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1. PURPOSE
Risk assessments must be undertaken to identify the fundamental risks involved in the business operations of Tailored Fire Ltd.  The assessments must look at the hazards of the operations set against the real risks to employees, contractors, visitors and third parties who come into contact with the business.

This assessment of the risks involved in the operation of the company must have due regard for the statutory requirements for health and safety at work.
2. SCOPE
This Procedure applies to all workplaces, work equipment and activities under the control of Tailored Fire and Security Ltd.

3. DEFINITIONS
Hazard
anything that has the potential to cause harm.
Risk
the likelihood of someone being exposed to a hazard and harmed as a result.

Reasonably practicable
Any measure which can be reasonably carried out having regard to technical knowledge and acceptable expense

Risk Assessment
A systematic identification of potential hazards in the work place by personnel as a first step to controlling the possible risks involved


Shall:
Indicates that the statement is mandatory in all cases and is an obligation imposed by Health and Safety Legislation.

Should:
Indicates that the statement is a recommendation
4. RESPONSIBILITIES
Managing (Safety) Director shall:

· Provide adequate resources for undertaking the risk Management programme

· Ensure that all workplaces, work equipment and work activities under their control have been assessed for risk of injury to employees, contractors, visitors and members of the public.
Managers shall:
· Ensure that all risks that have been identified are controlled so far as is reasonably practicable.
· Monitor the quality and suitability of all risk assessments and implement corrective action as and when required.

· Ensure that all risk assessments are reviewed every 2 years or whenever changes are made that could affect the validity of the assessment
· Give appropriate consideration in the planning phase when significant changes in work practices are contemplated that could impact on the risk to employees.
· Ensure all personnel undertaking risk assessments have been suitable trained and are competent to undertake the task

Supervisors shall:

· Ensure risk assessments in their area of responsibility are completed in accordance with company procedure.

· Ensure that all risks that have been identified are controlled so far as is reasonably practicable.

Employees shall:

· Co-operate in the undertaking of risk assessments when requested. 
· Use all risk reduction measures when instructed to do so
Risk Assessors shall:

· Be suitably trained to undertake risk assessments that are considered “suitable and sufficient”

· Have sufficient knowledge of the area or process/task to be assessed. Ideally this should be the person directly responsible for carrying out or supervising the work or activities in the area. In any event the risk assessor must be sufficiently familiar with all aspects of the work and its risks. 

· Undertake risk assessments based on their experience and knowledge. 
Note

Provided a risk assessor acts in good faith within the limits of his/her knowledge and experience, the company is vicariously responsible for the actions of its risk assessors in these circumstances. 

5. REFERENCES 

· Health and Safety At Work Act 1974 

· Company Safety Policy

· Company Assessments For Hazardous Materials

· Company Training Records

· Company Accident Records.

· Risk Assessment Form
6. PERFORMANCE STANDARD
All risk assessments will be undertaken to meet the criteria of “Suitable and Sufficient” as required by Health and Safety Legislation. This means all significant risks to the health and safety of all personnel on site must be identified and evaluated.

7. APPLICATION
7.1 Introduction
The requirement to undertake risk assessment has existed implicitly for centuries as part of the common law general duty of care - a duty to take reasonable care not to injure others. 

The Health & Safety at Work Act 1974 requires us to do what is 'reasonably practicable' to ensure our health and safety at work, and the health and safety of colleagues and others, for example employees, who may be affected by our work activities. 

Case law has shown that in order to do what is 'reasonably practicable', an assessment of risk must be undertaken and measures to reduce risks to an acceptable level implemented. In addition, Regulation 3 of The Management of Health & Safety at Work Regulations 1999 explicitly requires risk assessment to be undertaken. 

All staff have responsibilities under the above legislation, and everyone (staff, employees, contractors and visitors etc.) are bound by the common law general duty of care. Therefore the requirement to undertake risk assessment - and for staff to be involved in this process - is nothing new.

The Company is committed to achieving and maintaining high standards of health and safety for all employees, visitors, the public and contractors. To do this managers have to identify hazards associated with their operations, which threaten health and safety, evaluate the risks which arise from those hazards and put into place sensible, practical precautions which will protect against them. This process is termed risk assessment.

7.2 Risk Assessments

A risk assessment is nothing more than a careful examination of what, in our work, could cause harm to people, so that we can determine whether we have taken enough precautions, or should do more to prevent harm. The aim is to ensure that no one gets hurt or becomes ill.

It is important to decide whether a hazard is significant. For instance, electricity can kill, but the likelihood of it doing so in an office environment is remote, provided that 'live' components are insulated and there are no damage or defects present.

Risk assessments will be carried out periodically as a check on our performance against statutory standards and will relate to the buildings and sites we occupy; the equipment we use and the methods of work we employ.

Employees will be involved in the assessment procedure so that account is taken of how a task is performed rather than how the assessor thinks it is done. All hazards where the risk is considered moderate and above will need the implementation of further control measures.

Risk assessments will be carried out by competent and trained persons and conducted to a plan which will achieve the minimum requirements below:

	Initial Review:
	Classify all work activities and determine how much has already been done in risk identification, control and documentation.

	Carry out Generic Assessments: 
	Identify whether all statutory requirements, approved codes of practice, guidance notes and best practice have been accounted for in the present method of work.

Record this information as minimum standard Generic Assessments for reference by employees and managers.

	Site Specific Assessment:
	Carry out an on-site assessment to determine how the work will be conducted and whether any significant hazards with associated risks are apparent.


It is the policy of the company to encourage all staff and third parties to work together to create a healthy and safe working environment.

To fulfil this policy, hazards have to be identified and suitable steps taken to prevent injury or ill health to employees, or third parties, who may include contractors or visitors.

This procedure is intended to provide guidance for those members of staff with specific responsibility for assessing and controlling risks within their area of responsibility, complementing the responsibilities detailed in individual “Roles and responsibilities”.  

It is important to note this procedure relates to the long-term health of individuals as well as the management of the safety of such individuals, which focuses on the prevention of injuries.  Risks to health, such as occupational stress or infectious diseases must be considered as well as the more obvious safety illnesses, such as those which relate to manual handling or fire evacuation.

Risk assessments must be in place for all workplaces, work equipment and activities on site. 

The risk assessment should assess the risk that may be present in all work activities, and may identify particular areas for more detailed ‘specific’ assessments (e.g. Manual Handling, COSHH etc).

A duty of care is owed to the individual, and risk assessment must take this into account.  Therefore a person with special needs (such as people with physical or learning difficulties, young persons and pregnant women) will require an assessment of their activities which take their special needs into account.

It is important to remember that it may not be possible to eradicate problems completely.  Always remember the phrase “reasonably practicable”.

Who should do them?

Personnel trained in the risk assessment technique by attending a 1-day risk assessor course and completed at least two assessments will lead the risk assessment team.

Essentially, individuals who are familiar with the working area and working practices should be involved with the risk assessment process. 

Risk assessments should be undertaken by a team, that has the skills and knowledge to identify the risks associated with the activity, work equipment or workplace 

The Managing (Safety) Director has ultimate responsibility to ensure that risk assessments are done.  

When should they be done?

Risk assessments should be done at least once and then reviewed every two years provided that no changes have occurred during this time.  If either the working environment or working practices are amended, however slightly, the risk assessment must be reviewed. 
It is also important to remember that risk assessments must be done before new procedures or activities are introduced.

7.3 Risk Assessment procedure
The following steps are need to be taken when performing a satisfactory risk assessment

· Identify hazards

· Who is at risk – employees, clients employees, visitors, contractors, public

· What injury, harm or damage can be caused by the hazard
· Evaluate risk with existing controls

· Review existing controls
· Record Decisions

· Make recommendation (if possible) of additional controls
· Reassess the risks with the additional controls
· Implement and/or action additional actions or controls
7.3.1 Identify significant hazards
Ask staff what their 'top ten' areas of concern are - some may not be obvious to you, but are to others. Ignore the trivial and concentrate on significant hazards which could result in harm. Staff are not expected to be hazard spotting experts, but are expected to identify the obvious hazards associated with their work activities or surroundings. If they are an 'expert' in a particular field of work, e.g. electrician, mechanical engineer, architect or designer…. They are expected to be more aware of the health and safety issues associated with that profession.

7.3.2 Determine who is at risk
You must identify who could be affected by the risk giving particular consideration to any groups of people that may be more at risk. Do not name individuals, e.g. Young workers, trainees, new and expectant mothers, cleaners, visitors, clients employees, contractors, maintenance workers, students 
7.3.3 What injury or harm can be caused
Consider the likely harm that can be caused. Do not consider worst case scenario, but think of what harm can reasonably be expected to result from the hazard.
7.3.4 Evaluate the risks
Consider how likely it is that the hazard could cause harm and think about the severity and consequence of the harm. Now you must make a judgement as to whether or not the risk is significant and more should be done to reduce it. Even after all precautions have been taken, some risk is likely to remain. Therefore, for each significant risk a decision needs to be made on whether the risk is high, medium or low.

7.3.5 Assessing the risk levels

Risk levels are categorised in a numbered format.  Each hazard is given a severity rating and this is multiplied by the likelihood that these hazards will occur, as shown in the following equation.

Risk level = Hazard severity x Likelihood of occurrence

First give each hazard a severity marking as indicated in the table below:
	Risk Level
	Effect of hazard

	5
	Fatal or Permanent disability/6 months delay/>£500k loss

	4
	Broken limb or temporary disability/Month delay/£20k - £500k loss

	3
	Injury causing time off work/>3 day delay/£1k - £20k loss

	2
	First aid injury/Day delay/up to £1k loss

	1
	Minor injury/ Few hours delay


For example:

If slipping on the stairs (hazard), could result in death or permanent disablement, then it must be given a rating of 5.

Secondly consider how likely each hazard will cause an accident to occur as indicated in the table below

	Risk Level
	Likelihood of occurrence

	5
	Certain/Inevitable

	4
	Near certain/Quite likely

	3
	Very likely/Possible

	2
	Unlikely

	1
	Very Unlikely/Almost impossible


For example:

If slipping on the stairs (hazard) was very likely to happen then it must be given a rating of 3

Multiply the two scores together and you will get the risk level.  This figure should be entered into the risk assessment form.

For example:
5 (severity) multiplied by 3 (likelihood) = 15
7.3.6 Review controls
Decide if existing controls are adequate and if not what additional measures or action can be taken to reduce the risk level to an acceptable level. These are entered into the risk assessment form. 
7.3.7 Re-assess the risk
The final step is to re-assess the severity and likelihood of an accident occurring considering the additional control measures and enter these into the form, to give a final risk rating.

The following bullet points are guidelines to help gauge how quickly control measures need to be put in place, so dates will vary dependent upon the risk level.

· Where any hazard is given a risk ranking of 16-25 (intolerable) then work should not be started or continued until the risks have been reduced. If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited. 
· Where any hazard is given a risk ranking of 9-15 (substantial) work should not be started until the risk has been reduced.  Considerable resources may have to be allocated to reduce the risk.  Where the risk involves work in progress urgent action should be taken.
· Where any hazard is given a risk ranking of 5-8 (moderate) efforts should be made to reduce the risk but costs of prevention should be carefully measured and limited.  Risk reduction measures should be implemented within a defined time period. Where the moderate risk is associated with extremely harmful consequences, further assessment may be necessary to establish more precisely the likelihood of harm as a basis for determining the need for improved control measures.
· Where any hazard is given a risk ranking of 3-4 (tolerable) no additional controls are required.  Consideration may be given to a more cost-effective solution or improvement that imposes no additional cost burden.  Monitoring is required to ensure that the controls are maintained.
· Where any hazard is given a risk ranking of 1-2 (trivial) no action is required and no documentary records need to be kept.
· On all occasions eliminate at source
The company must ensure that risks are reduced to the lowest extent reasonably practicable.

The legal definition of “reasonably practicable” is “any measure which can be reasonably carried out having regard to technical knowledge and acceptable expense”.

7.3.8 Administration
The Risk Assessment team should retain completed Risk Assessment and a copy must be held on site.

Risk Assessments must be made available to all relevant personnel and they must be kept up to date.

Additional checklists of information are available and should be used as a guideline to help complete some aspects of the form. 
If appropriate to do so, categories can be added in order to ensure that local requirements are being met.

· Classify all activities: prepare a list of work activities covering premises, plant, people and procedures, and gather information about them

· Identify hazards: identify all significant hazards relating to each work activity. Consider who might be harmed and how
· Determine risk: make subjective estimates of risk associated with each hazard assuming that existing controls are in place. Assessors should also consider the effectiveness of controls and the consequences of their failure.

· Consider abnormal conditions such as bomb threats, fire, spillage or any other emergency situation.

· Decide if the risk is tolerable: judge whether existing health and safety precautions (if any) are sufficient to keep the hazard under control and meet statutory requirements

· Prepare a risk control action plan (if necessary) to deal with any issues found by the assessment to require attention. Ensure that new and existing controls are implemented and are effective

· Review the adequacy of the action plan, re-assess the risks on the basis of the updated controls and check that the risks are tolerable
8. REVIEW
Review assessments at least every 2 years and/or on significant change of circumstances affecting how the activity is done, or following an accident.

9. RECORDS
Training records
Risk Assessments
10. ATTACHMENTS
None
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