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Swansea ITeC Ltd – Risk Assessment

Date of Assessment:_April 16th 2009
Assessment review date: 2nd April 2009__
  Location: ITeC Building____

	
	Risk Rating
	
	To be completed by 

H & S Manager

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	Likely-hood
(A)
	Severity

(B)
	Risk

(A x B)
	What further action is necessary?
	Action by whom?
	Action by when?
	Done

	Slips, trips and falls
Cuts & Grazing to skin

Bangs to body or head
Broken bones
	Staff, Trainees and Visitors - may be injured if they trip over objects or slip on spillages.
	General good housekeeping.

All areas well lit, including stairs.

No trailing leads or cables.

Staff and Trainees keep work areas 
clear, e.g. no boxes left in walkways,  

deliveries stored immediately.

Offices cleaned every evening.
	1
	1
	1
	No further action, continue monitoring

	Managing Director
	2/4/09
	

	Manual handling 
of paper, office equipment etc

	Staff risk - injuries or back pain from handling heavy/bulky objects, e.g. deliveries of paper.
Trainees 
	Trolley used to transport boxes of 
paper and other heavy items when collecting deliveries etc. 
High shelves for light objects only.

Identify vulnerable staff (e.g. pregnant, 

those with health problems) – assess 

capability to lift, prohibit from certain 

tasks if necessary



Do not carryout manual handling, 

within the ITeC building
	1
	1
	1
	No further action, continue monitoring
If there is a requirement for the Trainee to perform manual handling as part of the course, then training will be provided.

	Training Director
Training Director
	2/4/09
2/4/09
	

	Display screen equipment
Monitor

Workspace

Ergonomics


	Staff and Trainees - risk pain, discomfort or injuries, 

e.g. to their hands/arms, from overuse or improper use or from poorly designed workstations or work environments. 

Headaches or sore eyes can also occur, e.g. if the lighting is poor.

	Workstation designed to take account     of ergonomic factors.
Staff take short, frequent breaks away    from workstation (for rest or for other     tasks, e.g. paperwork).
Work arranged so that staff/trainees do not use computers for continuous,        long periods without breaks.
Venetian blinds at windows to control     natural light on screen.
Eye tests provided for those who want    them. (Staff Only)
DSE is carried out at Induction and DSE equipment is available, but no formal DSE Assessment is carried out


	1
2
	1
2
	1
4
	Trainers to monitor to ensure trainees continue to get breaks away from the computer

Tell staff and trainees that they are to inform their manager/trainer of any pain they have that may be linked to computer use.

Staff to contact the Health & Safety Manger to book an eye test

Introduce Self Assessments of workstations are carried out promptly (certainly within two weeks) of a person starting, and actions from this are done within three weeks.


	Trainers

Director of Training 

All Staff
Training Director
	2/4/09
2/4/09
2/4/09
Jan 09
	

	Working at height 
Filing on top shelves. Putting up decorations.

Opening windows.
Access to data cabinets


	Staff - Falls from any height can cause bruising and fractures.
	· Staff stand on chair to file on high shelves, put up decorations, etc.

· Staff stand on stools to open windows in training rooms.

	2
	2
	4
	Chairs are too unstable. An appropriate stepladder will be bought and staff shown how to use it safely.

	H & S Manager

	24/10/09


	ME

	Electrical
Electrocution
Fire


	Staff could get electrical shocks or burns from using faulty electrical equipment. Electrical faults can also lead to fires.
	· Staff trained to spot and report (to 
    duty receptionist) any defective plugs,
    discoloured sockets or damaged     

     cable/equipment.

· Defective equipment taken out of use safely and promptly replaced.

· Staff told not to bring in their own appliances, toasters, fans etc.
· All equipment purchased meets EC standards
· Instruct staff not to use equipment 

    which has not been tested.


	1
	1
	1
	No further action, continue monitoring
PAT Testing and Electrical Testing of Premises
	Managing Director
Managing Director
	2/4/09
2/2/09
	

	Fire hazards 
Combustible material that may encourage the spread of fire

Portable heaters

Blocked means of escape

Insufficient fire detection & extinguishers

Overloaded / faulty electrical equipment  
	If trapped, staff , trainees and visitors - could suffer fatal injuries from smoke inhalation and burns

Vulnerable staff/trainees (e.g. pregnant, those with health problems, or disabilities) 

	Fire Risk Assessment in Place

(See Fire Safety Management Plan)

No smoking policy maintained
PEEP Action Plans in place for staff and trainees at increased risk
(See Personal Emergency Evacuation Plan)
	1
2
	1
1
	1
1
	Ensure the actions identified as necessary by the fire risk assessment are done
Review Fire Risk Assessment every year

Ensure all new members of staff/trainees receive fire safety induction

Ensure all office furniture is in good condition with no damaged soft furnishing with exposed foam fillings etc.

Staff should minimise accumulations of paper / empty boxes etc. that are no longer needed

Regular clearouts of waste and archiving of paperwork required.  ‘Housekeeping days’ to be arranged.  

Staff should always switch off electrical equipment at night and close all doors behind them and switch off lights when leaving at night
	H & S Manager
H & S Manager

Director of Training

All Staff

All Staff

All Staff
All Staff
All Staff
	5/1/09
2/4/09
2/4/09
2/4/09
2/4/09
2/4/09
2/4/09

2/4/09
	ME

	Welfare facilities
Hot water from Coffee machine and taps in toilet.
Hygiene
	Staff, trainees and visitors – 
Burns from hot water taps in toilets or from coffee machine.

Possible slips (See Slips/Trips and Falls)


	Drinking water and Tea & coffee making facilities provided in conference room with signage indicating hot water.
Two kitchens available:

Staff (Upstairs); Trainees (Downstairs) both with running water supply.
Adequate toilets & washing facilities with hot/cold water, soap and towels is available on both floors. Signage indicating hot water from taps.
First Aider available, First Aid kit kept in reception area, contents maintained by Duty Receptionist.
No smoking policy implemented
	1

1
	1

1
	1

1
	Maintain supplies of disposable cups, to use for visitors.

Kitchens require a hot water supply for washing dishes

Conference room used by commercial clients for buffet lunch, which is cleaned immediately afterwards by duty receptionist
	Duty Receptionist

H & S Manager

Duty Receptionist


	2/4/09
2/2/09

2/4/09
	

	Asbestos

Asbestosis and lung cancer.

	Staff and others carrying out normal activities, at very low risk as asbestos only poses a risk if fibres are released into air and inhaled. 
Maintenance workers most at risk.
	Asbestos is known to be located in the boiler room, which is a prohibited area except to authorised staff.

Advise external contractors/workers where known asbestos is located

ACMs only become a risk to health when damage occurs or whilst being subjected to disturbance (i.e. cut, drilled, sanded, etc) 

	1
	4
	4
	Continuing Monitoring 

Awaiting contractor to produce an Asbestos report for the building


	Managing Director
	Feb 09
	

	Noise

	Staff, Trainees and Visitors
	The risk of excessive noise at ITeC has been assessed as low, however, on occasion there may be brief instances of obtrusive noise when technical work is undertaken 
	1
	1
	1
	Monitor
	Managing Director
	2/4/09

	

	Chemicals

Toner cartridges

cleaning materials

fluorescent tubes


	Staff could be harmed by changing Toner cartridges in printers.

Staff and Cleaners

Replacing faulty fluorescent tubes staff at risk of broken glass and inhalation of toxic vapour (Phosphor Powder)
	Toner changed in accordance with manufacturers instructions. 

Disposable vinyl gloves worn when skin contact with toner is likely e.g. when changing cartridges 

Used cartridges are then disposed of in recycling boxes and sent to recycling company.

Proprietary chemicals/substances used as directed by the manufacturer and stored in cleaners cupboard.

All spills are cleared up immediately and waste appropriately disposed of.

Staff involved with maintenance around the ITeC are issued with PPE (Safety glasses, mask and gloves) when replacing fluorescent tubes. 

Tubes are disposed of at Swansea Bailing Plant in special Hazardous Waste containers.


	1

1

1
	1

1

2
	1

1

1
	No further action, continue monitoring
No further action, continue monitoring
No further action, continue monitoring

	Managing Director

Managing Director

H & S Manager
	2/4/09
2/4/09
2/4/09

	

	Environment 

Ceiling mounted projectors in training rooms

Prohibited Areas within Swansea ITeC

Lighting


	All staff and trainees. 

Eye damage by looking directly into the projector light

Staff, trainees & visitors

Staff and trainees. Eye strain from poor lighting


	Staff are provide with training in how to work with Interactive whiteboards/projectors and how best avoid the light from the projector.

Signage use to show prohibited areas.

Doors are kept locked where possible.

During induction process staff & trainees are shown prohibited areas.

Visitors are told of the prohibited areas 

Lighting levels sufficient for the room, tasks undertaken and glare is minimised

Window blinds fitted where necessary to adjust lighting levels

Light switches are easily accessible 

Replace tubes when required


	1

1

1
	1

1

1
	1

1

1
	No further action, continue monitoring
No further action, continue monitoring
No further action, continue monitoring

	H & S Manager

Managing Director

H & S Manager
	2/4/09

2/4/09

2/4/09
	


	Hazard
	Who May be harmed
	Current Action
	
	
	
	
	
	
	

	Occupational driving
Road traffic accident 

Using mobile phones while driving (impairs concentration)

Lone Working

Driving under the influence of alcohol

Use of drugs [prescription & illicit]  

(Drowsiness and hallucinatory effects)

Adverse weather conditions


	Staff and passengers

Staff and passengers other road users

Staff

Staff and passengers other road users

Staff and passengers other road users

Staff and passengers other road users


	Car is checked by the driver immediately before the journey.

Car is in good condition with no safety defects (e.g. faulty breaks, lights) Insurance is valid & MOT is in date.

Passengers will comply with the law regarding belts (use of seatbelts by all passengers is a legal requirement; do not exceed the passenger capacity of the car).

Only use mobile communication equipment when it is safe and legal to do so i.e. when stationary, at side of road or in a lay by/car park. 

It is recommended that phones should be turned off or set to accept voicemail whilst travelling.  

Use of mobile phones to report back to the office when on site and leaving site or of any possible delays.

Telephone contact available at all times

Comply with the law with regard to drink driving

Do not drive after taking any drug that may affect driving ability.

Heed warnings provided by GP/Pharmacist

Use common sense!!

Delay/postpone journey.  Consider/use alternative forms of transport.  


	
	
	
	
	
	
	

	Adverse weather

Snow and Ice

Travelling to  the workplace

Slips, Trips and Falls

Manual handling

Physical exertion

Back injuries, strains/sprain


	All staff and trainees

All staff, Trainees and Visitors

Staff


	The Directors of Swansea ITeC will monitor weather conditions and post relevant information on the website.

The Directors of Swansea ITeC will monitor weather conditions and anticipate when snow / ice clearance may be required.( may be necessary for them to start work earlier to implement procedures)

Prioritised areas for clearing of snow and 

Staff who are responsible for gritting / clearing paths have adequate equipment and clothing to carry out the work.

Ensure staff clearing snow are physically  capable

Work at sensible pace and take frequent breaks

Training given in correct lifting techniques.

Appropriate footwear worn
	
	
	
	
	
	
	

	Acorn Tennants
	Tennants and 

their  visitors
	Inform of Insurance cover provided by ITeC ie Buildings but no contents also a minimal  disruption to work policy is in place. Inform them of our Policies and Procedures a
	
	
	
	
	
	
	

	loss of WBL Contract 
	Local Community
	Aim to comply with WAG policy over Learner recruitment
	
	
	
	
	
	
	

	Environment Risks eg irresponsible waste, Fire hazards etc.
	Community at large
	Current risk  assessments, insurance, and policies in place
	
	
	
	
	
	
	

	Bomb scare
	Everyone in vicinity 
	Little action currently undertaken, little risk established – advice needs to be sought.
	
	
	
	
	
	
	








Assessment carried out by:  _Mark Evans_______________
Position: _Director____
Signed: __________________________
Date:  20/10/08

