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Steps to completing a Risk Assessment
On the risk assessment form, complete the work area, location, dates, and assessors’ details. List all general tools and equipment that will be used for this task. 

In the first column named ' Task/ Activity' provide a detailed description of the process that is being risk assessed. This will include the specific items used during the process.
Step 1: Identify the hazards. In the first column named ' Task/ Activity' provide a detailed description of the process that is being risk assessed. This will include the specific items used during the process.
Identify the foreseeable hazards by: Walking the area, observing the processes, reading the manufacturing user manual/ instructions or MSDS, speaking to staff and reviewing previous accident data. See above hazards listed. 
Step 2. Decide who can be harmed and how they can be harmed.

Who can be harmed? These include, employees, contractors, students, visitors, members of the public, young persons, new and expectant mothers. If there are more than one category of persons that could be harmed, select 'other' and write in all the relevant groups.

How can they be harmed? Detail how the groups of people that you have identified at risk could be potentially harmed. What type of reasonably foreseeable 
injury and/ or ill health could occur? For example, Manual Handling activities if risks are not controlled could result in musculoskeletal injuries or working 
with excessively loud machinery could result in hearing loss and/or tinnitus. Hazard considerations: Observation, task analysis, accident/ incident trending, 
employee input, HSENI & other relevant publications.
    Step 3. Evaluate the risks and decide on controls.

    List all the current control measures already in place to control the risk of injury and/or ill health to the groups of people identified in step 2. Using the risk 
matrix, assess what the likelihood would be of an injury/ ill health occurring by the severity of the injury/ ill health based on the current controls in place. 
Insert these numbers (Likelihood X Severity) into the risk rating boxes to establish the risk rating of the current controls. 
The risk rating should be as low as reasonably practicable (ALARP) meaning the level of risk must be low as possible. If the current risk remains
uncontrolled or too high, additional control measures should be identified using the hierarchy of control (pictured below) and implemented.
Step 4: Record the findings

Risk Assessments must be recorded (either electronically or paper copy), kept locally and significant findings communicated to relevant people. Risk 

assessments should be readily available for inspection by HSE(NI), HSW, Trade Unions and be stored for 3 years. 
Step 5: Review - Risk assessments should be seen as a continuing process and should be reviewed annually or as and when required (as indicated below). Review of the risk assessments are important to ensure that they are kept up to date & takes account of: Changes in Activity, Changes In Processes / Working Practices, Changes In Legislation, Changes in Individual Circumstances (Expectant Mother), New Employees, Upgrades to existing Technology/Machinery, Following an accident/ Incident.

Assessing the Risk                                                                                                    HIERARCHY OF CONTROLS

1. Insignificant - Minimal damage or loss                                                           a)
Elimination - Eliminate the hazard.
2. Minor - Minor injury (First aid only injury i.e cut or bruising)
          b)
Substitution or replace the hazardous process with a lower risk.
3. Moderate - Medical injury or temporary ill health                                         c)
Engineering Controls – Structural change to the working environment to place
4. Major - RIDDOR reportable injury                                                                                 a physical barrier between the worker & the hazard 
5. Severe - fatality or injury/ illness causing long term disability
          d)             Administrative Control – Work procedures, work permits etc           
                                                                                                                            e)             Personal Protective Equipment (PPE) – Personal barrier between the worker                             
                                                   and the hazard. To be Utilised as the last possible line of defence. 

IDENTIFY THE LIKELIHOOD:                                         

1. Remote (Never experienced)



2. Unlikely (but still possible)


3. Possible


 

4. Probable
                          

5. Certain
ASSESS THE RISK FROM THE RISK MATRIX
	    
	 
	LIKELIHOOD

	
	
	1. Remote
	2. Unlikely
	3. Possible
	4. Probable
	5. Certain

	SEVERITY
	1. Insignificant
	1
	2
	3
	4
	5

	
	2. Minor
	2
	4
	6
	8
	10

	
	3. Moderate
	3
	6
	9
	12
	15

	
	4. Major
	4
	8
	12
	16
	20

	
	5. Severe
	5
	10
	15
	20
	25


	High Risk

(Stop Work)
	15-25
	Medium Risk

(Continue with caution)
	6-12
	Low Risk


	1-5


	Exact Work Area
	
	Completed by
	

	Work Location 
	
	Completion date
	

	Campus
	
	Review date
	

	Tools/ equipment used?
	

	What are the primary hazards?
	Adverse weather, Asbestos, Biological, Chemical/ Harmful Substances, Confined spaces, contact with fixed object, Contamination (loose, airborne), Display Screen Equipment, Driving for work, Dust/fumes, Electricity, Flying/ falling objects, falls from height, Hot Works (welding), Ionising & Non Ionising Radiation, Lead, Legionella, Lone Working, Manual Handling/ Ergonomics, Noise, Object overturning/ collapsing, Occupational Stress, Environmental Conditions – temperature or lighting (too high/ too low), Pressure systems, Slips, trips and falls, Stored energy – electricity/pressure or static, Work Tools, equipment or machinery, unsecure loads, Workplace vehicles, Vibration, Violence/ Aggression, Working with sharps (needles/blade)

Other (please add detail): 


	Main steps of the Task/Activity?
	What is the Hazard?
	Who can be harmed and how?
	Initial Risk
	Control Measures & Actions Required
	Risk after intended controls
	Actions completed by (include completion date)

	
	
	
	L
	C
	Risk
	(If risk rating exceeds 15- high risk activity should be stopped until further corrective action implemented)
	L
	C
	Risk
	(All controls must be in place before work starts)

	
	
	
	
	
	
	· 
	
	
	
	

	
	
	
	
	
	
	· 
	
	
	
	

	
	
	
	
	
	
	· 
	
	
	
	

	
	
	
	
	
	
	· 
	
	
	
	

	
	
	
	
	
	
	· 
	
	
	
	


Section to be completed by Risk Assessor:

Print Name ………………………              Signature ………………………………      Date ………………………….
Section to be completed by Relevant Person:

Print Name ………………………              Signature ………………………………      Date ………………………….
ProSafe goal:   ZERO INJURIES AND WORK RELATED SICKNESS IN OUR WORKFORCE
Page 1 of 5
ProSafe core belief:   ALL ACCIDENTS CAN BE PREVENTED
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