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	Key: T= trivial risk; A = adequately controlled, no further action necessary; N = not adequately controlled, actions required; U = unable to decide (further information required)

	*Likelihood 
	**Severity

	5
	Very likely – risk will occur repeatedly. To be routinely expected once every 20 – 100 operations, possibly weekly or more frequently if done regularly.
	5
	Fatality – death of an employee or multiple fatalities.

	4
	Likely – will occur several times a year so does not surprise when it happens.
	4
	Major injury – permanent disability, serious amputation e.g. Loss of hand.

	3
	Possible – may occur sometimes. Likely to occur once a year.
	3
	Medium injury e.g. Bad scald, or burn, fracture, minor amputation, temporary injury, loss of consciousness. Reportable to the HSE as a three day lost time (employee unavailable for normal work for over 3 days)  or serious injury.

	2
	Unlikely – but may occur perhaps once in every 10 to 100 years.
	2
	Minor injury – More severe cut, sprain, strain, burn, etc. where return to work is not possible after treatment. It may be lost time less than 3 days.

	1
	Very unlikely to occur. Likelihood approaching zero.
	1
	No injury or very low injury – scratch, bruise, knock, minor cut, needle stick etc. where the injury allows return to work after first aid treatment – no lost time.

	*** Risk rating = Likelihood x Severity




[bookmark: _GoBack]Likelihood x Severity = Risk assessment score

(LOW RISK 1-8 / MEDIUM RISK 9-15 / HIGH RISK 16-25)

1  -  5                        Very low risk - often require doing nothing!

6  -  10                      Low risk - improve if possible (typically within 1 - 2 years)

11  -  15                    Medium Risk - Introduce further controls to reduce risk further (typically 1 - 3 months)

16  -  20                    High Risk - Possibly stop operation? or immediately introduce control measures within a day or two.

21  -  25                    Totally unacceptable risk - stop operation and rectify immediately.
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Guidance on risk assessment

1. Introduction

The following guidance is aimed at helping people carry out general risk assessments in the workplace. A risk assessment is an important step in protecting the health and safety of staff, students and visitors, as well as a requirement of the law, ( the Management of Health and Safety at Work Regulations 1999 and other relevant statutory provisions). It helps you focus on the risks that really matter in the workplace, the ones with the potential to cause real harm. In many instances, straightforward measures can readily control risks, for example ensuring spillages are cleaned up promptly so people do not slip, or cupboard drawers are kept closed to ensure people do not walk into them and trip. 

For most, that means simple, cheap and effective measures to ensure that the most valuable asset, the workforce, is protected. The law does not expect all risk to be eliminated, but we are required to protect people at work as far as ‘reasonably practicable’. This guidance tells you how to achieve that with a minimum of fuss.

This is not the only way to do a risk assessment, there are other methods that work well, particularly for more complex risks and circumstances. However, this method is straightforward, easy to follow and it’s use is strongly recommended.

2. What is risk assessment?

A risk assessment is simply a careful examination of what, in your work, could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm. Workers and others have a right to be protected from harm caused by a failure to take reasonable control measures.

Accidents and ill health can ruin lives and affect the business of the University e.g. if important research is disturbed, machinery damaged, insurance costs increase or fines are imposed as a result of a prosecution. The University, as an employer is legally required to assess the risks in the workplace so that plans can be made to control those risks. 

Departments and Support Services complete risk assessments internally, with input from the relevant Departmental Safety Officer (DSO) when required, or, where specialist input is needed, the Health Safety and Environment office. Specific risk assessments are required under certain pieces of legislation e.g. the Control of Substances Hazardous to Health Regulations 2002 or the Dangerous Substances and Explosive Atmospheres Regulations 2002. Risk assessment methodology for these are dealt with separately under specific University policies and guidance. 


3. How to assess general risks in the workplace

Follow the five steps in this guidance:
Step 1
Identify the hazards
Step 2
Decide who might be harmed and how
Step 3
Evaluate the risks and decide on precautions
Step 4
Record your findings and implement them
Step 5
Review your assessment and update if necessary

Do not overcomplicate the process. Many risks are well known and the necessary control measures are easy to apply. It is probably already known, for example, whether employees or students work alone, use step ladders or where people are most likely to slip or trip. If so, checks should be made to ensure that reasonable precautions to avoid injury have been taken.

If you are confident you understand what is involved, you can do the assessment yourself. You don’t have to be a health and safety expert. If you work in a large department or support service, you could ask your line manager or DSO to help you. If you are not confident, get help from someone who is competent. (Someone who has the necessary training, experience, and/or knowledge to do the job properly). In all cases, you should make sure that you involve staff or their representatives in the process. They will have useful information about how the work is done, that will make your assessment of the risk more thorough and effective. 

When thinking about a risk assessment, remember:
_ a hazard is anything that may cause harm, such as chemicals, electricity,
working from ladders, a trailing cable on the floor etc;
_ the risk is the chance, high or low, that somebody could be harmed by these
and other hazards, together with an indication of how serious the harm could
be.

Step 1

Identify the hazards
First you need to work out how people could be harmed. When you work in a place every day, it is easy to overlook some hazards, so here are some tips to help you identify the ones that matter:
· Walk around your workplace and look at what could reasonably be expected to cause harm.
· Ask members of staff or their representatives what they think. They may have noticed problems that are not immediately obvious to you.
· Visit the Health, Safety and Environment (HS & E) office website , telephone extension 2181 or email HSE@lboro.ac.uk, or go to the  Health and Safety Executives (HSE) website , where free practical guidance on hazards, where they occur and how to control them, is available. 
· Check manufacturers instructions for equipment/machinery, or data sheets for chemicals as they can be very helpful in spelling out the hazards and putting them in their true perspective.
· Have a look back at your accident and ill-health records, these often help
	to identify the less obvious hazards.
· Contact any trade association(s) you may be affiliated to.
· Remember to think about long-term hazards to health, (e.g. repetitive strain injuries), as well as safety hazards.

Step 2

Decide who might be harmed and how
For each hazard you need to be clear about who might be harmed. It will help identify the best way of managing the risk. That doesn’t mean listing everyone by name, but rather identifying groups of people (e.g. ‘people working in the storeroom’ or ‘passers-by’).
In each case, identify how they might be harmed, i.e. what type of injury or ill health might occur. For example, ‘store-men may suffer back injuries from repeated lifting of boxes’.
Remember:
·  some workers have particular requirements, e.g. new and young workers, new
	or expectant mothers and people with disabilities may be particularly at risk..

Extra thought will be needed for some hazards;
· cleaners, visitors, contractors, maintenance workers etc, who may not be in
	the workplace all the time;
· members of the public, if they could be hurt by your activities;
· if you share your workplace, you will need to think about how your work affects
	others present, as well as how their work affects your staff – talk to them; and,
· ask your staff if they can think of anyone you may have missed.

Step 3

Evaluate the risks and decide on precautions
Having spotted the hazards, you then have to decide what to do about them. The
law requires you to do everything ‘reasonably practicable’ to protect people from
harm. You can work this out for yourself, but the easiest way is to compare or “benchmark” what you are doing, with good practice. (Refer to professional body’s, trade associations, reputable companies, other Universities).

So first, look at what you’re already doing, think about what controls you have in place and how the work is organised. Then compare this with the good practice and see if there’s more you should be doing to bring yourself up to standard. In asking yourself this, consider:
· Can I get rid of the hazard altogether?
· If not, how can I control the risks so that harm is unlikely?

When controlling risks, apply the principles below, if possible in the following order:
· try a less risky option (e.g. use a machine that vibrates less than the former);
· prevent access to the hazard (e.g. by guarding);
· organise work to reduce exposure to the hazard (e.g. put barriers between
	pedestrians and traffic);
· issue personal protective equipment (e.g. clothing, footwear, goggles, ear defenders etc); and,
· provide welfare facilities (e.g. first aid and washing facilities for removal of contamination).

Improving health and safety need not cost a lot. For instance, placing a mirror on a dangerous blind corner to help prevent vehicle accidents is a low-cost precaution considering the risks. Failure to take simple precautions can cost a lot more, if an accident does happen.

Involve staff, so that you can be sure that what you propose to do will work in practice and won’t introduce any new hazards.

Step 4

Record your findings and implement them
Putting the results of your risk assessment into practice, will make a difference when looking after staff, students and visitors. Writing down the results of your risk assessment, and sharing them, encourages you to do this. 

A number of formats are acceptable as follows;

For routine risks which occur on a regular basis, the generic risk assessment form (above), departmental health and safety hand books and/or codes of Safe Work and Practice are an acceptable format for recording the risks and the associated controls. Examples coming within this category would be routine usage of machine tools; work in catering areas; cleaning activities and routine storage.
 
One off activities, in particular research projects where there is a significant risk, should be under the supervision of an academic supervisor, or in Support Service sections, a responsible manager.  

One off high risk activities involving plant, premises and services should be covered by a health and safety method statement, linked into the risk assessment. This would include non routine deliveries and collections of a high risk nature, for example special deliveries of materials, machinery or the installation and removal of plant and machinery requiring special transport and mechanical handling systems. 

For routine repetitive laboratory experiments and demonstrations it is acceptable for the outcome of the risk assessment and associated control measures, to be listed upon the laboratory instruction sheet.

Risk assessments should be accessible to anyone wishing to see them and to those that are liable to be affected. The conclusions of the risk assessment and controls must be clearly communicated to those at risk. It may be appropriate to display the risk assessment adjacent to the equipment or experiment concerned.

When writing down your results, keep it simple. For example, ‘Tripping over rubbish:
bins provided, staff instructed, weekly housekeeping checks’, or ‘Fume from welding: local exhaust ventilation used, efficiency monitored and regularly checked and maintained’.

Risk assessments are not expected to be perfect, but they must be suitable and sufficient. You need to be able to show that:
· a proper check was made;
· those affected were consulted;
· significant hazards have been considered, taking into account the number of people who could be involved;
· the precautions are reasonable, and the remaining risk is low; and,
· staff or their representatives were involved in the process.


If you find that there are quite a lot of improvements that you could make, big and small, don’t try to do everything at once. Make a plan of action to deal with the most important things first. 

A good plan of action often includes a mixture of different things such as:
· a few cheap or easy improvements that can be done quickly, perhaps as a temporary solution until more reliable controls are in place;
· long-term solutions to those risks most likely to cause accidents or ill health;
· long-term solutions to those risks with the worst potential consequences;
· arrangements for training employees on the main risks that remain and how
	they are to be controlled;
· regular checks to make sure that the control measures stay in place; and,
· clear responsibilities – who will lead on what action, and by when.
Remember, prioritise and tackle the most important things first. As you complete each action, tick it off your plan.

Step 5

Review your risk assessment and update if necessary
Few workplaces stay the same. Sooner or later, you will bring in new equipment, substances and procedures that could lead to new hazards. It makes sense, therefore, to review what you are doing on an ongoing basis. Every year or so formally review where you are, to make sure you are still improving, or at least not sliding back.

Look at your risk assessment again. Have there been any changes? Are there improvements you still need to make? Have staff or students spotted a problem? Have you learnt anything from accidents or near misses? Make sure your risk assessment stays up to date. When you are busy, it’s all too easy to forget about reviewing your risk assessment, until something has gone wrong and it’s too late. Why not set a review date for this risk assessment now? Write it down and note it in your diary as an annual event.

During the year, if there is a significant change, don’t wait. Check your risk assessment and, where necessary, amend it. If possible, it is best to think about the risk assessment when you’re planning your change – that way you leave yourself more flexibility.
Risk assessments undertaken on research projects are by the nature of research activities, dynamic and must be kept under constant review. Variations in risk arising as the work develops, and significant changes in risk rating, as well as additional controls, must be recorded. It is acceptable for research students to operate a laboratory notebook where references to such changes can be made, providing that this is communicated to, and agreed with, the academic supervisor.

4. Getting help

More information about University policies, guidance notes, legal requirements and standards can be found on the Health, Safety and Environment office website

5. Further information

Essentials of health and safety at work, (Fourth edition) HSE Books 2006
ISBN 0 7176 6179 4

5 steps to risk assessment, INDG 163 (rev 2) HSE Books ISBN 07176 6189 X

Successful health and safety management, HS(G) 65 HSE Books ISBN 0 7176 1276 7

Leading health and safety at work, INDG 417 HSE Books 0 7176 6267

An introduction to health and safety INDG 259 (rev 1) HSE Books ISBN 0 7176 2685 4
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