TRAINER'S GUIDE TO MODULE

SESSION 1: INTRODUCTION

 30 minutes


Session Objectives

By the end of the session the trainees should know:

•
the definition of accident

•
the reason for risk assessment

•
the place of risk assessment in the company safety management system

•
the difference between reactive and proactive safety management

•
their own role in the risk assessment process

•
the stages of risk assessment.

Welcome and Introduction

Welcome trainees and discuss administrative and domestic arrangements

Welcome the trainees. Outline the administrative and domestic arrangements, ie breaks, meals, fire procedures, location of toilets, smoking arrangements, messages, etc.

Conduct trainer and trainee introductions

If trainees do not know one another, ask them to give their names and job titles, and to indicate if they have been involved in risk assessment before.

Overview the course contents

Outline the main objectives of the course (see Summary of Module Contents earlier).

Accidents

Define the term accident

Define the term accident as being "an unplanned and undesired event that leads to injury, damage or other loss".

Overhead(s): Show PPT Slide 1 (Definition of Accident).

Discuss accident triangle studies

Accident triangle studies have demonstrated that there are many more near-misses and minor injuries than serious injuries, but that many of the near-miss accidents could have caused serious injuries.

Overhead(s): Show PPT Slide 2 (Accident Ratios).

Explain the relationship between accidents and near-misses

Use the triangle approach to show how the results of accidents are largely a matter of chance, but that most accidents are foreseeable.

Use an example such as a patch of oil on the floor. The oil may cause someone to slip (the accident) — in very many cases the outcome of the accident will be just a stumble, sprain or a bruise, but in a few cases someone could fracture a bone and it is remotely possible that someone could be unlucky enough to be killed.

The same accident, therefore, can have a number of results varying from a near-miss to death. The difference in result could depend on a split second, a few millimetres or some other minor factor.

Health and Safety Management

Explain that accident investigation is an example of reactive safety management, but that proactive safety management is also very important

1.
Reactive safety management is acting on accidents and defects in the workplace, eg accident investigation.

2.
Proactive safety management is trying to identify potential accident causes and dealing with them before any accidents happen.

Risk assessment is a proactive safety management technique.

Explain what risk assessment is in simple terms

In simple terms, risk assessment is thinking about what can go wrong and deciding if enough has been done to prevent it.

Describe the health and safety management system model in HSG65, pointing out that risk assessment is part of the planning and implementing stage

Describe as follows the safety management system model in HSG65 Successful Health and Safety Management. HSG65 is now used by the HSE to test organisations' compliance with the Health and Safety at Work, etc Act 1974 (HSWA) and the Management of Health and Safety at Work Regulations 1999 (MHSWR).

1.
Any organisation must set out its policy for health and safety, ie its intentions or aims in respect of accident and ill-health prevention.

2.
It is necessary to set up a committed organisation of competent people, with proper systems of communication, control and co-operation to achieve the stated aims of the policy.

3.
Planning is necessary to achieve the policy aims. This planning will largely be by means of risk assessment to prepare performance standards for health and safety. The plans must be implemented.

4.
Systems must be defined for the measurement of performance in meeting the plans. These systems should be active, ie measuring compliance with performance standards etc, as well as reactive, ie accident statistics.

5.
The information obtained from measurement systems must be used as part of the review of the whole of the safety management system to develop the policy, organisation, planning, implementing arrangements and measurement techniques.

6.
The whole of the safety management system should be audited to establish if it meets the appropriate standards, and this information should also be fed into the review process.

Overhead(s): Show PPT Slide 3 (Health and Safety Management).

Legal Requirements, Assessors and the Stages of Risk Assessment

Provide an outline of the legal requirement for risk assessment under the MHSWR

Regulation 3 of the MHSWR requires employers (and the self-employed) to make a "suitable and sufficient" assessment of the risks presented by work activities to the health and safety of employees and other persons. The aim of this assessment is to identify the measures needed to comply with the requirements of relevant legislation.

Mention that more detailed risk assessment is required for specific topics, such as manual handling, substances hazardous to health and asbestos, but that these are outside the scope of this course.

Overhead(s): Show PPT Slide 4 (Management of Health and Safety at Work Regulations 1999).

Discuss who is best placed to carry out risk assessment

Lead discussion to conclude that all levels of management and operatives should play a part in the risk assessment process, and discuss how these roles vary. Managers could provide input on management issues, and those directly involved in the activity being assessed could provide information on deviations from standard working practice, eg how blockages in a process are dealt with.

Hand out and discuss, if available, the company policy on risk assessment.

Company-specific: Refer to the company policy on risk assessment.

Describe the stages of risk assessment and risk management

The basic approach to the management of risks in health and safety can be summed up in the following steps, which are reflected in the requirements of the MHSWR.

1.
Consider all tasks, activities and situations.

2.
Identify the hazards that are, or may be, involved.

3.
Identify those who may be exposed to the hazards, including those particularly at risk.

4.
Analyse the risks of injury (severity and likelihood) or loss from the hazards.

5.
Determine adequacy of existing control measures.

6.
Evaluate the risk and risk levels.

7.
Consider measures that may eliminate or reduce risk further in line with the basic principles of risk control.

8.
Implement the risk control measures.

9.
Communicate control measures to staff and how these will be integrated into their tasks.

10.
Monitor the measures of control.

11.
Review and introduce any corrective actions.

Steps one to six constitute risk assessment, which is part of risk management. The input of detailed and correct information (steps one, two and three) enables evaluation of risk (steps four, five and six), which should then be followed by the implementation of the results of the risk assessment and follow up actions (steps seven to eleven). Carrying out these steps should ensure that the risk assessment is suitable and sufficient, and that risks are adequately managed.

Overhead(s): Show PPT Slide 5 (The Stages of Risk Assessment and Risk Management).

Summarise the Session

Emphasise the main points of the session

In particular, reiterate the following.

•
The management of safety is integrated into the responsibilities of all managers.

•
Most accidents and ill-health caused by work can be prevented by management.

•
Successful management of safety is achieved in the same way as successful management of any other aspect of business, such as quality, production, finance, etc.

•
Risk assessment has always been an important part of management and the legal requirement is only formalising what the best managers have always done.

•
Risk assessment should be carried out methodically and to a system, in order to be successful.

Do not:

•
go into the details of legislation and the history of risk assessment — this should have been covered in other courses

•
define the terms used and systems to be adopted in the risk assessment process — this will be covered later in the course

•
discuss specific examples of risk assessment from trainees (leave these until later).

Distribute Info Sheet 1 at the end of the session.

Infomation Sheet: Distribute Info Sheet 1 (Health and Safety Management and Risk Assessment).

SESSION 2: HAZARDS AND PEOPLE AT RISK

 45 minutes


Session Objectives

By the end of the session the trainee should know:

•
the definition of hazard

•
how to break down work activities into components such as tasks, plant, substances, etc

•
how to identify hazards

•
the definition of risk

•
the classes of persons that could be affected by hazards

•
how the type of person affected can affect the risk.

Definitions of Risk Assessment Terms

Ask trainees to define a hazard, discuss their definitions and then give the official definition from the MHSWR

Ask trainees for their definitions of a hazard. Write these on the flipchart and discuss them. Show PPT Slide 6, which quotes the definition of a hazard from the Approved Code of Practice (ACOP) to the MHSWR (L21) as "something with the potential to cause harm".

Do not discuss other "official" definitions of hazard as this could result in confusion.

Additional: Use flipchart.

Overhead(s): Show PPT Slide 6 (Definition of Hazard).

Discuss harm

Harm is physical injury or ill-health to those exposed to the hazard. Delegates may think only of injuries — it is important to point out that harm includes ill-health, which is often overlooked because it takes longer to manifest itself.

Define the word "risk"

Define the word "risk" as "the likelihood that the harm from a particular hazard is realised" (quoted from the ACOP to the MHSWR). This definition also refers to the extent of the risk, ie the number of people who could be harmed, and the way in which they could be harmed. In short, it also covers the severity of the risk.

Overhead(s): Show PPT Slide 7 (Definition of Risk).

Explain what risk assessment is

Explain that analysing hazards to ascertain the likelihood of them causing harm is known as the risk assessment process, and the rest of the course will be dealing with this.

Do not discuss control measures or risk factors at this stage.

Hazards

Ask delegates for examples of hazards and discuss examples, being sure to mention safety hazards and health hazards

1.
Safety hazards include:

(a)
electricity and portable hand tools

(b)
hazardous chemicals

(c)
machinery

(d)
sharp edges (blades, knives, etc)

(e)
lifting and handling.

2.
Health hazards include:

(a)
high noise levels

(b)
cold working conditions

(c)
radiations

(d)
hazardous chemicals

(e)
lifting and handling.

Some hazards appear on both lists because they can cause injury and ill-health, eg a hazardous chemical might cause immediate injury such as chemical burns, but it could also cause ill-health, such as respiratory disease, over a longer period.

Differentiate between a hazard and an unsafe condition, with examples

An example of the difference between a hazard and an unsafe condition is as follows. A damaged electricity cable is an unsafe condition, whereas electricity is a hazard. A guard missing from a machine is an unsafe condition, while the moving blade is a hazard.

Emphasise:

•
each part of the definition of a hazard, ie something with the potential to cause harm, in order to ensure that trainees begin to appreciate the difference between hazards and unsafe conditions

•
the need to have a clear definition of hazard to avoid merely making lists of unsafe conditions.

Hand out the cartoon and the hazard checklist from EX 1 and ask trainees to identify hazards.

Training exercise(s): Use EX 1 (Hazard Spotting).

Describe the first and second steps of risk assessment, ie analysing tasks and identifying hazards

Explain that:

•
the first step of risk assessment is considering the operation to be carried out and breaking it down into its component elements, eg tasks, plant and substances

•
the second step is identifying the hazards associated with the various component elements of the task.

Ask trainees to analyse an activity into its component elements and then identify the associated hazards, either using EX 2a or, if trainers prefer, using another example, ie:

•
a general activity such as changing the wheel on a car

•
a company-specific work activity, provided that it is familiar to all trainees.

Training exercise(s): Use EX 2a (Grass Cutting: Tasks and Hazards).

People at Risk

Explain the third step of risk assessment, ie identifying which groups of people can be at risk from a hazard

Point out that when considering who is at risk, it is important to consider not just those directly involved with the activity, but also those who may be affected by the activity, for example, if they are in the vicinity or have a related task. Examples of such people include maintenance workers, contractors, visitors, even members of the public.

Using EX 2b, ask trainees to list categories of workers and other people at risk from the hazards they identified in EX 2a or the example used as an alternative.

Overhead(s): Show PPT Slide 8 (People at Risk).

Training exercise(s): Use EX 2b (Grass Cutting: People at Risk).

Discuss the types of personal attributes within such groups which can increase risk

Explain that individuals within these groups may face different levels of risk, depending on personal qualities such as competence, experience, age, ability, physical condition or pregnancy.

Ask trainees to identify hazards which may present particular dangers to pregnant workers and new mothers

Examples of hazards to which pregnant workers, new mothers and their babies may be at increased risk include manual handling, work with lead and ionising radiation.

Mention the legal requirement in the MHSWR to consider pregnant workers, new mothers, workers under 18 and those especially at risk

Regulation 3(6)(b) of the MHSWR requires employers to make a particular note in their risk assessment records of any group of employees identified by the assessment as being particularly at risk.

Regulation 3(4) requires employers to make a specific assessment of the risks to young people (ie those under 18), before the young people are employed.

Regulation 16 requires employers to include risk assessments relating to new or expectant mothers as part of their overall risk assessment, where:

•
the persons working in an undertaking include women of child-bearing age, and

•
the work may involve a specific risk to the mother or her baby from any processes, working conditions or biological or chemical agents.

Taking the categories of people listed in PPT Slide 8, consider them in terms of a particular hazard

Select a hazard such as manual handling, a grinding wheel or a hazard that is appropriate to the trainees' work. Ask the trainees to consider different types of person within each of the categories in PPT Slide 8 that might be affected by the hazard you have selected and write the suggestions down on a flipchart. The following list gives suggestions of the types of person who might be mentioned.

Note:
This is not an exhaustive list. In addition, some of the types of person listed may not be relevant for the hazards, activities or workplaces being assessed.

1.
Taking the first two categories in PPT Slide 8, ie operatives involved in the activity and other employees in the workplace, these people could include:

(a)
skilled operatives

(b)
trainees and new workers

(c)
young workers

(d)
old workers

(e)
pregnant workers

(f)
workers with a breathing disability

(g)
partially-sighted workers

(h)
workers with impaired movement

(i)
lone workers

(j)
shift workers.

2.
Maintenance and cleaning workers may be:

(a)
workers in any of the categories shown in (1) above

(b)
contractors.

3.
Contractors may be:

(a)
workers in any of the categories shown in (1) above

(b)
regular contractors

(c)
first time contractors.

4.
Visitors to the workplace may be:

(a)
regular

(b)
first time.

5.
Passers-by and members of the public may include:

(a)
adults

(b)
children

(c)
blind persons

(d)
disabled persons

(e)
persons with prams

(f)
those from nearby schools

(g)
those from nearby hospitals

(h)
trespassers.

Then ask trainees to consider how the attributes of these people affect the level of risk, ie which types of person indicated are more or less likely to suffer harm from the selected hazard, and why? As you discuss each of these, explain that this step of the process will enable you to decide later if the current arrangements are sufficient to protect each type of person and/or whether further arrangements are necessary for certain categories.

Emphasise:

•
the importance of considering persons other than the operatives actually involved in an activity

•
being imaginative in trying to consider all those who might be affected by a hazard, while remaining realistic

•
the legal requirement for identifying those particularly at risk, pregnant workers and workers under 18 years.

Do not discuss the measures to protect individuals; this will be covered in the next session.

Distribute Info Sheet 2 at the end of the session.

Overhead(s): Show PPT Slide 8 (People at Risk).

Additional: Use flipchart.

Infomation Sheet: Distribute Info Sheet 2 (Risk Assessment: Stages 1, 2 and 3).

SESSION 3: ANALYSING RISK

 30 minutes


Session Objectives

By the end of the session the trainee should be able to:

•
analyse the severity and likelihood of risk

•
apply the principles and hierarchy of control.

Severity and Likelihood

Recap on definition of risk

Show PPT Slide 7 again to trainees to emphasise the definition of risk. Point out that this definition refers to the extent of the risk and includes consideration of the severity of harm as well as the likelihood.

Overhead(s): Show PPT Slide 7 (Definition of Risk).

Explain severity and likelihood and why they are important

Severity of harm is the "awfulness" of the outcome of an accident, ie anything from minor injury to death, which could happen to one person or to many. The likelihood of harm is the estimated frequency of the harm occurring, ie never to very frequent.

The analysis of the factors of severity and likelihood is important to enable a balance of risk against the costs of the measures provided/to be provided.

Discuss factors affecting severity

Discuss factors that affect severity of risk, using the flipchart to write down trainees' suggestions. Suggestions should include:

•
numbers of people that may be affected

•
level of energy, eg voltage, pressure, heat, noise

•
concentration, eg full strength or diluted acid

•
toxicity of a substance (if the hazard is a substance).

Additional: Use flipchart.

Illustrate the factors affecting severity using an example of a specific hazard

A hazard can have varying levels of severity. For example, the severity of harm as a result of an electrical hazard can vary with the voltage. The severity of harm from a fall can vary with the height fallen.

Discuss factors affecting likelihood

Discuss factors that affect the likelihood of harm. Use a flipchart to write down trainees' suggestions. Suggestions should include:

•
numbers exposed to a hazard

•
frequency of exposure, ie how often the task featuring the hazard is performed

•
type of persons exposed (as discussed in Session 2: Hazards and People at Risk)

•
environment (eg temperature, lighting, space)

•
measures provided to control the hazard.

 Additional: Use flipchart.

Illustrate the factors affecting likelihood using an example of a specific hazard

Give examples of hazards and the way in which the likelihood can be affected by conditions. For example, a short trailing cable stuck to the floor with tape in an office where one person works is unlikely to cause someone to trip. However, a long unsecured trailing cable across the floor of a busy supermarket is very likely to cause someone to trip.

Control Measures

Explain the importance of examining existing control measures as part of the risk assessment

When assessing risk, both likelihood and severity need to be considered. As mentioned earlier, one of the factors affecting likelihood is the control measures already in place; therefore these must be considered when analysing the likelihood of harm from hazards. The more effective the measures are to protect against a hazard, the less likely it is that harm will result.

Describe the basic principle of the division of control measures into "safe place" measures and "safe person" measures

Control measures can be divided into two types.

1.
Safe place measures — these are engineering or hardware solutions, which try to make the workplace, plant, materials, substances, etc as safe as possible.

2.
Safe person measures or software measures — these are usually applied after safe place measures in order to further reduce any remaining risk.

Do not indicate that the safe place/safe person principle is the only way of looking at control measures — it is merely one way that can be applied systematically.

Discuss the division of control measures into preventive and protective measures

An alternative to the safe place/safe person distinction is to divide measures into preventive or protective measures.

1.
Preventive measures are aimed at preventing accidents, eg:

(a)
vehicle brakes

(b)
machinery guards

(c)
local exhaust ventilation

(d)
storage bins for flammable materials.

2.
Protective measures provide some protection against the results of accidents, eg:

(a)
safety belts

(b)
protective clothing

(c)
respirators

(d)
fire extinguishers.

Explain that specific legislation determines specific control measures in some cases, but that where no specific measures are mentioned, they must be "reasonably practicable"

For some situations specific measures may be determined by law, and to determine this, risk assessments should be carried out as required under the MHSWR. In most other cases, the measures must be those that are "reasonably practicable".

The concept of "reasonably practicable" is one that trainees should understand — it is assumed here that those attending this course already have some general health and safety knowledge. However, it may be necessary to refresh their memory, and so the following explanation may be provided.

The HSWA requires employers to do what is "reasonably practicable" to ensure health and safety. Legal judgments have interpreted the meaning of "reasonably practicable" to require an assessment of the risk relative to the costs of the remedy. In other words, a safety measure must be adopted unless the cost is "grossly disproportionate" to the risk, eg a costly control measure is not necessary for a risk which is very unlikely to cause harm. There is no specific guidance on what the courts would consider to be a gross imbalance, but it is clear that considerable costs may be required when the risk is high.

Safe Place and Safe Person Measures

Discuss the hierarchy of safe place measures (engineering or hardware measures) with examples

There are various safe place measures which vary in terms of their effectiveness at reducing risk. This varying effectiveness can be ranked to produce a hierarchy of control. Show the trainees PPT Slide 9 and discuss the hierarchy of control illustrated therein. 

The hierarchy of control is as follows

1.
Controls which eliminate the hazard. Examples include:

(a)
using compressed air tools instead of electrical tools, thus eliminating the electrical hazard (note, however, that new hazards will be introduced by the compressed air tools, eg compressed air and noise)

(b)
purchasing finished components rather than having to grind or polish them on site.

2.
Controls which reduce the level of the hazard at source. Examples include:

(a)
installing a machine with a lower noise level

(b)
purchasing acid in the diluted form in which it will be used.

3.
Controls which reduce exposure to the hazard by means of physical measures that protect everyone rather than individuals. These can be further classified into the hierarchy:

(a)
controls which enclose the hazard, either fully or partially, eg:

(i)
machine guards

(ii)
noise reducing enclosure around a machine

(iii)
insulation on electrical equipment

(b)
controls which remove people from the hazard, eg:

(i)
a barrier around an excavation

(ii)
uninsulated high voltage electrical conductors strung at a high level on pylons

(iii)
dangerous parts of a machine sited in an inaccessible place

(c)
controls which reduce contact with the hazard, eg:

(i)
a trip device on a machine

(ii)
general ventilation (windows, extraction fans).

Do not suggest that there must be a way of eliminating every hazard, but that there must be a way of ensuring every hazard is not a risk.

Overhead(s): Show PPT Slide 9 (Risk Control: Engineering Measures).

Discuss safe person measures

Safe person controls include:

•
protective clothing

•
information and instruction

•
training and supervision

•
a defined procedure for a task

•
permit-to-work system

•
signs, notices and pictorial signs

•
information sheets and labels.

A number of safe person measures (particularly training) will always be required to reinforce and complement the safe place measures. There is no particular hierarchy for these measures except that the Health and Safety at Work, etc Act 1974 requires "information, instruction, training and supervision" to be provided by the employer, so far as is reasonably practicable.

Using EX 2c, ask trainees to apply the safe place and safe person options in turn to the cartoon used earlier in EX 2a/2b.

Overhead(s): Show PPT Slide 10 (Risk Control: Other Measures).

Training exercise(s): Use EX 2c (Grass Cutting: Controls).

SESSION 4: EVALUATING THE RISK

 30 minutes


Session Objectives

By the end of the session the trainee should be able to:

•
understand the use of scales for severity and likelihood to rate the risk

•
evaluate whether the risk is adequately controlled.

Risk Rating

Explore rating of severity and likelihood

Explain that the factors of severity and likelihood of harm from a hazard can be placed on a scale against numbers or words. Below are three examples from different sources, which are also reproduced on Info Sheet 3. Use these as an illustration of scales which can be used for severity and likelihood, or use the scales from the risk-rating system which you use in your own company.

Scales

Severity




Likelihood


10 (Multiple death)



10 (Certain)


8 (Single death)




8 (Very likely)


6 (Major injury)




6 (Likely)


4 (Loss time injury)



4 (May happen)


2 (Damage/ minor injury)


2 (Unlikely)


1 (Delay)




1 (Very unlikely)


Scales from HSG65 (Successful Health and Safety Management)

Severity




Likelihood



Major (death or serious injury) 

3
High (harm is certain or near certain)
3

Serious (over three days' absence) 
2
Medium (harm will occur frequently)
2

Slight (up to three days' absence) 
1
Low (harm will seldom occur)
 
1

Scales from BS8800: Guide to Occupational Health and Safety Management Systems

Severity




Likelihood


Extremely harmful



Likely


Harmful





Unlikely


Slightly harmful




Highly unlikely


Emphasise that analysing the likelihood and severity of harm is only part of risk assessment and that numbers or words need not be used; this analysis is only a systematic way of ensuring that likelihood and severity are considered and a record is kept of the analysis for future review.

Do not indicate that the systems illustrated are the only way of analysing severity and likelihood.

Company-specific: Show company risk-rating system.

Explain how multiplication of severity and likelihood leads to a risk rating

Explain that by multiplying together the two factors of severity and likelihood, a risk rating is arrived at which may be useful in prioritising hazards for action. Emphasise that this part of the process is not risk assessment — it is merely a way of arriving at a prioritised list.

Using a flipchart, show how multiplying the scales for severity and likelihood discussed earlier results in the following risk ratings. Alternatively, discuss your own company risk-rating system.

Standard Risk Rating System

	Likelihood
	Severity

	
	Multiple Death
	Single Death
	Major Injury
	Lost Time Injury
	Minor Injury
	Delay

	Certain
	100
	80
	60
	40
	20
	10

	Very Likely
	80
	64
	48
	32
	16
	8

	Likely
	60
	48
	36
	24
	12
	6

	May Happen
	40
	32
	24
	16
	8
	4

	Unlikely
	20
	16
	12
	8
	4
	2

	V Unlikely
	10
	8
	6
	4
	2
	1


Risk Rating Using Scales from BS8800

	
	Slightly Harmful
	Harmful
	Extremely Harmful

	Highly Unlikely
	TRIVIAL RISK
	TOLERABLE RISK
	MODERATE RISK

	Unlikey
	TOLERABLE RISK
	MODERATE RISK
	SUBSTANTIAL RISK

	Likely
	MODERATE RISK
	SUBSTANTIAL RISK
	INTOLERABLE RISK


Note:
Tolerable here means that risk has been reduced to the lowest level that is reasonably practicable.

Additional: Use flipchart.

Company-specific: Show company risk-rating system.

Risk Evaluation

Discuss risk evaluation

Emphasise that the final step in the risk assessment process is to arrive at an evaluation of whether the risk is controlled to the level required by specific regulations or so far as is reasonably practicable. You can define this level as "safe", as defined in PPT Slide 11.

Overhead(s): Show PPT Slide 11 (Definition of Safe)
Explain how to use the risk-rating systems shown earlier or the company risk-rating system to arrive at an evaluation of risk

Some risk-rating systems can help with the decision as to whether the risk is controlled to the level required. Using the page of the flipchart where you have either drawn the risk-rating matrices above or your company risk-rating matrix, explain the significance of the various risk-rating scores. The explanation of the risk-rating scores shown earlier follow (these are also provided on Info Sheet 3).

Standard Risk-rating system

For the purposes of evaluation, the matrix shown earlier (Standard Risk Rating) can be used to provide an initial breakdown of the hazards into categories, ie:

(a)
hazards with risk ratings in the unshaded area can usually be considered as trivial risk

(b)
hazards with risk ratings in the shaded area below the lower double line can be considered as adequately controlled risk

(c)
hazards with risk ratings above the upper double line must be considered as not adequately controlled — further controls will be required

(d)
hazards with risk ratings in the darker shaded areas above the upper double line will require consideration of whether to suspend the operation until controls are introduced

(e)
the control measures provided for hazards with risk ratings between the two double lines must be examined against current standards to arrive at a decision whether the hazard is adequately controlled or not adequately controlled.

It should be noted that the same risk-rating score might be evaluated differently, eg compare the evaluation of the risk-rating score of 8 in the "Delay" column and the 8 in the "Lost time injury" column. This is because this particular evaluation system is based on the prime consideration of risk, which is likelihood. The important factor in risk evaluation is how likely the harm is. The MHSWR ACOP's definition of risk is the likelihood that the harm from the hazard is realised; severity is considered as part of the extent of the risk. The risk rating enables decisions to be taken on the amount of effort to be expended on a hazard, but any hazard that is certain or very likely to cause loss must be attended to and the risk reduced even if the severity is low. The measures will correspondingly be low in terms of cost.

Risk-rating system from BS8800

For the purposes of evaluation the matrix shown earlier (Risk Rating Using Scales from BS8800) can be used to provide an initial breakdown of the hazards into categories, as follows.

	RISK LEVEL
	ACTION AND TIMESCALE

	TRIVIAL
	No action is required and no documentary records need to be kept

	TOLERABLE
	No additionally controls are required.  Consideration may be give to a more cost-effective solution or improvement that imposes no additional cost burden.  Monitoring is required to ensure that the controls are maintained

	MODERATE
	Efforst should be made to reduce the risk but the 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

	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

	INTOLERABLE
	Work should not be started until the risk has been reduced.  If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited


Note:
Tolerable here means that risk has been reduced to the lowest level that is reasonably practicable.

Re-emphasise that:

•
analysing the likelihood and severity of harm is not risk assessment and that numbers or words need not be used; this analysis is only a systematic way of ensuring that likelihood and severity are considered and a record is kept of the analysis for future review

•
the outcome of risk assessment must be an evaluation of whether the risk has been controlled in accordance with any specific requirements or so far as is reasonably practicable

•
the systems shown are not the only way of carrying out risk assessment.

Company-specific: Refer to company risk-rating system.

Discuss the action required if the risk is not controlled to the level required

If it is decided that the risk is not controlled to the level required, then discuss what action can be taken to achieve this level of "safety".

Review the grass cutting example considered in EX 2a, 2b and 2c with the trainees and discuss the measures that would be needed to ensure that the activity can be carried out safely.

Completing the Risk Assessment Form

Introduce the risk assessment form provided in this module OR your company risk assessment form

A risk assessment form is shown on PPT Slide 12 and can be explained as follows.

Note:
This form is used for recording risk assessments which use the Standard risk-rating system explained earlier.

1.
The first column is used to number the hazards which will be listed in the third column.

2.
The second column is used to list the component elements of the task being assessed.

3.
The third column lists the various hazards identified for each component element in the previous column.

4.
The fourth column is used to list the people affected by each hazard.

5.
The next three columns are used to record the assessors' rating of severity (1 to 10), likelihood (1 to 10) and the overall risk rating that results from multiplying the severity and likelihood ratings together (1 to 100).

6.
The eighth column is headed control measures/comment and in this column should be recorded any control measures included in the analysis of likelihood.

7.
The last column can be used to record the initial findings of the risk assessment (trivial, adequately controlled, not adequately controlled, unable to decide: further information required).

Alternatively, use your company risk assessment form.

Once you have explained the form, ask delegates to complete EX 2d, which involves filling in the form for the activity they have been assessing in EX 2a, 2b and 2c.

Overhead(s): Show PPT Slide 12 (Risk Assessment Form) OR

Company-specific: Show company risk assessment form.

Training exercise(s): Use EX 2d (Grass Cutting: Evaluating Risk and Filling in the Risk Assessment Form).

Infomation Sheet: Distribute Info Sheet 3 (Risk Assessment: Stages 4 and 5).

SESSION 5: RECORDING THE FINDINGS

 30 minutes


Session Objectives

By the end of the session the trainee should be able to:

•
state the legal requirements for recording risk assessment findings

•
record the risk assessment findings in writing.

Legal Requirements and Company Procedures for Recording Assessments

Discuss the MHSWR's requirement for the recording of the significant findings of risk assessment

Regulation 3(4) of the MHSWR requires that the significant findings of the risk assessment be recorded where the employer employs five or more employees. 

Regulation 4(2) requires the recording of the arrangements for planning, organisation, control, monitoring and review of the preventive and protective measures.

The HSE has not produced a standard format document for risk assessments made under the MHSWR, apart from the format in the HSE leaflet Five Steps to Risk Assessment (INDG163(L)) suggested for organisations in the commercial, service and light industrial sector. This is not a mandatory format because risk assessments vary so much from organisation to organisation; it has therefore been left to individual organisations to decide how they will record their own assessments.

However, the MHSWR ACOP does intimate the contents of the risk assessment form regarding the "significant findings", ie:

•
the significant hazards identified

•
the existing control measures and the extent to which they control the risk

•
the persons who may be affected by these significant risks, including those especially at risk.

Emphasise that the risk assessment records can be incorporated into company safety arrangements and do not need to be kept separately.

Do not be pedantic about any particular method of recording the findings.

Overhead(s): Show PPT Slide 13 (Significant Findings).

Additional: Show INDG163(L).

If appropriate, discuss any in-house company recording systems

Discuss the company risk assessment recording system, and provide examples of records of company risk assessment that may have been carried out previously for discussion purposes.

Using EX 2e, ask trainees to record the significant findings of the risk assessment, using either the format shown in the exercise or the company format for recording.

Company-specific: Show company risk assessment records.

Training exercise(s): Use EX 2e (Grass Cutting: Recording Significant Findings)
SESSION 6: REVIEWING THE ASSESSMENT

 15 minutes


Session Objectives

By the end of the session the trainee should be able to:

•
state the legal requirements for reviewing risk assessments

•
carry out a review of a risk assessment.

The Need For and Frequency of Assessment Reviews

Ask trainees to suggest those conditions where a review of risk assessment will be necessary

Write trainees' suggestions on the flipchart. Conditions which could lead to a need for a risk assessment review could include:

•
an accident

•
a complaint

•
a change of system or plant or material of the particular activity

•
change of legislation

•
new information from the manufacturer or supplier

•
new guidance published.

Additional: Use flipchart.

Overhead(s): Show PPT Slide 14 (Conditions Prompting Review).

Discuss the frequency of review, including review of the company policy

There is a need to build in a review date for all risk assessments so that they are examined at appropriate intervals, depending on the level of risk, in cases where a review has not been prompted by the conditions outlined above.

A general policy for review at intervals of certain periods has been adopted by some organisations, eg every two or every five years.

Emphasise the need for all risk assessments to be reviewed at appropriate intervals.

Do not dictate a review period. Five years may be too long for some organisations or activities. The risk involved is the main criterion for deciding on a suitable review period.

Bring training to a close and thank trainees

Ask trainees if there are any questions. Once these have been resolved, thank the group for their attention and enthusiasm and close the training.

