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Risk Assessment Guidance
Completing the Risk Assessment: Guidance 

1. What is producing the hazard? 

The assessor should think about the activities comprised in the project/piece of work which could give rise to particular risks. For example, if the project is an overseas residential, one factor that could lead to a risk could be a language barrier or lack of local area knowledge. If the project/piece of work regards social networking sites, one element that could produce risk would be lack of appropriate privacy settings.  If this is a visit or trip off site, the organiser must carry out a pre-visit to identify potential risks.  When making any bookings, the organiser should also request a copy of the establishment’s risk assessment.
2. Identify the Persons at Risk from the Hazards

The people who may be harmed by the hazard must be identified. For the most part the focus will be on young people at risk. Those completing the risk assessment should also identify particular groups of young people at risk – i.e. those with mobility issues or with learning difficulties. Additionally, the assessor should not neglect to consider staff at risk - especially less experienced members of staff or those who have extra responsibilities i.e. first aider or group leader.

Abbreviations to be used on the Risk Assessment are as follows: 
Persons at Risk:  E = Employees; C = Contractors; V = visitors; Mp = Members of the public; Yp = Young persons; EM = Expectant Mothers; DP = Disabled persons. 
The type and numbers of person at risk may impact the degree and likelihood of the risk.
3. Hazard Description

A hazard is something with the potential to cause harm.  All the significant hazards must been identified – it might be useful for the assessor to ask for the views of other HYS staff to help identify the hazards. A hazard cold be tripping over unsecured leads or cables resulting in injury or a badly constructed/ maintained kayak or dinghy potentially causing injury, or in the worst case scenario, drowning.

4. Identify Any Existing Precautions

The next step is to identify any existing control measures. For example, a control might be to equip staff and young people with the necessary skills to negotiate the hazard by undertaking a particular training course. If this is the case, think about whether the course is a sufficient control i.e. when did staff last attend? How often is the course updated? Are all staff required to attend? Another example of a precaution might be to have activated high privacy settings on a HYS social networking site project.

5. Risk Ranking

Risk involves two factors:-

a) the likelihood that an incident will occur and that the hazards identified will actually cause harm; and

b) the severity if that harm is realised and potential consequences.

Potential Severity
When considering how severe the harm from a hazard could be, it is important to be realistic.  For each hazard identified the assessor must think: “realistically, what is the worst likely outcome?”  

When the assessor has considered the issues around severity, they will need to decide on a ranking score from the following list:-

1. None - no injury or damage likely

2. Negligible - injury or damage but so minor as to be of no consequence (e.g. a graze)

3. Minor - injury requires first aid treatment only

4. Major - e.g. fractures, requires hospitalisation, etc
5. Fatality
incident may result in death
Likelihood of Occurrence
The assessor needs to judge the likelihood of a hazard actually causing harm. i.e.
· how often the hazard or hazardous situation occurs;

· how long people might be exposed to the hazard or hazardous situation;  and

· how likely is it that existing control measures might fail (for whatever reason)

When the assessor has considered the issues around likelihood, they will need to decide on a ranking score from the following list:-

1. Improbable

incident is not known to have ever occurred

2. Remote

incident could occur, but highly unlikely

3. Possible

incident can occur, but infrequently

4. Probable

incident likely to occur – possibly frequently

5. Certainty

incident will definitely occur

Likelihood of occurrence               Potential Severity of injury of financial loss    
Risk = Likelihood X Severity
1 =
Improbable                              1 =
None
2 =
Remote                                    2 =
Negligible 




3 =
Possible                                   3 = 
Minor
4 =
Probable                                  4 =
Major
5 =
Certainty                                  5 = 
Fatal
Using the values above, the risk classification is determined by multiplying the likelihood by the potential severity considered appropriate.  The resulting number on the matrix (below) then indicates the level of risk. e.g. If you consider the potential severity to be major (4) and the likelihood to be remote (2) the risk classification is 4 x 2 = 8 which is classed as a “Medium” risk.






6. Existing Controls

The next step is to make a judgement about how effective the precautions already in place (point 4 above) are at controlling the hazard.  Are the precautions implemented? Have they been effective so far? How could they be improved upon? For example: a training course on healthy eating in a commercial kitchen with multiple risks associated (scalding, tripping, fire) may have two fire extinguishers as existing precautions present in the kitchen.

7. Any Additional Control Measures

The assessor must consider whether the existing controls are sufficiently adequate to control the risk of harm occurring.  If it is decided that the controls are not adequate, the assessor will need to take action to improve the level of control.

Once the assessor has decided what needs to be done, an action plan should be drawn up and the decisions made should be implemented. The measures proposed should be cost-effective and appropriate to the level of risk. In relation to the example of a commercial kitchen, the additional control measure would be that staff and at least some young people have been trained on Health & Safety issues, as Fire Marshals or First Aiders. 

8. Issuing the Assessment
Once the assessment has been carried out, it must be brought to the attention of staff who may be affected by it.  Furthermore, it has to be presented to a manager with authority to sign off a risk assessment. The manager may make changes and amendments where appropriate or necessary.

A copy of the assessment must be retained for at least three years.
Risk Assessment Pro Forma

	Activity being assessed
	

	Name and role of assessor
	

	Date of activity/event 
	

	Location
	

	Venue/activity Pre Risk check. Date and assessor
	

	Staff ratio to young people
	

	Designated first aider 
	

	Emergency on call staff and contact number.
	

	Staff to read risk assessment
	

	Venue or other provider risk assessment to read
	

	Before The Trip.

•
Ensure You Have Completed Consent Forms with accurate Emergency Contact Details

•
Completed the Trip Summary Contact Sheet (and that this is with your visit coordinator) and all staff on trip.

•
Completed Staff Emergency contact details (and that this is with your visit coordinator) and all staff on trip.

•
Checked Travel and weather updates and planned your route [and that you have back up route plans.

•
That You have a contingency Fund for emergencies

•
You are aware of any medical conditions within the group (and that they have their medication).

•
That you have Read and understood the Risk Assessment.



	Only use one row per hazard, for multiply hazards insert a new row.



	What is producing the hazard?
	People at risk

(E, C, Yp, Mp, V, Em, Dp)
	Hazard description
	Existing precautions
	 Severity x
Likelihood = ?
e.g. Possible x minor = 9
	Level of risk

Ratings
e.g. 9 = Medium
	Is the hazard adequately controlled?
	Additional control measures needed to lower to risk 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Line Manager’s sign off 


	I agree with the risk assessment recorded above. 

There are no outstanding actions OR I have taken the following actions: (delete as necessary). 

Signed.........................................................         Position...............................         Date.......................... 
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