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	Location:  
	Directorate: 


	Department:



	Name of Person(s) undertaking Assessment:
	Date of Assessment:


	Team/Service: 



	Signature(s):
	Planned Review Date:  
	Manager (Name & Title):



	How Communicated to Staff:

	Date Communicated to Staff:
	Signature:




Circ le as appropriate
	Level Of Risk of Generic Assessment:

Using Risk Prioritisation System included in Appendix
	Severity: Fatality / Major Injury / Temporary Absence / Minor Injury
	Risk Level:

	
	Likelihood: Likely / Probable / Possible / Remote / Improbable
	Very High / High / Medium / Low / Very Low

	Hazard Description: something with the potential to cause harm/injury/damage.
	Who might be harmed
	Potential 

Injury / Damage
	Is the risk adequately controlled?


	Tick

Or

N/A
	Further Action Required

(add details/procedure relevant to your service/area of work)

	Working in an isolated location
	Employees
Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Threat to personal safety;
Violence and aggression;

Threatening and abusive behaviour;
Delayed assistance in emergency.


	· A Lone working Checklist is completed with Line Manager before any such lone working is agreed;

· Working in such area is regulated by pre-empting meeting with line manager which will determine working patterns;
· Arrangements are in place to ensure there are always at least two persons in the building at the most vulnerable times (e.g. early morning and late evenings after 5pm to late);
· Arrangements in place for regular contact between the lone worker and some colleagues and/or the line manager;

	
	· Ensure staff can summon help if it is needed and that there is a safe exit in the event of an escalation into threat to personal safety/violence;

· Discuss with line manager/head teacher if it is felt that it is inappropriate to see the client alone;

· Consider observation in an office situation by a colleague;


	Hazard Description: something with the potential to cause harm/injury/damage.
	Who might be harmed
	Potential 

Injury / Damage
	Is the risk adequately controlled?

(template proposed)
	Tick
Or

N/A
	Further Action Required

(add details/procedure relevant to your service/area of work)

	Working in an isolated location
(Continuing)
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Threat to personal safety;
Violence and aggression;

Threatening and abusive behaviour;

Stress;
Delayed assistance in emergency.


	· Signing in (computer station and log in onto phone system) is monitored, and systematic email informing of arrival and departure;
· Emergency procedures are in place and staff are aware of what to do if a member of staff fail to report back or call at the agreed time;
· Mobile phone are used to call staff in situations where there are concerns to check that they are safe or in case of the staff member being involved in an emergency situation;
· Regular formal communication is in place;
· Council Accident Reporting Procedure in enforced as well as the reporting of violent verbal and physical incident;
· Staff have received some personal safety training;
· Lighting has been verified as being adequate in the location and particularly on egress, exit routes and car parking areas;
· Sites have well maintained security systems, alarms, etc.
· Staff shall no wear valuable openly visible and
· Data employees are carrying (if any) is encrypted and therefore staff should not put themselves unnecessarily at risk.

The carrying of council data must be done with managerial authorisation.

	
	· Consideration of additional necessary training after discussion with staff;

· If site designed with CCTV, ensure it is in good working order and extremely visible: the use of obvious warning signs can also be deterrents;



	Staff Medical Conditions, Disabilities, pregnancy.


	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;
Stress;

Anxiety;
Threat to personal safety;

Delayed assistance in emergency.


	· Expectant mothers and those with a medical condition/disability, which could lead to an emergency, are considered as high risk and specific risk assessments are undertaken (by the line manager) if required to work alone.
· Health clearance for working alone is requested via the OHU provider for employees, who have a medical condition for which any foreseeable emergencies that may impose an additional physical or mental burden cannot be managed safely. 

· An end of shift reporting procedure is set up for employees who work alone.
· Adequate first-aid facilities available at all times (the minimum requirement is to have an Appointed Person). 
· Emergency procedures are in place and staff are aware of what to do if a member of staff fail to report back or call at the agreed time;
· Mobile phone are used to call staff in situations where there are concerns to check that they are safe or in case of the staff member being involved in an emergency situation;
· Regular formal communication is in place;
· Council Accident Reporting Procedure in enforced as well as the reporting of violent verbal and physical incident;

	
	· Any medical conditions relevant to an employee working alone must be fully disclosed to the line manager and, if necessary, occupational health practitioner and the person’s own GP. 

· An employee should not work alone if any condition has been assessed as putting him/her at increased risk (the assessment is carried out by the means mentioned above).



	Slips, trips and falls
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;
Back problems;

Fractures,

Bruises and swellings;
Delayed assistance in emergency.


	· Weekly walkabout are carried out and recorded by line manager;
· Any hazards like torn carpets, trailing cables, etc are reported immediately (Property Repair, facilities management, site management) for prompt remedial actions;
· Staff are not to work alone out-of-normal hours without managerial authorisation and if their mobility is impaired (temporarily or longer term).
	
	· One to Ones: recorded where staff concerned are reported;
· Team meetings formally recorded;
· Staff who must work alone according to their Job Description must be provided with a mean to contact emergency services or to call help (mobile phone, beeper, etc).


	Manual Handling Loads
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;
Depending on incident, long term injuries;

Ligament injuries, temporary disabilities;
Delayed assistance in emergency.


	· As a matter of general rule in Haringey Council, Manual Handling is to be avoided at all cost.
· If unavoidable, Manual Handling must only be for light loads, for individual with the physical capabilities to do so and individual having been specifically risk assessed for the task/activity (Specific Manual Handling Risk Assessment Form - available on Haringey Intranet Harinet under section Human Resources/Occupational Health, Safety & Wellbeing/Health and Safety/).

· When unavoidable, Manual Handling always consider assistance (buddies), the use of moving/lifting aids (trolleys, etc) and the reduction of a single load into many lighter loads.

	
	· Site specific and Job specific risk assessment will be carried out as necessary.

· Risk Assessment form for specific risk assessments as well as Manual Handling Assessment Form are widely available in the council intranet or via the council health and safety team.

	Working with potential dangerous substances


	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;
Burns, scalding;

Eye injuries;
Delayed assistance in emergency.


	· As a general rule in Haringey Council, all dangerous substances should prevented or substituted by less harmful;
· If the use of dangerous substances is unavoidable, it must be justified by a line manager and the activity involving the use of the product(s) in question will be assessed by a COSHH Assessment;

· All chemicals used are all provided with Material Safety Data Sheets (MSDS) and quantities are restricted to strict minimum;

· Such chemicals/products will always be stored in a well ventilated area, away from ignition sources and secured at all times. 

· A strict record of location, quantities and type is kept.

· Lone workers are provided with all relevant information about risks involved with the tasks and the precautions to be taken e.g. reduction of quantities, reading MSDS before use, safe & secure storage and using the provided Personal Protective Equipments (PPE).
· Suitable training provided to enable the person to deal with any foreseeable situations.

· Any tasks identified as hazardous shall not be undertaken out-of normal operating hours.


	
	· COSHH assessments are kept in records by line manager.

· Induction has been provided to all cleaning staff on the safe use of cleaning products.

	Electrical Accident
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Delayed assistance in emergency.


	· All locations used as temporary or permanent offices are part of the general property management system i.e. Fixed Wire testing every 5 years and PAT testing at least every two to three years;
· Staff are advised to report immediately any identified faults to the relevant facilities management channel (Property Repair, Europa, Building Manager, Site Manager);

· Any faulty items must not be used until made safe;

· Decommissioned electrical equipment must be disposed off safely;

· Lone workers visiting external locations must ensure they only plug their IT equipment to safe system of work i.e. directly to wall plugs looking safe to use, via external extension leads fused protected, use the internal battery of their system;

· Staff must not interfere with plugs, cables, etc when an item is connected to the power supply.


	
	

	Intruder in Building

	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Threat to personal safety;
Violence and aggression;

Threatening and abusive behaviour;

Stress;
Delayed assistance in emergency.


	· Staff are aware of security contacts: call promptly metropolitan police, security services (if any) and security team (if any), should they believe an intruder is present in their building;

· Arrangements are in place to ensure there are always at least two persons in the building at the most vulnerable times (e.g. early morning and late evenings after 5pm to late);
· Emergency procedures are in place and a copy of the procedure has been provided to staff;
· Remote working would involve the member of staff being provided with mobile phone and therefore they can use the device to call for help when necessary;
· Council Accident Reporting Procedure in enforced as well as the reporting of any intrusive incident/break-ins;
· Staff have received some personal safety training;
· Lighting has been verified as being adequate in the location and particularly on egress, exit routes and car parking areas;
· Sites have well maintained security systems, alarms, etc.
· Staff shall no wear valuable openly visible and

· Employees are to not confront an intruder, evacuate the area via contingency routes.


	
	· One to one reviews minuted;
· Discussion with local facilities management on monthly basis to determine if any issues must be taken into account for risk assessment review.

	Safe routes:-

· To work early morning; and

· To home after work late.
	Employees

Cleaning staff

Academic Staff

Maintenance Staff


	Accident, injury;

Threat to personal safety;

Delayed assistance in emergency.


	· A Lone working Checklist is completed with Line Manager before any such lone working is agreed;
· As part of the initial assessment (authorisation process to lone work in such patterns), transportation, routes, licences, vehicle roadworthiness, journey planners, access/egress, safe car parking, adequate lighting, personal safety, etc... are being discussed and ascertained with the direct line manager.

	
	

	Violence at Work risk
	Employees

Cleaning staff

Academic Staff

Maintenance Staff


	Accident, injury;

Threat to personal safety;
Violence and aggression;

Threatening and abusive behaviour;

Stress;
Delayed assistance in emergency.


	· A Lone working Checklist is completed with Line Manager before any such lone working is agreed;

· A Specific Violence at Work Risk Assessment must also be completed;

· As part of the initial assessment (authorisation process to lone work in such patterns), transportation, routes, licences, vehicle roadworthiness, journey planners, access/egress, safe car parking, adequate lighting, personal safety, etc... are being discussed and ascertained with the direct line manager.

· When lone working involve visiting or meeting a client, the initial assessment pre-empting such meeting will consider 

· Person’s attitude towards our organisation, 

· Service User/Client’s expectations, 

· Historical behaviours (violence, drugs, alcohol, medical conditions)
· Aspect of the job (i.e. giving bad news, enforcing rules or regulations, cash handling, discussing sensitive information, physical contact e.g. bathing)

· Environmental factors like having a mean to raise the alarm and call for help, being aware of nearest escape route, mobile phone signal.
	
	

	Working out-of-hours
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Threat to personal safety;

Delayed assistance in emergency.


	· Working out-of-hours should be avoided as far as reasonably practicable.

· If unavoidable, it will be discussed with the line manager (recorded).

· As part of the discussion the following is being covered:

· Security Arrangements;

· Emergency Arrangements;

· Who to inform if staying working out-of-normal operating hours (site manager, reception, facilities management, etc)

· Access and egress i.e. safety, lighting, safe car parking, safer routes, etc;


	
	

	Fire and Other Emergencies
	Employees

Cleaning staff

Academic Staff

Maintenance Staff

Contractors


	Accident, injury;

Threat to personal safety;

Delayed assistance in emergency.


	· Staff lone working are familiar with the emergency procedures for their area as well as security procedures mentioned above (e.g. calling reception, site manager to inform them that you will be working later than usual, verifying security procedure for your location i.e. you might have to leave at a certain time);

· Lone workers are regularly reminded of contact details and procedures to follow when requiring emergency services;

· Lone workers have received appropriate fire safe awareness training.
	
	· Regular One to Ones and Team Meetings cover these areas. These meetings are formally minuted.

· Lone workers received fire safety training covering the safe use of fire extinguishers;

· Lone workers are aware of First Aid Supply location


This Generic Risk Assessment: Lone Working will apply to most services and establishments for general situations. 
The Line Manager (or delegated competent Risk Assessor) must however also carry out specific risk assessments as identified above to cover all specific issues. The carrying out of Site specific and Job specific risk assessments are also recommended in Haringey Council using the form below.

	Service:  


	Location:  
	Assessment Completed by:

	Description of Activity/Task Assessed:


	Date of Assessment:
	Review Date:  


	Activity
	Hazard Description 

(i.e. potential causes of injury/damage)
	Potential injury/damage
	Persons at risk
	Current preventative and protective measures
	Risk Level 

(see method)
	Further action required

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Recommendations (include date to be completed by).

	Hazard No.


	Action
	Responsibility
	To be Completed By:



	1.


	
	
	

	2.


	
	
	

	3. 


	
	
	

	4.


	
	
	

	5.


	
	
	

	6.


	
	
	

	7.


	
	
	

	8.


	
	
	


Risk Assessment Method

In order to assess a risk associated to a hazard, two factors need to be considered:-

i -
The possible severity of the outcome
Realistically, what is the worst likely outcome?  This method defines four categories of severity:-

	Fatality or permanent disability

Major injury or long term absence

3 day injury or temporary disability

Minor injury


ii -
The likelihood of the outcome to occur
How likely is it that the severe outcome will occur?  Five categories are defined:-

	Likely

Probable

Possible

Remote

Improbable
	A repetitive occurrence should be expected

Foreseeable

Could occur sometime

Unlikely, though conceivable

Almost negligible


Once those two factors are assessed, the matrix on the next page can be used to determine the level of risk.  This information was then used to prioritise any control measures necessary to eliminate or reduce the risk to an acceptable level.

Risk Assessment Method (cont).



Risk Assessment Matrix:-
	Likelihood

Severity
	Likely
	Probable
	Possible
	Remote
	Improbable

	Fatality or permanent disability
	VERY HIGH
	VERY HIGH
	HIGH
	MEDIUM
	LOW

	Major injury or long term absence
	VERY HIGH
	VERY HIGH
	HIGH
	MEDIUM
	LOW

	3 day injury or temporary disability
	HIGH
	HIGH
	MEDIUM
	MEDIUM
	LOW

	Minor injury
	MEDIUM
	MEDIUM
	LOW
	LOW
	VERY LOW




Prioritisation: Action Level:-
	VERY HIGH
	Unacceptable risk - immediate action required

	HIGH
	Risk reduction required - high priority

	MEDIUM
	Medium risk - action required so far as is reasonably practicable

	LOW
	Low priority - further risk reduction may not be feasible or cost effective

	VERY LOW
	Low risk - no further action required
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