Health and Safety 
Coleg Powys and Powys County Council are organisations which are committed to health and safety.  Both organisations have up to date health and safety policies and a statement of intent that is signed by the Chief Executive Officers.

Both organisations have risk assessment policies and procedures which it expects its employees to comply with.  The organisations both operate shared risk policies.  By this we mean:

1. The staff responsible for and who facilitate the learning which you provide, undertake risk assessments of the premises in which the learning will take place. 

2. It is your responsibility, with support from the identified competent persons to make an assessment of the risk associated with the activities which you intend to undertake with you learners and as part of the agreed learning programme.  You are the expert with the knowledge and experience to make this assessment.
3. It is important that the learners understand that they to have a role to play in adherence to health and safety policies and in particular risk assessment – for example we need to know if a belly dancing class learner has a significant heart problem.  We need to know this type of information so that we can make and accurate assessment of the risk and make reasonable adjustments to the planned learning programme to accommodate the learner.
In both organisations there are trained competent persons who will advise you if you have any concerns about the risk assessment which you are undertaking.  
Additionally there is an ongoing staff development programme of health and safety training.  If you are interested sand would like to know more then contact your site administrator / development officer to get the details.
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GUIDANCE NOTES FOR RISK ASSESSMENT FORMS
This assessment needs to address what is actually happening and seek to reduce the risk, not what should be happening

A risk assessment is the conscious process applied to the identification of hazards, the subsequent evaluation of the associated risks and the implementation of a series of control measures to minimise the risks.

Activity Assessed 
Give a brief outline of the work / task involved in this assessment. It can be generic.
Assessed By

The competent / trained person completing the risk assessment and date completed
Location Assessed

Where the work / task is carried out
Checked by Head of School

On completion, all risk assessments need to be signed off by the Head of School and dated 
Hazard
Anything which has potential to do harm

Person at Risk

Consider any person at risk by the activity, staff, students, visitors, contractors, members of the public. If all is stated, this covers everyone. If necessary be specific
Level of Risk

Identify the likelihood that someone will be harmed by the hazard. See table below
Control Measures to Reduce Risk

Identify the measures that are already in place at the time of the assessment. Reference can be made to departmental safe working procedures, Approved Codes of Practices and recognised standards

Level of Residual Risk

Assess the impact of the control measures on the level of risk

Further Preventative and Protective Measures

Should the risk need to be reduced further or eliminated, identify further measures required. These could be to avoid the risk altogether, remove the person, reduce exposure, increase training, use PPE, health screening, more control measures etc.

Person Responsible for Measures

Identify responsible person. Normally, this is the tutor, instructor, carer or person in authority
Special Circumstances
Identify any additional risks involved when individuals are under 16, have additional needs or are new or expectant mothers

Frequently used venues / rooms for this activity
Activities may take place outside college premises at the same venue or in the same room in college. Please identify these if relevant

Levels of Risk
	Use this matrix to determine judged Levels of Risk
	Potential Outcome

	
	Minor - 1
Cuts, sprains, bruises, minor burns, property damage
	Major - 2
Non-life threatening, fractures, dislocations, muscle strains, cuts, burns needing medical treatment
	Severe - 3
Life-threatening, loss of limb, major fracture, exposure, hypothermia, penetrating eye injury, death

	Likelihood of Event
	Unlikely - 1
	Trivial - 1
	Slight - 2
	Moderate - 3

	
	Possible - 2
	Slight - 2
	Moderate - 4
	Significant - 6

	
	Likely - 3
	Moderate - 3
	Significant - 6
	Unacceptable - 9


Example 1

Cuts / abrasions to your hands whilst carrying out tasks are fairly common, but it is not a very serious injury.

From this table, it would work out as:

Minor (slight hand injury) X Possible = Risk Level of Slight

Example 2

Sir Ernest Shackleton’s “Safe return doubtful” expedition to Antarctica.

From this table, it would work out as:

Severe (probable death) X Likely = Risk Level of Unacceptable
Review Date

Set a review date. 

· Routinely, on an annual basis

· When there are changes to processes or machinery, or personnel 

· Introduction of new equipment

· Changes to amount of activity

· New information becomes available, changes in legislation or following an audit
· After an accident
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	RISK ASSESSMENT
	Activity Assessed:  
	Assessed By:  
	Date:  

	Please refer to the document “Guidance Notes for Risk Assessment Forms” before completing.
	Location Assessed:
	Checked by Head of School:
	Date:


	Hazard
	Persons at Risk
	Level of Risk

(See reverse for guidance)
	Control Measures to Reduce Risk
	Level of Residual Risk
	Further Preventative and Protective Measures
	Persons Responsible for Measures

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Special Circumstances

	1. Learners pre 16
	2. Staff / Learners with additional learning needs
	3. Staff / learners new and expectant mothers. Fill out additional checklist available on the intrenet 




	Frequently used venues / rooms for this activity

	Location and grid reference / room number
	Nearest emergency contact 
	Additional notes on venue


	Hazard
	Persons at Risk
	Level of Risk

(See reverse for guidance)
	Control Measures to Reduce Risk
	Level of Residual Risk
	Further Preventative and Protective Measures
	Persons Responsible for Measures
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Health & Safety Checklist for Adult Education - Tutors and Group Leaders using Community Buildings

Can the class tutor/group leader ensure that group members are made aware of the location of :

Fire exits (ensure that there are no obstructions)

Emergency exit signs

External Assembly point (an

Fire extinguishers

Fire Hoses (if installed)

Fire Alarms

A First Aid Box

Telephone

Fire Action Plan

· Sound the alarm, dial the fire brigade.

· Direct class members to the assembly point.

· Leave the building.

· Register all class members at the designated assembly point.

Also ensure:
· incoming electrical equipment has been PAT tested

· any equipment has written instructions for use including protective clothing needed to be worn

· to avoid hazardous manual handling operations as far as is possibly practical

· toilet facilities are available.

If there are any problems contact the establishment head the F.E. Warden or Area Office, Tel. 01874 612388.

The tutor has the authority to withdraw from an establishment, if, any serious Health & Safety issues arise.

Youth Club Health & Safety Checklist

Leaders in Charge

Youth Club Leaders in Charge have a responsibility for ensuring the inspection of equipment as listed below, as appropriate to the establishment.  Remove any faulty or damaged equipment to a safe place and/or label ‘out of order’.  All members of staff have a responsibility for health and safety.

Sessional / set up checklist

Fire Equipment  (view before each opening of club or project)

· Fire Exits
(ensure that there are no obstructions)

· Fire Extinguishers

· Fire Blankets

· Fire Hoses

· Emergency signs (‘running man’, exit signs, assembly point, health & safety law etc)

Furniture, Fixtures & Fittings  (view before opening of club)

chairs, tables, stools   and so on

Electrical  (When used)


Monthly Checklist
Check highly used electrical items

Smoke detectors (where fitted)







Fire Alarms

Look for:




Emergency Lighting







First Aid Box

· Knots in cables

· Damaged or frayed cables

·   Cracked or chipped plug cases

· Correct rating of fuse

· PAT tested

· Any other e.g. hair dryers

	Equipment Check  (When used)
	Termly Checklist

	Pool tables
Table Tennis Tables
Gym Equipment

Indoor Goalposts

Televisions

Electronic Games
	Music Systems

Disco Equipment

Dart Board

Computers

Any other e.g. Art & Craft Material, Cooking Utensils
	Emergency evacuation procedures 
Assembly point inspection


Community, Leisure and Recreation Department

Youth & Community Section

Information Cascade

Assistant Director

(

Departmental Health &



Powys Youth & Community


Safety panel (advisory)



Monthly Officer Meetings





(






   (




(



(


F.E. Wardens (County Meetings)
Shire Full Time Officers Meetings
Minibus Operators       Powys Vol Orgs
















   Village Hall Forum




(






    (




(




F.E. Tutors




Shire Part Time Leaders Meetings











      (








Youth Club Staff meetings

Other

Direct Correspondence



Induction Training



Stage 1 Training



Basic Health & Safety Training (part-time leaders)



IOSH Training



Toolbox talk (i.e. during club visits/discussion
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RECORD OF RISK ASSESSMENT

The Management of Health and Safety at Work Regulations 1999 (MSHW Regs) require every employer to make a suitable and sufficient assessment of:-

· 
the risks to the health and safety of his employees to which they are exposed whilst at work, and to others 
who may be affected by the work activities.

· 
evaluation of the risks.


introduce measures to control the risks

Please read the guidance notes overleaf before completing this form.

	Department:                                                                                 Location:



	1. Activity assessed:



	2. Persons identified “at risk”:



	3. Main hazards associated with this activity:



	4. Frequency of exposure to hazards:



	5. Severity of Possible injury:                              1     2     3     4     5     (see overleaf)



	6. Likelihood of occurrence                                 1     2     3     4     5



	7. Risk Factor can be calculated by:

Severity of possible injury .......   X    Likelihood of Occurrence    .......   = Risk Factor of    .......    (see notes overleaf)

	8. Existing measures in place to reduce risk (e.g. qualified staff, Licensed provider, safety equipment etc.)



	9. Assessment of Residual risk:                   Low          Medium             High 



	10. Further preventative and protective measures required (e.g. additional member of staff, maintain equipment etc.)



	11. Any factors on the day/at the event that affect this assessment e.g. weather conditions, lack of staff etc.



	Assessment carried out by:-                                                               Position:

Date:


GUIDANCE NOTES FOR COMPLETING THIS FORM

1. Activity:
Give a brief description of the activity in this assessment

2. Person identified as being at “risk”
Consider other persons apart from Club/Project members and young people/own employees who may be affected by the activity.  Remember session work, shift workers, cleaners, member of the public etc.

3. Main Hazards:
Remember a hazard is something with the potential to cause harm and a risk is the likelihood or chance that something will happen.

4. Frequency of exposure to hazards:


This should be recorded as:

Frequent
 



repeatedly encountered

Probable




likely to occur several times

Occasional




likely to occur once or twice

Remote





unlikely to occur

5. Severity of possible injury (based on no existing safety measures)  


6. Likelihood of Occurrence

1
Nil

unlikely to have injuries




1
Not likely

2
Slight

minor cuts, bruises




2
Possible

3
Moderate
severe laceration, eye injury

X

3
Quite Possible

4
High

broken bones, death to an





individual





4
Likely

5
Very High
multiple deaths & wide damage



5
Very likely

7. Risk Factor calculation:
This is calculated by multiplying the value of the severity of possible injury (5) with the likelihood of occurrence (6).  This gives a figure which represented the Risk Factor.  A resultant factor of greater than 6 will require additional safety measures.

8. Existing measures in place to reduce the risk (specifically required if the figure is more than 6).  

9. Assessment of residual risk
This should denote the remaining perceived risk after application of the existing safety measures.


Low

-
risks are insignificant






Medium

-
significant risks but under control






High

-
significant risks not under adequate 









control

10. Further preventative and Protective measures required:
Should the risk need to be further reduced or eliminated, one of more of the following may be necessary:

1.
Eliminate/avoid risk at source

5.
Reduce employees exposure to risk.

2.
Reduce risk at source.


6.
Prepare safe working procedures/permit to 


3.
Control risk at source.



work systems.

4.
Remove employee from sick.

7.
Train employees.







8.
Utilise protective clothing/equipment.







9.
Health screening.

11. Any factors on the day/at the event that affect your assessment.
This could include changes in the weather, location, instructor etc.

Information to be given to employees and club/project members:
Must be provided with comprehensive and relevant information on:

· 
The risk to their health and safety identified by this assessment;

· 
The preventative and protective measure needed to be taken.

The assessment needs to address what actually happens in the workplace or during the work activity and not what should be happening.

Remember that legislation also exists requiring other specific risk assessments to be undertaken e.g. Control of Substances Hazardous to Health, Noise at Work, Handling, Display Screen Equipment, Asbestos, Personal Protective Equipment.
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