: Enter any additional control measures required and based upon this
new information re-assess the severity, likelihood and population figures to
generate a residual risk rating. (Remember that until these additional controls
have been implemented the level of risk will remain as per your first risk
rating)

e Step 7: Record your findings and complete an Action Plan detailing what
needs to be done, by whom and when by. Make sure you review the action
plan to ensure that the actions have been implemented within the allotted
timescale.

e Step 8: Monitor and Review your assessment to ensure it remains suitable
and sufficient. A formal review should be carried out within an appropriate
timeframe (usually on an annual basis).

Risk assessment doesn’'t need to be overcomplicated and identifying hazards is
common sense, however risk assessments should only be carried out by a
competent person, that is someone who is familiar with the activity, the environment
in which the activity takes place and who has sufficient knowledge and understanding
that they can identify those hazards present. Additionally the competent person
should recognise their limitations and be prepared to seek advice as necessary.
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The NEC Group Risk Assessment (Formally known as Tier 2)

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999 - Regulation 3: WORKPLACE RISK ASSESSMENT
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DOCUMENTING A RISK ASSESSMENT:
Look for the hazards

If you are doing the assessment yourself, walk around your workplace and look at
what could reasonably be expected to cause harm. Ignore the trivial and concentrate
on significant hazards, things that could result in serious harm or affect numerous
people.

Ask those involved with the activity for their opinions. They may have noticed things,
which are not immediately obvious to those not involved in the activity on a daily
basis.

Reviewing manufacturers’ instructions or data sheets can also help you spot hazards
and put risks in their true perspective. So can accident/ near miss data and ill-health
records.

Decide who might be harmed, when considering people who, potentially, could be
harmed, don’t forget to consider:

e young workers, trainees, new and expectant mothers, vulnerable persons
etc., who may be at a higher level of risk;

o cleaners, visitors, contractors, maintenance workers, etc. who may not be in
the workplace all the time or during normal operational hours;

e members of the public, or people that share the workplace.
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Evaluate the risks and decide whether the existing control measures are adequate or
if more should be done.

Consider how likely it is that each hazard could cause harm. This will determine
whether or not you need to do more to reduce the risk. Even after all precautions
have been taken, some risk usually remains. What you have to decide is, whether
the remaining level of risk is acceptable, if not then further action is required.

The goal is to reduce the level of risk to ‘as low as is reasonably practicable’

RISK RATING TOOL

The NEC Group risk assessment uses a matrix to calculate the level of risk. This is
achieved by selecting to appropriate figure from the chart below and multiplying the
Severity x Likelihood x Population to give you a risk rating.

The severity is the reasonable foreseeable worst-case injury likely to be inured by a
person who comes into contact with the hazard.

The likelihood is the chance that such an injury may occur.

The population is the number of persons likely to be affected by the hazard

SEVERITY LIKELIHOOD POPULATION
1 First aid at scene 1 Unlikely
Referred toftransferred
2 to hospital or absence 5 Possible 1 Single Individual
from work
. ) X
Major injury as defined . X
5 under RIDDOR 10 | Likely 2 | 2-10Persons
Permanent disability or . Greater than 10
10 fatality 20 | Certain 3 persons

Once you have inputted the data, the formula will generate a risk rating as can be
seen in the diagram below. This risk rating will then direct you towards an action, for
example if the rating was low; this signifies that some additional controls may be
necessary. If this were the case then it would be reasonable to allocate a timescale
of three months for the implementation of the additional controls.
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RISK RATING MATRIX

RISK RATING ACTION

Monitor and Review

<19 L OW Within 3 months

= <49 MEDIUM Within 1 month

Within 1 week

Immediately

Additional Controls required to reduce risk to as low as is reasonably
practicable

Once a risk rating has been populated and where this indicates that further actions
and controls are necessary to ensure that the risk has been reduced to as low as is
reasonably practicable then consider the following:

a) Can the hazard be removed altogether?
b) If not, how can | control the risks?

When controlling risks, try applying the principles below:
Use ERIC PD

ELIMINATE - get rid of the hazard; replace it with something less hazardous.
REDUCE the level of risk by reducing the nature of the hazard, e.g. use small
quantities, lower voltage,

ISOLATE the hazard from people, for example by guarding

CONTROL exposure to the hazard by controlling who has access or limiting
exposure time

PPE issue personnel protective equipment
Discipline and Culture

Improving health and safety need not cost a lot however failure to carry out suitable
and sufficient risk assessments and not controlling significant risk in the workplace
can cost a business in more ways than one.

If a task or activity remains the same, then a generic risk assessment can be
produced for the task, however the assessment must be reviewed when the
environment changes affecting the activity and/or the process changes. For example:
a generic assessment can be produced for crossing the road but if road works were
introduced then a specific assessment for that crossing point would be required.
Additionally whilst crossing the road the individual would carry out a dynamic
assessment, checking for developing hazards that would change the risk level, such
as a speeding vehicle.

Remember also that situations and circumstances are ever changing so there are
times when we need to carry out a dynamic risk assessment, an on the spot
assessment, for example when you cross a road, the situation is ever changing so
you need to be constantly monitoring the risks and adapting the control measures.
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RESIDUAL RISK RATING FOLLOWING THE [IMPLEMENTATION OF
ADDITIONAL CONTROLS

Once the additional controls have been inputted into the assessment you can re
evaluate the risk rating by adding new severity, likelihood and population figures
based on the new controls. A Residual Risk Rating will then be automatically
calculated. Remember though the new risk rating isn’'t the actual rating until such
time as the additional controls have been implemented.

When re-calculating the new risk level, the severity is unlikely to change, as the
hazard will, in most circumstances, remain the same. However, the likelihood
should have been reduced and therefore a lower rating should be evident. The
population will, in most cases remain the same.

WORKPLACE RISK ASSESSMENT ACTION PLAN

The risk assessment is a two part document. Information entered into the ‘Additional
Controls Column’ in the risk assessment should be automatically transferred into the
action plan.

The ‘Actions Required’ should be detailed in the 2" column summarising how the
additional controls are to be achieved. A responsible person is then allocated the
responsibility of ensuring the actions are completed.

Unless the rating is specified as “acceptable” where the only actions necessary are to
monitor and review the assessment and established controls for effectiveness, all
other ratings, usually, must have further actions applied to reduce the rating to the
lowest possible level. Designate a target date using the priority rating key on the plan
and ensure, once completed, the action is signed off and implemented.

Workplace Risk Assessment Action Plan

Additional Controls Actions Required Responsibility P’h[?gg;ﬁﬂg Target Date Completed
Erample
Edinwinata #he socice o safer cocasrar e | Adziieoance ool fe drvestioads AN e Lewy T By AN E¥faer vy 1 e ST
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Record corrective and remedial actions.  Specify who is

responsible. An action priority rating will be carried over
1 week automatically from the risk column in the tier 2 risk

- Actions to_minimise risks within 1 month assessment worksheet. Unless the rating is specified as

qu - Aliﬁgng tu min_imiﬁe risks within 3 moenths "acceptable” additional actions to reduce nisk ratings must

Medi

e - Monitor and Review always be taken. Designate a target date using the key guide
to the left and ensure once completed the action is signed off
and the new measures are imported into existing controls
column

If necessary, please contact SHED for further advice in relation to this

\Assessment carried out by \
Signature
Date

MNams of reviewing Depaniment Managar]
Signature
'Review Date (min_ 12 months) [

**\/ersion control in place — invalid if printed** h
v203 04/08/2009 the nec

birmingham



The priority rating will again automatically populate from the risk assessment
template. (see below)

Priority Rating - Ke

Medium - Actions to minimise risks within 1 month
Low - Actions to minimise risks within 3 months

Monitor and Review the assessment and revise as necessary
All assessments must be reviewed not less than annually and/or if:

There is a Significant change in equipment or process

There is a change to the Task, activity process or environment
After an incident or accident

There is a change to the People are affected by the activity
There is a change in Legislation

There is a change to or introduction of new Equipment

The Routine, process, system or procedure is no longer valid

Use the acronym STAPLER to help you remember

If you have any queries regarding the completion of a risk assessment
please contact the Safety Team.
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