CANTERBURY CHRIST CHURCH UNIVERSITY 

RISK ASSESSMENT GUIDANCE

1. General Notes

1.1 Risk assessment definition:

“The identification of ‘significant’ risks in workplace activities, implementing control measures to reduce the identified risk to the lowest acceptable level and effectively managing what is left (the residual risk)”. 

Risk assessments are a legal requirement with the purpose of safeguarding employees, visitors, contractors and anybody else who may be affected by our undertakings.

1.2	Risk assessments must be carried out in all departments and are to include all identified hazards associated with activities within the department. Risk assessments are to be reviewed at regular intervals, if they are no longer considered appropriate, if significant changes occur or a recent accident, incident or near miss.

2. Duties and Responsibilities.

2.1	It is the responsibility of the Head of Department to ensure that the risk assessments are completed, reviewed and amended as necessary.
2.2	It is the responsibility of the Head of Department to ensure all members of staff have access to the risk assessment and that they sign to confirm they have read and understood the contents.
2.3	The risk assessment task may be delegated to a departmental H & S representative or a nominated representative of employee safety but the responsibility remains with the Head of Department.
2.4      Heads of Department are to ensure that department risk assessments are given a code identification number (Department codes issued by the Health and Safety Adviser) and filed within the department for review purposes.

3. Legislation

3.1 Risk assessment is a fundamental requirement of current legislation including:
· The Health and Safety at Work etc Act 1974.
· The Management of Health and Safety at Work Regulations 1999.
· The Display Screen Equipment Regulations 1992.
· The First Aid Regulations 1981.

4. The Benefits of Risk Assessment

4.1	The benefits of an effective Risk Assessment procedure include:
· Raising general Health & Safety Awareness
· Providing a safer environment for staff, students, contractors and other visitors.
· Legal compliance – there have been numerous successful prosecutions by enforcing authorities for failure to produce ‘suitable and sufficient’ risk assessments.
· Civil liability – risk assessment can form an important aspect of an organisations defence.
· Reduced operational costs in the form of lower insurance premiums.


5  The Five Steps of Risk Assessment.

The risk assessment process can be illustrated by a simple flow chart as follows:
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STEP 1 – IDENTIFY THE HAZARDS

Identify the tasks, activities and associated significant hazards with due consideration being given to the following (amongst others).

· Does the activity have, ‘Insurance‘, implications beyond those to be expected for normal work activity? (If ‘Yes’, you must also inform the Insurance Officer, Tim Hawkins).
· Is excessive noise likely to be an issue – if so, a separate “Noise risk assessment” may be necessary and you will need to contact the University Health and Safety Advisor.
·  Will the activity involve, ‘working at height’?
· Does the activity involve the use of chemicals/substances ?– if so, a separate COSHH assessment will be required.
· Is there a requirement to provide Personal Protective Equipment (PPE)?
· Does the activity involve,’ manual handling’?
· Is there a need to provide emergency communication in the form of mobile telephones or radios?
· Is there the likelihood of ‘Lone Working’?
· Will additional First Aid provision be required?
· Are additional emergency evacuation procedures required?
· Is additional security considered necessary (personal alarms/panic buttons)?
· Does the possibility of injury exist due to slips, trips or falls?
· Are vulnerable people involved (under 18s etc) or is additional supervision required?
· Have all personnel involved in the activity received suitable instruction and training for their particular activity?
· Does the activity involve significant travel at home or abroad (field trips etc.)?
· Do you have members of staff who are new or expectant mothers?
· Do you have members of staff who use computers on a regular basis?

If you can answer ‘yes’ to any of the above question – a risk assessment will be required. 
Due consideration should also be given to any activity considered to be ‘out of the ordinary’ (i.e. requiring the use of specialist equipment such as pyrotechnics, lifting equipment etc).

The above list is not exhaustive and, if any doubt exists, contact the University Health and Safety Advisor for assistance on health.safety@canterbury.ac.uk.

STEP 2 – IDENTIFY WHO MAY BE HARMED AND HOW

List groups of people who may be affected by the hazards, for example:

· Staff
· Students
· Members of the public
· Contractors on site
· Other Visitors

Due consideration must be given to those with disabilities, female employees who are pregnant or who have recently returned to work after having a baby, inexperienced employees and under 18s.

STEP 3 – EVALUATE AND CONTROL THE RISK

Evaluate the risks arising from the hazards and decide whether existing control measures are adequate or if more should be done.  When evaluating the extent of the risk, account should be taken of the likelihood of some harm occurring, the likely severity of this and the number of people who could be affected.

STEP 4 - RECORD FINDINGS.

It is necessary for all risk assessments to be written and shared with members of staff so that they are informed of the findings and control measures, either existing or additional, that need to be observed and used. 
In some circumstances the findings of the risk assessment should also be given to others who could be affected (for example, agency workers, contractors etc). The findings of risk assessments can be used as a tool for training purposes and they are an essential tool for H&S review purposes.

STEP 5 - MONITOR AND REVIEW THE ASSESSMENT 
It is important that the control measures are monitored.  A regular review of the assessments should be made to take into account any changes to the methods or systems of work.
You should also review the assessment following any accident that may occur, where there has been a significant change to the work activity, if new information comes to light, or if there is any other reason to believe that it may no longer be valid.
Additional control measures identified as a result of the review process should be implemented if they are considered to be reasonably practicable. 
Even if there are no significant changes since the original risk assessment, it should be regularly reviewed to confirm its efficacy and validity. 
A record of the date of the latest review should be included on the risk assessment. 
6  Key to risk calculation and evaluation

To calculate the risk rating, multiply the ‘Severity’ by the ‘Likelihood of Harm’.
To evaluate the risk and apply the appropriate action, see details in table below.

	[bookmark: 1006425][bookmark: 1006623]Severity (S):
	
	Likelihood of Harm (L):
	
	Risk Rating:
	
	Risk Evaluation:
	Action to follow:

	
	
	
	
	(S x L)
	
	
	

	Minor injury or illness
	1
	Very unlikely
	1
	
	
	
	

	Moderate injury or illness
	2
	Unlikely
	2
	1 to 4 
	
	Low / Acceptable
	No further action but ensure controls are maintained.

	“3 day injury” or illness
	3
	50 / 50 likelihood
	3
	5 to 9 
	
	Medium / Adequate
	Look to improve at next review.

	Major injury or illness
	4
	Likely
	4
	10 to 16
	
	Medium / Tolerable
	Look to improve within specified timescale.

	Fatality
	5
	Very unlikely / certainty
	5
	17 to 25
	
	High / Unacceptable
	Stop activity immediately and make appropriate improvements.



7  The CCCU format for Risk Assessment (see on page 6)

For Health and Safety advice, go to www.canterbury.ac.uk/support/health.safety or contact health.safety@canterbury.ac.uk. 
For further information on the subject, go to www.hse.gov.uk/risk/index.htm




Explanatory Notes for the Completion of the Risk Assessment Proforma:

1. Hazard– Describe the hazard – i.e. the activity involving work at height, manual handling,  the use of chemicals etc.
2. Persons at Risk – Identify who may be harmed and how. It is of particular importance that completed risk assessments are brought to the attention of all who may be affected by the activity.
3. Current Control Measures – Use this column to list the control measures already in place to minimise/reduce the identified risk. These control measures might be in the form of Personal Protective Equipment (PPE) training, signage, guarding etc.
4. Severity  (S)– Giving due consideration to the control measures currently in place, determine the possible severity of any accident occurring – be as realistic as possible.
5. Likelihood (L)– Taking into consideration all relevant circumstances including experience and knowledge of the activity, assess the likelihood of the accident occurring. 
6. Risk Rating– Calculate the risk rating by multiplying the Severity (S) by the Likelihood (L). The risk rating will be influential in the process of determining the need for Additional Control Measures.
7. Additional Control Measures – Include any additional control measures considered necessary to reduce the risk rating to an acceptable level. Additional control measures can also be employed to further reduce the risk of an acceptable risk rating. Always include a completion date for any additional control measures identified, the absence of a completion date will lead to unreliable information being assessed during the monitoring process.
8. Revised Risk Rating – Assess the risk rating as before but this time give due consideration to any additional control measures considered necessary.
9. Sign Off Column – use this column to “sign off” the additional control measures as and when completed and include the reference to the person responsible for the monitoring process.
Note
It is advisable to include as many people as possible in the risk assessment process but with one person delegated as the leader and making the final decisions. Although the risk assessment process asks for “significant” risks to be identified, it is the judgement of the assessor to determine what is to be considered significant and what is not.
Risk assessments should be reviewed annually or when there is a significant change to equipment, methodology or any other component part to the activity.
The University Health and Safety Advisor is available to discuss any issue relating to risk assessments and the risk assessment process if necessary.
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