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Risk Assessment Tables

	Chose From:
	Table: 1 - Severity

	Slightly Harmful
	· Superficial injuries; minor cuts and bruises; eye irritation from dust

· Nuisance and irritation (e.g. headaches); ill health leading to temporary discomfort

	Harmful
	· Lacerations; burns; concussion; serious sprains; minor fractures; musculo-skeletal disorders;

· Deafness; dermatitis; asthma; work related upper limb disorders; ill health leading to permanent disability

	Extremely Harmful
	· Amputations; major fractures; poisonings; multiple injuries; fatal injuries;

· Occupational cancer; other severely life shortening diseases; acute fatal diseases

	
	
	
	

	Chose From:
	Table: 2 - Likelihood

	Highly Unlikely
	Taking into account the adequacy of the controls listed as being in place, and:

· Number of persons at risk

· Frequency & duration exposure to hazard

· Likelihood of failure of power, fuel or water supply

· Likelihood of failure of plant/equipment

· Limitations of protection afforded by PPE

· Degree of skill, training & experience of persons performing task

· Likelihood of unsafe acts by persons outside the operation

· Rate of incidence in the past (own & similar operations)



	Unlikely
	

	Likely
	

	
	
	
	

	Table: 3 – LEVEL OF RISK – SEVERITY compared with LIKELIHOOD

	
	Slightly Harmful
	Harmful
	Extremely Harmful

	Highly Unlikely
	TRIVIAL
	TOLERABLE
	MODERATE

	Unlikely
	TOLERABLE
	MODERATE
	SUBSTANTIAL

	Likely
	MODERATE
	SUBSTANTIAL
	INTOLERABLE

	
	
	
	

	Table: 4 – ACTION & TIMESCALE

	Trivial
	No action required and no documentary records need to be kept.

	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.

	Moderate
	Efforts should be made to reduce the risk but the costs of prevention should be carefully measured and limited.  Risk reduction measure should be implemented within defined time period.  Where 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 or continued until the risk has been reduced.  If it is not possible to reduce the risk even with unlimited resources, work has to remain prohibited.


Health and Safety Risk Assessment

	Operation:
	MANUAL HANDLING
(Lifting/Moving/Setting up/Dismantling of heavy or awkward items)
	No.
	H-001

	Part 1 - Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Store rooms/Bar/Toilets
	Department:
	

	Frequency:
	AS REQUIRED
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

1. Sprains & strains – through poor lifting techniques; lifting too much weight; unbalanced load

2. Impact Injury – through loss of control of load

3. Injury to others in vicinity through loss of control of load

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· Lifts shared between two or more persons where possible

· Persons physical ability taken into account when assessing lifting/moving tasks

· Environment taken into account before lifting tasks commence i.e. floor surfaces, wet, slippery, uneven, on slope etc.

· All staff to report any temporary physical disability to duty manager e.g. back problems

· All staff trained to report accidents immediately (which involve manual handling)

· Full account is taken of persons physical capabilities (pregnant staff should not undertake the lifting of heavy loads)

· Use trolleys for moving heavy equipment, use two persons to lift on/off trolley.

· Staff trained how to use lifting equipment for larger pieces of equipment.

· Store bulky/heavy items on lower shelves if possible.

· Loads split to nearest entrances to reduce distance for carrying.

· Do not carry loads in such a way that your vision is obstructed to the point that you cannot see where you are going.

· Personnel involved in lifts to be aware of correct lifting techniques. Follow lifting instructions as shown on notice board. 

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	1.
	Slightly Harmful
	Unlikely
	Tolerable

	2.
	Extremely Harmful (if moving larger equipment e.g. stacks of chairs/pool tables)
	Highly Unlikely
	Moderate

	3.
	Harmful
	Unlikely
	Moderate

	b)

	FURTHER ACTION REQUIRED: (table 4)

· Manual lifting of heavy weights used only as a last resort if no lifting aids are suitable.

· When two members of staff involved in manual lifting, physical ability should be matched as far as possible.

· Make new personnel aware of the posters displayed in the hall on correct manual handling techniques.




	Tasks/Equipment that requires Manual Handling (lifting, moving, setting-up, dismantling of heavy or awkward items) in all areas of the hall



	Area
	Task/Activity
	Number of Staff required

	
	
	One
	Two (or more)

	Kitchen
	Pool Table
	
	X

	“
	Full pots and pans
	
	X

	All Areas
	Flat Pack Tables (individual)
	X
	

	“
	Folding Chairs (individual)
	X
	

	“
	Folding Chairs (stacked on trolley)
	X
	

	“
	Fixed leg tables (individual)
	X
	

	“
	Fixed leg tables (multiple)
	
	X

	“
	Amplifiers/electric piano
	X
	

	“
	Boxes/cases 
	X
	

	Bar
	Beer Kegs
	X
	

	Outside 
	Calor Gas cylinders
	
	X

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	


Health and Safety Risk Assessment

	Operation:
	WORKING AT HEIGHTS
(Working at height, including use of steps, ladders and scaffold).
	No.
	H-002

	Part 1 - Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Storerooms/

Bar/Toilets/Outside areas.
	Department:
	

	Frequency:
	OCCASSIONALLY AS REQUIRED
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff Assisting 

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

1. Physical Injuries – falling from height - e.g. off ladders or step ladders. 

2.   Dropped Objects – injury caused to person below ladder from falling objects.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· When working at height, 2 persons must be involved. No lone working. 

· Think ahead of what you are about to do when using a ladder or step ladder or scaffold.

· Check the condition of ladders or step ladders prior to use.

· Ladders used mainly for access and only as a short term working platform.

· All ladders should be properly fastened or restrained at top or bottom or with a second person at bottom to foot ladder.

· When working on lighting or heaters in main hall roof area or when cleaning main hall ceilings a mobile scaffold platform with appropriate ladders, guardrails and toe boards should be used.

· The mobile scaffold platform should be erected and inspected by competent persons.

· Wheels on mobile scaffold must be locked when in use.

· When using a ladder/step ladder it should be stable and only be used on firm and level ground.

· Ensure stepladder is fully extended and that stays or cords are working properly.

· When using a step ladder never stand on the top step, stand so that the knees are below the top step.

· Ensure rungs of ladders/stepladders are secure and free of any substance that may be slippery.

· Never use a stepladder behind a closed door unless the door is locked or guarded.

· Staff unhappy to work at height will not be asked to do these tasks.

· No members of the public are to be allowed into an area where high level work is being undertaken.

· Barriers and signs must be used where there is the potential for falling objects from the work being undertaken.

· If using tools at height they should be secured by lanyards. 

· If personnel are involved in a task with others working overhead then hard hats must be worn.

· Use extension poles when cleaning windows whenever possible to avoid use of steps or ladders.

· Work on the exterior of the building other than window cleaning, painting of windows and facia boards or changing light bulbs should to be left to competent personnel or contractor.

· Exterior work should take place in appropriate weather conditions. e.g. NOT during high winds.

· Do NOT use chairs, tables or stacked boxes in lieu of a stepladder.

· Do NOT proceed with work that you consider unsafe, STOP and report it to the duty manager.

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Extremely Harmful
	Highly Unlikely
	Moderate

	FURTHER ACTION REQUIRED: (table 4)

1) All staff (new staff in particular) to be made aware of the requirements of this risk assessment.

2) Existing controls are presently deemed as adequate.




Health and Safety Risk Assessment

	Operation:
	USE OF ELECTRICITY

	No.
	H-003

	Part 1 - Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Store rooms/Bar/Toilets
	Department:
	

	Frequency:
	AS NECESSARY
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

1. Electric Shock – handling faulty electrical equipment.

2. Customers receiving Electric Shock when using sockets in any area.

      3.   Unprotected extension cables are cut.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· Use battery operated portable equipment whenever possible.

· All electrical equipment maintained on a regular basis and checked visually before use.

· Any equipment found to have faults; frayed cabling etc. is immediately withdrawn from service.

· Staff trained to report faults in equipment immediately.

· Equipment switched off before removing and unplugging.

· If leaving portable equipment unattended it should be switched off and unplugged.

· Do not use electrical equipment or touch plugs or sockets when your hands are wet.

· All sockets and lights throughout building are protected by RCD’s.

· Do not trail cables across floors – use the nearest socket.

· Do not overload sockets – use only one plug per socket.

· Any cable extensions used are to be adequately protected by propriety cable protectors against cutting.

· Unused sockets fitted with blank protectors to prevent children poking items into holes.

· Ensure lights are switched off or isolated before changing light bulbs.

· Only competent personnel to work on the halls electrical installation.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Harmful
	Highly Unlikely
	Tolerable

	
	
	
	

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

1) On-going staff training for new/existing staff in First Aid and dealing with Electric Shock victims



	

	


Health and Safety Risk Assessment

	Operation:
	FIRE
	No.
	H-004

	Part 1 - Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Store rooms/Bar/Toilets
	Department:
	

	Frequency:
	VARIABLE
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers/Customers
	Others at risk:
	Other Staff, Customers (Adults and Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Death, Severe Injury caused by fire and/or smoke inhalation.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

The hall is single a storey building with no upper level or stairs involved.

· All fire exits well maintained and clear of obstructions.

· Break glass fire call points located throughout hall are clearly identified.

· Fire Action Notices displayed throughout building.

· Fire extinguishers checked regularly and maintained annually.

· Regulation Green Running Man Fire exit signs displayed clearly.

· Emergency lighting tested regularly.

· Fire alarm system tested regularly.

· All staff trained in hall fire evacuation procedures.

· Fire hose reel accessible, regularly tested and staff trained in its use.

· Kitchen fire blankets clearly signed and staff trained in their use. 

· Good housekeeping to prevent possibility of fire starting.

· All flammable chemicals kept in correct containers and in locked cupboard.

· Numbers attending functions restricted as per fire certificate for fire evacuation purposes.

· Stewards patrolling during large functions checking all areas for fires starting and to assist in evacuation should it be required.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Extremely Harmful
	Unlikely
	Moderate

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

1) On-going staff awareness training of fire risks and evacuation plans. New staff to be made aware in particular.

2) Annual fire drills to involve staff and public.

	

	


Health and Safety Risk Assessment

	Operation:
	SLIPS, TRIPS AND FALLS

	No.
	H-005

	Part 1 - Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Store rooms/Bar/Toilets
	Department:
	

	Frequency:
	VARIABLE
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Uneven flooring.

· Wet, slippery floor.

· Trailing leads, cables.

· Falling from ladders (low height).

· Tripping over smaller equipment used in all areas.

· Falls from carrying too large loads and unable to see over them.

· Slipping on rubbish left lying on floor, in all areas.

· Tripping over children running about.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· All floors cleaned regularly (by mopping or hovering).

· All spillages cleaned/moped up immediately.

· No trailing cables or leads when customers are using areas unless propriety cable protectors are in use.

· Users of low step ladders to always ensure they are placed on even ground and have assistance from another member of staff to foot and guard the bottom of steps.

· Use of signs and barriers if using low step ladders when the public is around.

· Tables, chairs or other essential equipment is set up for a function with clear areas on the floor to allow safe access / egress.

· Staff trained in manual handling and to break loads down into smaller more manageable portions to prevent tripping while carrying.

· Good housekeeping, no rubbish left lying around floors, use of bins provided.

· Hoovers only used in all areas when public have left building.

· Care taken when children are running around, e.g. Bairn’s parties. Segregation of young children from the areas that persons (especially elderly) are expected to be walking in.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Slightly Harmful
	Unlikely
	Tolerable

	
	
	
	

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

1) New staff to be made aware of the requirement of the risk assessment.

2) All existing controls are adequate, no further action required.



	

	


Health and Safety Risk Assessment

	Operation:
	USE OF KITCHEN/BAR AREAS 
	No.
	H-006

	Part 1 – Assessment

	Location:
	KITCHEN and BAR AREA
	Department:
	

	Frequency:
	REGULARLY
	Duration:
	VARIABLE

	Persons performing task:
	Committee, Cleaners, Bar staff, Helpers
	Others at risk:
	Other Staff, 

Adults & Children

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

                     1. Trip and slip hazard.

                     2. Kitchen hazards (e.g. cuts from knives, scalds and burns from boiling water, cookers etc.)

                     3. Health and hygiene in kitchen, (e.g. food poisoning, cleaning procedures etc.)

                     4. Alcohol related problems (e.g. aggressive behaviour fights etc.)



	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· General housekeeping to be performed at all times to avoid trips, slips or contamination etc.

· All spillages to be cleaned up immediately.

· Use oven gloves or blankets when handling hot pans, oven trays etc.

· Equipment in use (pans, kettles etc) inspected and in good condition.

· No children allowed in kitchen when food is being prepared and cookers/fryers are in operation.

· Knives and sharp equipment are kept in a locked cupboard when not in use.

· Use of propriety peelers etc instead of knives whenever possible.

· Adequate first aid kits and first aiders on hand to deal with accidents in any area.

· Sufficient numbers of personnel working in the kitchen or bar hold relevant certificates or have adequate knowledge and experience of the areas they are working in.

· Kitchen and bar areas cleaned thoroughly after use.

· Adequate bar staff and stewards with appropriate experience or training on hand to deal with aggressive behaviour and other alcohol related problems.

· New starts or inexperienced persons to be paired with experienced persons.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	1,2,3
	Harmful
	Unlikely
	Moderate

	4
	Slightly harmful
	Likely
	Moderate

	

	FURTHER ACTION REQUIRED: (table 4)

1) On-going awareness training for new/existing staff in relevant areas

       (E.g. health and hygiene, first aid etc.)




Health and Safety Risk Assessment

	Operation:
	KITCHEN BAR OPERATIONS 
	No.
	H-007

	Part 1 – Assessment

	Location:
	KITCHEN and BAR AREA
	Department:
	

	Frequency:
	REGULARLY
	Duration:
	VARIABLE

	Persons performing task:
	Committee, Cleaners, Bar staff, Helpers
	Others at risk:
	Other Staff, 



	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

                     1. Hygiene.

                     2. Cleaning.

                     3. Storage and cooking.                     



	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· All staff working in food preparation must wear the protective clothing provided.

· Staff must wash their hands before commencing work, and after handling raw ingredients.

· A high level of personnel hygiene must be observed.

· All areas must be kept clean with the use of hot water and bactericidal detergent.

· All waste materials should be cleared away as soon as possible and bins cleaned daily.

· All spills must be wiped up straight away.

· Raw ingredients must be stored separately from cooked products.

· Raw and cooked products must be prepared on separate surfaces.

· Refrigerator Temperature should be between 2o and 5o C.

· Deep Freeze Temperature should be between -12o and -18o C.

· Minimise the time which cooked /ready to eat products are out of the refrigerator.

· Poultry, meat joints, stews and meat products must be cooked to a core temperature > 75o C and probed at the end of the cooking process.

· All reheated products must reach a core temperature > 82o C.

· Cooked items must be cooled as quickly as possible before storage.

· Ensure goods used for food preparation/or for Bar sales are “in date”.

· 

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	All
	Extremely Harmful
	Highly Unlikely
	Moderate

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

2) On-going awareness training for new/existing staff in relevant areas

       (E.g. health and hygiene.)




Health and Safety Risk Assessment

	Operation:
	CAR PARKS, EXTERNAL AREAS. 

	No.
	H-008

	Part 1 – Assessment

	Location:
	CAR PARK & AROUND HALL
	Department:
	

	Frequency:
	VARIABLE
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Trips/falls on uneven ground.

· Slips/falls on wet, icy or snowy conditions.

· Slips/trips on rubbish left lying around.

· Struck by moving traffic when working in the car parking areas.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· Doorways cleared from snow and ice and gritted/salted when necessary.

· Adequate external lighting in working order to avoid trips and slips when premises are open during the hours of darkness.

· Good general house keeping, tiding up any rubbish found and disposal off litter in bins provided.

· Use barriers/cones/signs to alert and prevent vehicles from entering external car park areas where personnel are working.

· Staff working in car park area should wear high viz jackets.

· Avoid working in car park areas in poor light or in icy conditions whenever possible as vehicle drivers may not see personnel or find it difficult to stop.

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Harmful
	Unlikely
	Moderate

	
	
	
	

	FURTHER ACTION REQUIRED: (table 4)

a. All staff (new staff in particular) to be made aware of the requirements of this assessment.

b. High visibility jackets to be made available to personnel working in car park.




Health and Safety Risk Assessment

	Operation:
	EXPOSURE TO BODILY FLUIDS
(Working with young children, adults at functions)
	No.
	H-009

	Part 1 – Assessment

	Location:
	All Areas: E.g. Main Hall/Club room/Toilets/Kitchen
	Department:
	

	Frequency:
	VERY RARE – FOR CONCERTS/FUNCTIONS
	Duration:
	VARIABLE DEPENDING ON ACTIVITY

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Exposure to illness such as Aids, Hepatitis, Gastric Flu etc.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· All staff who work in all areas at concerts and functions should be aware of the possible risks involved in such a situation.

· Staff is provided with appropriate PPE, disposable gloves etc.

· All fluids are cleaned up as soon as reported using the equipment provided by the hall.

· All staff trained to report all such incidents to the Manager on duty at time of incident.

· All staff aware of location of First Aid box in the hall.

· If a large function is being held, first aid will be the responsibility of the committee members with first aid certificates.

· If a person believes they have been exposed they are advised to contact a doctor.

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Harmful
	Very Unlikely
	Tolerable

	
	
	
	

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

1) On-going awareness training for new staff involved in Stewarding at concerts etc.



	

	


Health and Safety Risk Assessment

	Operation:
	USE OF CLEANING MATERIALS


	No.
	H-010

	Part 1 – Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Store rooms/Bar/Toilets
	Department:
	

	Frequency:
	AS REQUIRED
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

1. Inhaling poisonous fumes.

1.   Splashing of chemicals onto skin causing irritation.

1.   Splashing of chemicals into eyes causing mild irritation, temporary or permanent blindness.

1.  Incorrect disposal.

2.  Ingestion of hazardous substances transferred to food through poor hygiene.

2.  Drinking hazardous substances stored in incorrect containers.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· Only trained staff to use hazardous cleaning substances.

· MSDS sheets of cleaning materials available to staff.

· All cleaning substances except soap and washing up liquids to be kept in a ventilated cupboard (e.g. cleaners store cupboard) which is kept locked at all times.

· Detergent cleaners for bar Glass washer to be kept in locked cupboard alongside Glass washer. 

· Use of cleaning materials kept to a minimum when the hall is busy with customers.

· All staff instructed not to leave cleaning substances unattended.

· Any paints, thinners etc. used by maintenance personnel should never be left unattended.

· Areas closed to the public when being re-varnished, painted etc. Contractors using varnish/paint to wear appropriate PPE.

· Staff using cleaning substances must wear appropriate gloves and protective clothing.

· Any chemical spillage must be cleaned up immediately.

· If any product is splashed into the eye then immediately wash eye for a minimum of ten minutes then seek medical attention. (Take a copy of MSDS with you).

· Medical assistance to be sought if chemicals are ingested or inhaled or staff member shows symptoms of being unwell after using chemicals. (Take a copy of the MSDS with you)

· All chemicals must be stored in original containers or correct and suitable containers which are clearly labelled.

· Always add concentrated chemicals to water NOT water to chemical.

· Staff to be trained in safe handling/storage of chemicals.

· Empty or no longer required containers to be disposed off correctly so as not to create a hazard to personnel or cause an environmental risk.



	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	1.
	Harmful
	Very Unlikely
	Tolerable

	2.
	Extremely harmful
	Highly unlikely
	Moderate

	FURTHER ACTION REQUIRED: (table 4)

1. All staff (new staff in particular) to be made aware of the requirements of this risk assessments.

2. Stored chemical substances should be kept to a minimum at all times. 

	


Health and Safety Risk Assessment

	Operation:
	HANDLING AGGRESSIVE CUSTOMERS


	No.
	H-011

	Part 1 – Assessment

	Location:
	All Areas: E.g. Main Hall/Clubroom Kitchen/Bar area/Toilets
	Department:
	

	Frequency:
	OCCASSIONALLY
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

1. Verbal abuse.

2. Physical abuse e.g. cuts, bruises, being pushed/shoved around.

3. Severe physical violence e.g. being punched.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· All staff who work as stewards for concerts and functions is given training/advice on handling violent and abusive customers.

· Staff trained in good customers relations at all times.

· Staff trained to report any incident immediately to the duty manager.

· Senior management to handle any situation a member of staff feels is out-with their control.

· Staff trained to contact police in extreme situations.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	1)
	Slightly Harmful
	Likely
	Moderate

	2)
	Slightly Harmful
	Unlikely
	Tolerable

	3) 
	Harmful
	Unlikely
	Moderate

	

	FURTHER ACTION REQUIRED: (table 4)

1) All new staff to be made aware of the correct techniques in handling aggressive customers.



	

	


Health and Safety Risk Assessment

	Operation:
	HANDLING EQUIPMENT STORED IN STORE ROOMS

(Crushing/serious injury due to falling/collapsing equipment in store)
	No.
	H-012

	Part 1 - Assessment

	Location:
	All Areas: Store rooms
	Department:
	

	Frequency:
	AS REQUIRED
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff, Customers (Adults & Children)

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Poorly stacked equipment falling over. 

· Large equipment not being stored on even surface and toppling over.

· Small equipment causing trip hazard when not stored in correct storage boxes and left on floor.

· Staff having to climb over/under equipment to get to equipment stored in the wrong place, creating the danger of falling/crushing.

· Large equipment stored which hasn’t been dismantled or folded up properly creating the risk of opening when it is next handled. 

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· All equipment must be returned to correct area to make it tidy and easily accessible for next member of staff.

· All small pieces of equipment are kept in boxes/baskets to prevent tripping hazard.

· Staff shown how to correctly fold up/store larger equipment to ensure it does not open before it should.

· Larger equipment is kept on trolleys for ease of movement.

· Floor areas always kept clear of equipment.

· No lone working when handling large equipment.



	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Harmful
	Unlikely
	Moderate

	
	
	
	

	
	
	
	

	

	FURTHER ACTION REQUIRED: (table 4)

1) Ensuring new staff is aware of safety reasons for storage of equipment.



	

	


Health and Safety Risk Assessment

	Operation:
	WORK RELATED STRESS
	No.
	H-0013

	Part 1 - Assessment

	Location:
	All Areas: 
	Department:
	

	Frequency:
	OCCASSIONALLY
	Duration:
	VARIABLE 

	Persons performing task:
	Committee/Cleaners/Bar Staff/Door Staff/Helpers
	Others at risk:
	Other Staff 

	

	POSSIBLE HARM/INJURY & CAUSE (HAZARD)

· Reduced productivity.

· Lateness.

· Increase in sickness absence.

· Minor/major accidents.

· Lack of interest.

· Poor concentration.

	

	ASSESSMENT BASED ON FOLLOWING CONTROLS BEING IN PLACE

· Frequent breaks from repetitive tasks or heavy manual tasks, in order to reduce fatigue, which may lead to stress.

· All areas environment (temperature, ventilation, space allocation) taken into consideration during set-ups etc.

· Staff instructed to inform Duty Manager if they are taking any medication which could affect their work.

· “Open Door” policy where staff who have a problem can feel free to discuss this with the Manager in privacy.

· Adequate supervision of inexperienced staff to prevent increased stress due to added responsibility.

· Training provided to staff in handling aggressive customers.

· Regular staff meetings to keep staff informed of current issues.

	

	Potential Harm
	ASSESSED RESIDUAL RISK WITH ALL ABOVE CONTROLS IN PLACE:

	No.
	Severity (table 1)
	Likelihood (table 2)
	Risk Level (table 3)

	ALL
	Slightly Harmful
	Unlikely
	Tolerable

	

	FURTHER ACTION REQUIRED: (table 4)

1. Ensure shift patterns are arranged taking into consideration the requirements of the Working Time Directive.

2. Employees diagnosed as having stress should be reassigned to different tasks, where the risks assessed are tolerable.
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