CROYDON COUNCIL

RISK ASSESSMENT FORM - PART 1

Generic risk assessment – Adjust locally
	
	
	Reference No
	


	Site or Location:  
	Work activity:  Young workers

	Assessor:  
	Date: 

	
	Review Date: 


	Employees considered:


	Non-employees affected:



	Out of hours?     
	Vulnerable persons: 


	Other assessments to be read in conjunction with this assessment:
Fire Risk Assessment
Building Risk assessment

Work Equipment 
Hazardous Substances



	SIGNED:                                                                                          DATED:

               (Assessor)

	SIGNED:                                                                                          DATED:
              (Manager)


Definitions of young people and children by age

· a young person is anyone under 18 years old;

· a child is anyone who has not yet reached the official age at which they may leave school, just before or just after their 16th birthday (this is often referred to as the minimum school leaving age (MSLA)).

· Within this risk assessment a young person incorporates young people and children, unless otherwise stated.
Employment of Children – Information for Parents

Before a child is employed Heads and Managers must provide parents/guardians with comprehensible and relevant health and safety information on the following:

· identified risks to young persons,

· the associated preventive and protective measures, and

· any information on risks to health and safety required to be provided in situations where two or more employers share a workplace.

Protection of Young Persons

Heads and managers must protect young persons from any risks to their health and safety, which are associated with the young persons

· lack of experience,

· lack of awareness of existing risks,

· or immaturity

Insurance

The Council’s insurance enables managers to offer a work experience or job placement to a young person or child. 

13 years old is the minimum age in which a child may take part-time employment paid or voluntarily. 

Prohibitions

No young person under the age of 16 can:

· collect or sort refuse.
· work in a cinema, theatre, discotheque, dance hall or night club.

· work in a commercial kitchen.

· operate high-risk lifting machinery unless they have the necessary competency, including completing training and maturity. High risk lifting machinery includes cranes, construction site hoists and fork-lift trucks
· work as an agent for the collection of money
· operate a power press unless they have the necessary competency, including completing training and maturity.
· use high-risk woodworking machinery unless they have the necessary competency, including completing training and maturity. High risk woodworking machinery includes any which is hand-fed, any sawing machine, any planing machine and any vertical spindle moulding machine.
· be used as part of lifeguard cover for swimming pool during placement.
RISK ASSESSMENT FORM – PART 2

	Ref No:

 


	Activity: 


               Risks to be judged with control measures in place

	HAZARDS
	PERSONS AT RISK
	CONTROLS PRESENT
	SEVERITY OF HARM
	LIKELIHOOD OF HARM
	RISK RATING
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	Asbestos

Work with IT Sections
	(
	(
	(
	(
	Manager ensures:

· Location of any asbestos is known by reference to the asbestos survey  before any repair or installation work is carried out

· Cables and installed equipment are located to avoid disturbing asbestos
· 
	
	
	
	
	
	
	

	Breakdown in safeguarding

Other young person
	(
	
	
	
	· Young person not to work alone with other young persons.

· Persons working on a one-to-one basis with the young person is CRB checked.

· Young person accompanied by their supervisor at all times.

· Young person supervised while using the internet.

· Consent from parents received before work placement starts.
· 
	
	
	
	
	
	
	

	Computers / RSI

Office work
	(
	
	
	
	Manager ensures young person has:

· Their workstation assessed.
· Regular breaks.
· Reasonable workloads.
Young persons to: 

· Report any general fatigue to supervisor.
· 
	
	
	
	
	
	
	

	Confined Spaces

Visiting construction sites with surveyors
	(
	
	
	
	· Managers to ensure young persons do not work in confined spaces e.g. tanks, sewer systems, drainage holes or pipes 
· 
	
	
	
	
	
	
	

	Dangerous machinery 

guillotines, shredders, etc.,
	(
	
	
	
	Managers ensure:

· All equipment is suitably located & guarded.

· All equipment is safely maintained & cleaned.

· Safe systems of work exist for setting, adjusting, unblocking, repairing & maintaining equipment.
· Information, instruction and training in the use and maintenance of the equipment is provided. 

· Young person does not use powered tools or mechanical / electrical (mains live) equipment e.g. compacters.
· Young person is made aware of risks from machinery if safe systems of work are not followed e.g. entrapment. 
	
	
	
	
	
	
	

	Dangerous machinery 

(Cont.)
	
	
	
	
	· Provided with personal protective equipment where required.
· Any age restrictions given by the equipment manufacturer are identified and followed. 

· PUWER (provision and use of work equipment) risk assessment updated appropriately.
· The young persons’ stature, strength and reach is suitable for operating the controls.
· The body dimensions of the young person are such that they cannot access dangerous areas.

· 
	
	
	
	
	
	
	

	Electricity 

Use of electrical hand tools to carry out repairs and installations


	(
	(
	(
	(
	Managers ensures young persons are:

· Provided with battery operated tools as far as possible.
· Not permitted to use any tools driven by mains electricity (even 110 volt).
· Warned about the dangers of working near electrical supply leads.
· Not permitted to undertake electrical repairs or maintenance on live systems.
· Provided with information, instruction and training by a competent person before undertaking any repairs or maintenance work.
	
	
	
	
	
	
	

	
	
	
	
	
	Manager ensures any wiring carried out by the young person is checked by a competent electrician before connection to the mains power supply.
	
	
	
	
	
	
	

	Electricity

e.g. carer using client’s vacuum cleaner
	(
	(
	(
	(
	Manager ensures young person is instructed:

· On how to carry out a visual check on electrical equipment (see attached)
· Not to use faulty equipment and how to report faults

Manager has issued young person with a Residual Current Device and explained how to use it.
	
	
	
	
	
	
	

	Extremes of weather

Hurricanes, Heat waves
	(
	
	
	
	Manager decides:

· Whether the work can be avoided as far as possible & reprogrammed for a later time of the year

· Whether the young person can undertake the activity, based upon their psychological and physical development

· Whether the risks arising from the work activity are too great  

If Manager does allow work to go ahead, he / she  arranges:

· For the young person to be given personal protective equipment

· Suitable rest breaks for warm / cold drinks, applying sun block / sun cream
· 
	
	
	
	
	
	
	

	Excavations

Site visits with surveyors
	(
	
	
	
	· Manager ensures young persons is not permitted to work below ground level with the exception of footings which are at or below knee depth
· 
	
	
	
	
	
	
	

	Falls from height

Site visits with surveyors, engineers

Office work, basement storage areas

.
	(
	
	
	
	Manager ensures that for site work:
· No climbing or walking on fragile roofs

· Guard rails and edge protection are in place

· No opening through which person could fall e.g. skylight windows

· No strong winds which could affect balance and stability

· Do not use sharp tools when working at height.

· Ladder procedure is followed (see attached) 
· Young persons are provided with personal protective equipment.
· Young persons provided with health and safety induction and included in tool box talks
Manager ensures that for office work:

· Storage above head height has been minimised.

· Goods required frequently are not stored at height.

· Young person is prohibited from standing on chairs to reach high filing, etc.

· Young person is provided with an appropriate step ladder & trained in its use.
· 
	
	
	
	
	
	
	

	Fatigue and Exhaustion 
	(
	
	
	
	Manager ensures young person is entitled to:

· A minimum daily continuous rest period of 12 hours

· Two days in every seven off per week (these will usually fall on the weekend)

· A minimum 30-minute rest break after 4½ hours of continuous work
· Working time is limited to 40 hours per week

· The maximum working day is eight hours

· Night working is prohibited under normal circumstances, but exceptions are allowed for certain sectors and circumstances (seek guidance from department H&S Consultant)
· 
	
	
	
	
	
	
	

	Fire


	(
	(
	(
	
	Manager ensures young persons are:

· Made aware of fire risks and evacuation procedures, on induction.

· Instructed in the operation of heating devices and the potential risks and provided with personal protective equipment e.g. goggles where applicable.

· Trained in evacuation procedures including the shutting down of equipment where relevant.

· Shown all escape routes and the assembly point. 

· Included on the register for persons within the team/building, if applicable.

· Provided with a buddy and a Personal Emergency Evacuation Plan (PEEP) if the person has a disability which affects their ability to escape
	
	
	
	
	
	
	

	Gas
	(
	(
	(
	
	Where working near gas pipes, appliances or cylinders manager must explain:

· the basics of flammability;

· how to detect leaking; and 

· what to do I the event of a gas leak (see attached).

The manager should ensure that gas cylinders are safely stored and used, away from direct sources of heat by following manufacturers / suppliers guidance.
	
	
	
	
	
	
	

	Hazardous substances 

Incl. diseases
	(
	
	
	
	Manager:

· Identifies possible hazards  substances e.g. chemicals, pesticides, fibre glass, biological agents from animals

· Undertakes a COSHH assessment for each substance or reviews existing COSHH assessments for each substance

· Limits young person’s use / exposure to  either: (a) non-hazardous substances; or (b) hazardous substances where the risks will be low.

· Segregates young person from potentially diseased animals 

· Ensures young person is not exposed to any animals known to be infected, diseased or that bit. 
· 
	
	
	
	
	
	
	

	Hazardous substances 

(Cont)
	
	
	
	
	· Issues young person with appropriate personal protective equipment and trained on how to use it.
· Where appropriate, offers young person inoculations e.g. tetanus (advice should be sought from Occupational Health)
· Instructs young person  not to eat, drink, apply make up or contact lenses in areas where work with hazardous substances has been undertake
· Instructs the young person to follow good hygiene procedures
· 
	
	
	
	
	
	
	

	Heat

Hot equipment, materials and liquids
	(
	
	
	
	Manager ensure young persons are:

· Not allowed to work with hot equipment and to observe only.
· Provided with personal protective equipment when observing this type of activity.
· 
	
	
	
	
	
	
	

	Knives, sharp implements


	(
	(
	(
	(
	Manager ensures young persons are:

· Trained and instructed in the use and storage of all sharp implements

· Provided with personal protective equipment where necessary.
· Follow procedures on knives (see attached).
· 
	
	
	
	
	
	
	

	Lone working
	(
	
	
	
	· Young person not permitted to work alone and should be supervised at all times at a level commensurate with this risks arising from this assessment, once it has been adapted to actual work conditions

· Formalised procedure in case of separation and explained to the young person
· Young person aware of emergency procedures and how to summon help.
· 
	
	
	
	
	
	
	

	Manual handling
	(
	
	
	
	Manager

· Avoids the need for manual handling as far as possible

· Where it is not possible, conducts or reviews existing manual handling assessment and decides on the risks posed to the young person, including the person’s physical capabilities and limitations

· Instructs young person in correct use of any lifting equipment

· Arranges for appropriate lifting and handling training to be given, where necessary.

· Instructs young person to only lift objects that are within his / her capabilities.

· Ensure assistance is always available so that the young person can ask for help.
· 
	
	
	
	
	
	
	

	Medically Unfit
	(
	
	
	
	Manager checks with young people whether they have any obvious health conditions which could affect their ability to do the work safely, for example:

· Not colour blind if working with electricity

· Do not suffer from vertigo if likely to work at height

· Have no hearing difficulties if likely to work near manoeuvring traffic

· Do not have asthma if working with or near animals.

· Do not have epilepsy if working near machinery or water.
· 
	
	
	
	
	
	
	

	Needlestick injuries

Giving personal care
	(
	(
	(
	(
	Manager instructs young person to:

· Follow procedure (see attached).
If needle stick injury occurs, Council’s procedure to be followed – employee provided with the procedure.
	
	
	
	
	
	
	

	Noise

Construction site visits or work near machinery or traffic
	(
	
	
	
	Manager:

· Reviews noise risk assessment & ensures noisy work areas have adequate warning signage

· Issues young person with ear protection and instructs him / her in its correct use, maintenance and storage

· Warns young person of risks from noise

· Limits the amount of time the young person is exposed to noise
· 
	
	
	
	
	
	
	

	Psychological capacity & maturity & horseplay
	(
	
	
	
	Manager:

· Ensures close supervision initially to assess the young persons psychological capacity and maturity

· Adjusts level of supervision according to the risks from this assessment once it has been adjusted to actual conditions and young person’s personal capabilities

· Warns young person of situations which may: 


a) be stressful


b) include disturbing scenes or death.

· Fully inducts young person and provides further specialist training if required.

· Advises young person of the need to avoid practical jokes and horseplay and the consequences of this.

· Ensures varied work routine as far as possible. 
· Builds in regular breaks to relieve boredom and maintain concentration
· Ensures young person is inducted on the potential hazards of their working environment and expected standards of behaviour

· Ensures young person is made ware of the council’s code of conduct

· Obtains a reference from school/previous employer as to the behaviour of the young person

· Ensures young person is made aware of and how to deal with special needs of customers/colleagues they made meet
· 
	
	
	
	
	
	
	

	Slips, trips and Falls
	(
	(
	(
	(
	Manager:

· Ensures immediate work area is kept clean and tidy

· Instructs Young person  on safe working practice including:
· Cleaning up spillages

· Displaying warning signs after spillages

· No running or horseplay
· Need to wear appropriate footwear
	
	
	
	
	
	
	

	Stored Energy


	(
	(


	(
	(
	· Young person not to use any tools driven by electricity (even 110 volt ) compressed air, fuel or explosive cartridge.  
· When observing their use Personal Protective Equipment to be worn including eye protection as appropriate
· 
	
	
	
	
	
	
	

	Verbal Abuse / Violence
	(
	
	
	
	Manager ensures young person

· Is instructed in safe working procedures (e.g. not giving out full name and address, use of panic alarms, etc)

· Will not be left alone with members of the public.

· Do not accompany staff on visits to potentially aggressive members of the public

· Is removed from scene if actual violence occurs
· Not responsible for large amounts of money

· Given training if he/she could potentially be threatened at any time.
· Follows the councils Code of Conduct
· 
	
	
	
	
	
	
	

	Vehicles / traffic

e.g. driving to customers premises, inspecting road works with engineers

	(
	(
	(
	(
	Managers ensure young persons are:

· Made aware of pedestrian and vehicle segregation routes (through induction)

· Segregated from vehicles during specified procedures e.g. reversing vehicles and not used as a banks-man
· Instructed about potentially hazardous areas 

· Not permitted to drive whilst on block work experience.

· Provided with a safe and secure passenger seat with seat belt if riding as a passenger.

· Only allowed to drive if they are over the age of 17 and have the correct training and licenses and vehicle they will use is appropriately insured.
· Provided with High Visibility jacket or vest and given instructions about where to stand and walk when doing working near traffic.

· Issued with personal protective equipment, where necessary.
· 
	
	
	
	
	
	
	

	Vehicles / traffic

(Cont)
	
	
	
	
	Young persons can only operate lift trucks when fully trained and only on council premises

Children under MSLA never to operate lift trucks
	
	
	
	
	
	
	

	Vibration

Hand-arm and Whole body
	
	
	
	
	· Manager reviews vibration risk assessment and consider where the young person may be at increased risk

· Young person has reduced exposure to vibrating tools/machinery

· Personal protective equipment provided, where appropriate and young person trained on correct use.
	
	
	
	
	
	
	

	Working near water e.g. reservoirs, tanks, wells
	(
	(
	(
	(
	Manager ensures young person:

· Warned of site specific hazards & segregated from hazardous areas e.g. deep pools, wells

· Made aware of slippery surfaces around water areas.

· Only work in and around the water areas if they are suitably qualified (e.g. swimming badges).
· Is given a life jacket

· Is aware of emergency procedures.
	
	
	
	
	
	
	



RISK ASSESSMENT FORM – ACTION SHEET

	Ref No: 

	Activity: 


	COMMENTS/ ACTION REQUIRED 


	TIMESCALE
	RESPONSIBLE PERSON

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Visually Checking Electrical Appliances

· Ensure pins are straight

· No burning around the plug or on the plug

· No wiring exposed

· No loose wiring 

· Ensure plug is not cracked

If any of the above are found on an electrical item the item must be immediately removed from use.
Gas Leak
· Do NOT turn on lights or anything electrical including kitchen extraction equipment

· Ban any smoking in nearby smoking areas

· Move people out of the area

· Turn off any gas taps e.g. to cookers

· Shut off the appropriate gas valve

· Ventilate the area by opening windows & outside doors

· Ideally lock the door to the area & place a warning sign on it

· Call the gas board and, where necessary, a GORGI registered contractor

· Ensure that the gas supply is turned back on only by a CORGI registered contractor

Ladders

Ladders must only be used as a last resort and for short duration work (usually inspection - type work) where the risks of a fall are tolerable or trivial. In addition, good practice requires that:

· ladders can be put up at the correct angle (for every 4 metres in height, the ladder base should be 1 metre out from the wall or structure)

· the worker should have three points of contact with the ladder at all times (two feet and one hand)

· workers should not need to over-reach to access the work area

· workers must be instructed in the safe use of stepladders and ladders

· precautions are in place to stop a ladder from slipping or falling, for example, someone “footing” the ladder at the bottom

· ladders are well maintained and inspected regularly

If the work situation does not allow these safe practices, then a ladder should not be used.

Use of Sharp Knives

· Use the right sharp knife for the work

· Ensure the knife is sharp to avoid putting too much pressure behind it (if a knife slips, excess pressure / momentum can cause it to strike against a body part or person)

· Use the knife by cutting away from the body, keeping the free hand behind the knife

· Wipe a knife clean by positioning the blunt edge close to the hand / body and the sharp edge away from the hand / body

· Wash up sharp knives and put them away as soon as they are finished with

· Do not leave sharp knives lying round, particularly near serving hatches and children  

· Do not try to catch a falling sharp knife – stand back and let it fall

· Avoid passing sharp knives from hand to hand – place the knife down for another person to pick it up

· If you do pass a knife to someone hold the knife by its blade with the blunt edge towards your hand / body and the handle towards the person

· Do not leave sharp knives in with the general washing up (dirty water will obscure vision of the knife leading to cuts) 

· Carry knives with the blade in the downward position

· Never run while carrying a knife

· When transporting a knife or not using a knife, ensure it is suitably  sheathed  
Needle Stick Injuries
· Be alert to the possibility of encountering needles in places such as void properties, alleyways, piles of refuse, soft furnishings, drains, peoples clothing etc. 

· Avoid delving into pockets, linen baskets, bedding, waste bins without first checking for needles

· Staff must not attempt to re-sheath, cut or bend needles.

· Needles should only be moved or transported in an appropriate sharps container. Under no circumstances are they to be placed in bags, clothing, pockets etc.

· Ask for a hard chair to sit on or check soft furnishings for needles before sitting down 

· Where it is essential for needles to be handled managers are to ensure that only employees who are trained in the safe handling and disposal procedures carry this out

· Where there is a risk of staff inadvertently coming into contact with discarded needles management must supply appropriate PPE such as puncture proof footwear, needle proof gloves etc.

· Staff who are required to handle needles should be provided with the appropriate handling tools such as grab devices, tweezers, etc.

· Staff must be provided with sharps container which must be located where the needle can immediately be disposed of

· Staff must dispose of the needle carefully and correctly into the sharps container. 

· Sharps containers are to be stored in such a way that they cannot be accessed readily by unauthorised people e.g. children, elderly etc.

· Sharps containers are to be disposed of as hazardous waste and only licensed hazardous waste operators are to be used

· Staff should ensure that the line manager is notified of the location and disposal details of any needles discovered








