The New Forest Centre Generic Risk Assessment Form

Location:  Work Experience  						Date:	28/06/10		Assessor:  Hilary Marshall

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action necessary?
	Action by whom?
	Action by when?
	Done



	Use of general office/IT equipment
	Young person risks pain or injury e.g. repetitive strain injury, from overuse or use of poorly designed work stations or environment. 
	· Workstations are ergonomically designed 
· Young person take short breaks away from workstation during day. 
· Blinds at window control natural light on screen
	· Young person to be instructed by Work Experience Supervisor
	· Work Experience Supervisor
	· As required during work experience period
	

	Office machinery/educational equipment (e.g. handling collection or photocopier/document shredder)
	Young person may suffer injury to through a lack of awareness of electrical and mechanical hazards.
	· Portable appliances are PAT tested
· Machinery is selected for use by a variety of people and housed in a safe environment 
	· Young person to be instructed by Work Experience Supervisor e.g. hazards when clearing a paper jam 
	· Work Experience Supervisor
	· As required during work experience period
	

	
Slips and trips 


	Young person may be injured if they trip over objects in the walkways
	· Caretaker removes objects from walkways 
· All offices and corridors are well lit
· Leads and cables are kept tucked away
· Deliveries are immediately stored away 
· Offices are cleaned every morning 
	
	
	
	

	Manual handling of paper, office equipment and deliveries 
	Young person may incur injuries or back pain from handling heavy or bulky objects 
	· Trolley used to transport heavy or bulky objects
· High shelves for light objects only 
	· Young person to be instructed by Work Experience Supervisor 
	· Work Experience Supervisor
	· As required during work experience period
	

	Working at height 
	Falls from height can cause injury 
	· Young person to use small step to reach high shelves
	· Young person to be instructed by Work Experience Supervisor
	· Work Experience Supervisor
	· As required during work experience period
	

	Fire 
	Risk of fatal injuries by being trapped
	· Fire training included in induction training
· Fire risk assessment completed
· Regular evacuation practices conducted and annual fire training given
	· Young person to be instructed by Work Experience Supervisor
	· Work Experience Supervisor
	· At start of work experience period
	

	Working with a children 
	Risk of being unable to deal with a difficult situation leading to stress or injury
	· Young person is never left alone with children

	· Young person is continually  monitored and mentored appropriately
	· Work Experience Supervisor
	· As required during work experience period
	

	Dealing with aggressive/unhappy young persons or parents 
	Risk of being unable to deal with a difficult situation leading to stress or injury 
	· Young person is never left alone with children
· Young person is never left alone to deal with the public

	· Young person is removed from the scene if necessary 
	· Work Experience Supervisor
	· As required during work experience period
	

	Exposure to the sun
	Sun burn/sun stoke
	· Outdoor educational sessions do not involve prolonged exposure to direct sunlight. 
	· Young person is made aware of dangers of exposure to the sun and is monitored
	· Work Experience Supervisor
	· As required during work experience period
	

	Mental and physical fatigue
	Risk of stresses and strain from prolonged standing or working in confined spaces
	· Adequate seating and environment provided
· Rest breaks written in to the work plan 
	· Young person is continually  monitored and mentored appropriately
	· Work Experience Supervisor
	· As required during work experience period
	


H = High Risk	M = Medium Risk	L = Low Risk 									Review Date:  December 2010

