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Health & Safety: Responsibility and Powers: 
 
The “Health & safety At Work Act, 1974” sets out the general duties which: 

 Employers* have towards Employees* and members of the public, and 

 Employees* have to themselves and to each other. 
 
The “Management of Health & Safety at Work Regulations, 1999” gives detailed 
requirements of what employers and employees are required to do to manage Health 
& Safety under the Health & safety At Work Act. 
 
Employers‟ 4 key duties are: 

1. Have a Health, Safety and Welfare Policy in place. 
2. Appoint competent persons to provide health, safety and welfare assistance to 

those in their charge during activities. 
3. To assess the risks to health and safety of employees and anyone else who 

may be affected by the activities. 
4. Carry out Risk Assessments to identify preventative and protective measures 

that may be required for the activities. 
 
Employees‟ 4 key duties are: 

1. Take reasonable care of their own and others‟ health & safety. 
2. To make full and proper use of any arrangements established for health & 

safety. 
3. Carry out activities in accordance with training and instructions 
4. Report details of any situation that might represent danger 

 
 
Enforcement of Health & Safety: 
 
The Health & Safety legislation (both Act and Regulations) are enforced by the 
Health & Safety Executive (HSE)  
 
The HSE can take action against anyone (Employer or Employee) who does not 
comply with the Act and/or regulations.   
 
The Health & safety Legislation is enforceable under Criminal Law – Therefore any 
persons not adhering to the legislation can be liable for prosecution by the HSE and, 
If found guilty, can receive a fine and/or prison sentence. 
 
  
How are the Employers 4 key duties being discharged for Austria 2101 Event? 
1. Health & Safety Policies: 

a. The Scouts Association have Health & Safety Policies in place and are 
listed in their Policies, Organisation and Rules (POR) Document, which 
can be viewed on the Scouts Web Site.  

 Chapter 2, Rule 2.2: The Safety Policy 

 Chapter 7: Emergency Procedures 

 Chapter 9: Activities 
 



b. These Policies have been used by GLSE Scouts to give guidance to its 
Groups, Districts and County Activity teams in the form of the document 
named:  Organising Safe Events in Scouting (See Annex A). 

 
2. Appoint competent persons to provide Health, Safety and Welfare assistance to 

those in charge of activities:  The persons appointed for Austria 2101 are: 
 

a. Adie Ryan - Activities Manager 
b. Jim Pitts  - Permit Manager 
c. Alf Philpott - Programme Advisor 
d. Bill Gunn  - Emergency Procedures 
e. Alan Johnson - Risk Assessment Advisor 
f. Matt Barnet - Walking Advisor 
 

3. To assess the risks to health and safety of employees and anyone else who may 
be affected by the activities.  

a. Generic Risk Assessments will be provided by: 

 Alan Johnson - Risk Assessment Advisor 

 Matt Barnet - Walking Advisor 
 

4. Carry out Risk Assessments to identify preventative and protective measures that 
may be required for the activities.   
 

a. Risk Assessments during the activities (i.e. Site Specific and Dynamic) will 
be carried out by the Leaders of Activities on the Austria 2010 Event.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Risk Assessments: 
 
Risk Assessments are not an addition level of bureaucracy but a legal requirement.    
 
The Scout Association has a fact sheet to give guidance to Leaders how to conduct a 
risk assessment both before and during an activity.  See FS120000: Activities – 
Risk Assessment at Annex B. 
 
The Health & Safety Executive has a fact sheet to give assistance to help with 
assessing health and safety risks.  See HSE Leaflet INDG163: Five Steps to Risk 
Assessment at Annex C  
 
„Jeka‟ are the specialist Activity Company we have employed to manage most of the 
activities of Austria 2010:  Jeka have suitably qualified and experienced 
Supervisors/Leaders and have Risk Assessments in place for all of the activities they 
are responsible for. 
 
Generic Risk Assessments: A pro-forma and generic risk assessments for 12 
activities can be found at Annex D: 
 
 i. Pro-forma 
 

1. Coach Travel 
2. Ferry Travel 
3. Accommodation 
4. Chair Lift 
5. Cable Car 
6. Swimming Pool 
7. Cycling / Mountain Biking 
8. Alpine Coaster 
9. Hiking / Walking 
10. Ice Skating 
11. Bowling 
12. Shooting 

 
Leaders must read the advice given in Annexes A, B and C and become 
familiar with the generic Risk Assessments for each activity in Annex D. 
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GLSE – Helping to make All Groups Good and Good Groups Better 

 

 



 

INTRODUCTION 
 

This 10 steps guide has been produced to help organisers of events on both 

Scout and other property to run them in a safe and enjoyable way. 

 

Responsibility 
Before planning commences, you need to be sure that you and your team are 

prepared to take on the overall responsibility for the management of your event 

including the Health & Safety responsibilities.  All events must comply with 

recognised safety standards and in some cases there will be directly monitored 

by the enforcement authority as part of the event.  You and your fellow 

organisers, will be responsible under the Law for the safety of everyone, 

including visitors which means the public, parents and as well as our members. 

 

PLANNING THE EVENT  
 

Step ONE – what event? 
 

Decide on the venue, the size and contents of the event and the dates and 

times.  Are the premises suitable for the activity you want to run?  View the 

intended venue with the prospective of your event-taking place there.  Will it be 

open to all?  Will admission be free, by pre-sold tickets or by payment at the 

gate?  Estimate the approximate number and age range of the people expected 

to attend.  Will you advertise the event and how?  Have you sufficient budget to 

meet all the costs?  Is the site big enough for all the planned activities? 

 

At this stage you need to discuss your thoughts with the venue owners who will 

guide you through the booking process.  You may be asked for a risk assessment 

for your event and equally you should ask the owners for theirs on their venue. 

(Step 4) 

 

Depending on the scale and type of the event this first step may need to  

be taken a year ahead or even more in order to ensure that all the planning steps 

are completed.  You will need to allow time for the statutory authorities (i.e., 

Police, Fire, Ambulance Services and Local Authority) and the Voluntary 

Organisations (i.e. St John Ambulance, Societies etc) to make their 

arrangements if you require their support with the event. 

 



 

 

Step Two – Organisation  
 

Form a Committee with responsibility for the smooth and safe operation of the 

event. 

 

Specifically appoint:   

 

� Event Manager - One person in overall charge of the event 

� Event Safety Officer – A suitably competent person, for the scale of the 

event, bearing in mind the possible level of risk, should be appointed to 

act as the Safety Officer with responsibility for safety matters.  (This 

does not include responsibility for the running of the event which remains 

with the organising committee) 

 

Everyone having a specific responsibility before, during and after the event 

should be named, have their responsibilities clearly identified and be 

appropriately trained. 

 

Everyone assisting during the course of the event should be properly briefed in 

their responsibilities, any significant risk and what action to take in the event of 

an emergency. 

 

The above should be confirmed in writing and minutes of all meetings must be 

recorded. 

 

Step Three – Contacting Other 
 

Depending on the size and nature of the event, you may need to contact the 

following people at an early stage of the planning and if necessary, keep in touch 

with them as your plans proceed.  Their experience and advice/help may be 

invaluable: 

 

Police – contact the Police Station local to the site, and confirm the details of 

the event in writing, including layout, with entrances/exits, and the number of 

people expected.  They will give advice and may assist with crowd control; public 

order; emergency access and local traffic management and parking. 

 

Fire Brigade – Contact the Fire Safety Officer local to the site.  They will give 

advice on fire safety matters, including how the emergency services will be 

called; marshalling of spectators and traffic in emergency conditions; local 
access for emergency vehicles and provision of on-site fire-precautionary and 

fire-fighting arrangements 



 

First Aid – The Ambulance Service should be informed of large events.  They 

may assist with the planning of First Aid provision.  For smaller events, the 

voluntary First Aid Societies may be able to arrange attendance and provide 

First Aid cover. 

 

Local Authority – Contact the Council Departments for advice about: 

 

� The need for a public entertainment licence 

� Your duties under Health & Safety Legislation, including carrying our Risk 

Assessments and emergency planning 

� Food hygiene (if being sold or prepared)  

� Trade descriptions/trade marks/counterfeiting/food quality/product 

safety where goods are going to be sold 

� Assistance from LA CCTV for event security and monitoring (if available) 

� Assistance with local traffic management arrangements for the event 

 

Step Four – Assessing the Risk 
 

To meet the legal requirements, you must carry out a ‘Risk Assessment’ to: 

 

� Identify all possible hazards and decide who might be harmed and how 

� Check the risks (likelihood of happening) and decide on the action you 

will take to minimise the risks 

� Work out how you will put your planned action into practice and keep a 

written record of your plans 

 

Make a short written assessment of each of the attractions and / or activities 

that make up the event.  Identify all the possible hazards that could occur.  The 

designated safety officer, who will need the support of the whole organising 

committee, to ensure that this is carried out effectively, could do this job.  If 

you are planning to have activities that are not supplied directly by yourselves, 

for example a fun fair ride – ask the providers for Risk Assessments.  Your 

safety officer will then need to review this to ensure that the risks are 

acceptable to you.  The contents of the risk assessment should be made known 

to appropriate persons. 

 

As part of your Risk Assessment, consider the effects of the weather on your 

planned event. 

 

Further advice can be found on the Health & Safety Executive Website or 

discuss with Ken Wainwright, County Health & Safety Adviser. 

 



Step Five – Public Liability Insurance 
 

If you are using someone else’s property you may be asked to accept liability.  

Do not sign anything until it has been checked with The Scout Association’s 

Insurance and/or Legal Department.  They will arrange a public liability 

insurance policy.  The normal requirement is for £5,000,000 cover. 

 

As part of the booking conditions for the venue, you may be required to produce 

the insurance document. 

 

Contractors Insurance – Where you are using specialist contracts, you should 

check that they have their own public liability insurance and that the contractor 

complies with any policy terms and conditions.  If necessary, ask to see a copy of 

their policy.  Any contractor must be competent to fulfil the purpose for which 

they are employed.  You may need to see their Method Statement and Risk 

Assessment. 

 

Accident Reporting & Insurance Claims – In the event of any injury or damage, 

use the Scout Accident reporting system.  Give full details of the incident and 

the matter must be reported to our insurers without delay.  Only 27 days are 

allowed to either accept or deny responsibility.  

For serious accidents it may be necessary to send a report to the Health & 

Safety Executive and failure to do so can result in a fine.  If something does 

happen – do not admit liability as it may invalidate your cover. 

 

Step Six – If it all goes wrong – be prepared 
 

In addition to carry out Risk Assessments on the event, you must also consider 

what could go wrong on the day and draw up a contingency plan to deal with each 

emergency or contingency. 

 

This written plan should include details of what you intend to do in the event of 

an emergency, such as fire, accident, crowd disturbance, bomb scare, adverse 

and inclement weather, the need to evacuate the site etc. 

 

It is important that your contingency plan is discussed and agreed with the 

emergency services, and that they are given a copy of the finalised documents. 

 

Step Seven    - Draw up a Contact List 
 

Devise and circulate a list of the contact details to all those having a role in the 

event on the day.  This list will be incorporated in the Contingency Plan and will 

be very useful within the overall event management. 

 



Step Eight – Site Preparation and Event Management 
 

Draw a site layout plan and devise a build and dismantle programme.  For all 

events there must be plenty of space to move around stalls; rides; performance; 

stage; arena; exhibition etc and to have unobstructed routes to exits. 

 

There will need to be suitable lighting through out the site, including emergency 

lighting if the event will go on after dark. 

 

Ensure that there are enough ‘event stewards’ on the day to assist the smooth 

running.  These people need to be readily identified (high visibility vest, logoed 

t-shirts).  They need to be fully briefed on the event, familiar with the 

emergency procedures, site layout and the 'who, what and where' it is all 

happening.  They need to easily be able to communicate with the organiser in an 

emergency and visa versa.   

 

Some considerations: 
 

People with Disabilities - Having due regard to the DDA (Disability 

Discrimination Act), provide facilities wherever possible to enable people with 

disabilities to gain access, see and take part in the attractions and activities. 

 

Toilets – Provide an adequate number and type of toilets for the number of 

people expected, including provision for people with disabilities. 

 

Information Point – Provide a location where enquiries can be made about lost 

children, lost property etc for the event.  At larger events provide site maps at 

the entrance and around the site and signs to indicate activities, attractions and 

facilities. 

 

Water – Consider making free drinking water available on site. 

 

Rubbish – provide an adequate number of rubbish points around the site where 

they are most required.  Make regular arrangements for them to be emptied and 

the rubbish disposed of in a satisfactory way. 

 

Step Nine – One the Day  
 

One the day of the event ensure that all arrangements are in place before 

starting and continue to monitor throughout the event.  The Event Manager’s 

role is to be available and accessible and not to be bogged down running any 

particular part of the event. 

 



Step Ten – Event Debrief 
 
Even having run a successful event it is necessary to hold a further meeting 

where you can record views of those having taken part.  It is also an opportunity 

to focus on how things can be improved for the next time.  Keep the meeting 

positive and concentrate on ‘What Went Well’ and ‘What Could We Have Done 

Better?’ 

 

For further information 
 

Read:  The Event Guide – A Guide to health, Safety & Welfare at music and 

similar events, published by the Health & Safety Executive 

 

or - contact Ken Wainwright, County Health & Safety Adviser. 

 
 DS/GLSE 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ANNEX B 
 
 
 

Scouting Fact Sheet 120000: 
 

Activities – Risk Assessment 
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Item Code FS120000 Jan 01 Edition no. 1 0845 300 1818 
 

 
 
 
The Scout Association 
Gilwell Park  Chingford  London E4 7QW  Tel + 44 (0)20 8433 7100  Fax + 44 (0)20 8433 7103  email scout.association@scout.org.uk  
www.scoutbase.org.uk 

This is one of a set of factsheets introduced in 
February 2001. 

It provides guidance for leaders on how to 
conduct a risk assessment both before and during 
an activity. 

The publication of future editions will be notified in 
SCOUTING Magazine, Talking Points and the 
Activities Newsletter. 

 

Introduction 

In the many activities we can offer, we provide 
challenges that seek to encourage the 
development of young people.  These are often 
challenges they do not face every day and young 
people can experience a great sense of 
achievement in completing them.  Some degree of 
risk is unavoidable if the sense of adventure and 
excitement is to be achieved, but it is - and should 
be - much less than the participant perceives.  As 
was suggested by David Jamieson MP, it is 
important to remember that we seek to provide: 
“EXCITEMENT but not DANGER - ADVENTURE 
but not HAZARD.” 

Accordingly we need to assess and control the 
risks associated with activities in order to minimise 
the chance of injury. 

 

What is a Risk Assessment? 

It is not that difficult.  A risk assessment is simply 
a look at what could go wrong - both before and 
during the activity - and then deciding on ways to 
prevent - or minimise - these potential problems. 

Hazards and Risks 

Two terms, are frequently used during a risk 
assessment: 

 A hazard is anything that could cause harm.  
In the context of adventurous activities, a 
hazard could be extreme cold, a fall from a 
height or hypothermia. 

 A risk is the chance - high or low - that 
someone will be harmed by a hazard. 

 

The most important part of a risk assessment, is 
to decide whether a hazard is significant.  This 
determines what measures you can take to 
minimise the risk to an acceptable level. 

It could be considered that hypothermia is a 
significant risk when taking part in mountain 
activities, canoeing or sailing.  However the risk 
can be reduced, for example, by wearing 
appropriate windproof clothing or wet suits - 
depending upon the activity! 

 

Carrying Out a Risk Assessment 

We all carry out informal risk assessments, from 
the time we get up each day, until we go to bed.  
We assess risk often without even realising it.  

 

For example, what would you do before crossing 
a busy road?  Instinctively we stop and look.  We 
consider the speed and amount of the traffic and 
have in mind other factors such as bad weather 
(wet roads: increased stopping distance) or poor 
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visibility (either the bad lighting - at night - or mist, 
or you cannot see much of the road because of 
bends).  Based on proper early training and our 
experience of crossing a road before, we either 
decide it is safe to cross on this particular 
occasion, or that we need to move elsewhere.  
This may be to a pedestrian controlled crossing 
where risks such as traffic speed and poor 
visibility are reduced. 

 

Five Steps to Risk Assessment: 

In their publication - Adventure Activities Centres: 
Five Steps to Risk Assessment, the Health and 
Safety Commission emphasises its systematic 
approach to risk assessment.  

 

Step One: Look for the hazards: 

It is necessary for you to stand back from the 
activity, and look afresh at what could cause 
harm.  It is important to concentrate on the 
significant hazards.  These are hazards which 
harm or affect several people.  It might be a good 
idea to ask others what they think; they may have 
noted things that were not immediately obvious to 
you. 

 

Step Two: Decide who might be harmed and 
how: 

These could be young people taking part (or 
waiting to do so), the instructors, others 
supervising the activity, those in the area of the 
activity or casual observers.  In identifying the 
hazards (Step One) you have already identified 
the potential of how these people might be 
harmed. 

 

Step Three: Evaluate the risk and decide 
whether existing precautions are adequate or 
whether more should be done: 

You have already identified the hazards.  Now 
consider the likelihood of each of these hazards 
causing harm.  This will determine whether or not 
you need to do more to reduce the risk.  It is 

possible that even after all reasonable precautions 
have been taken some degree of risk will remain.  
What you have to decide, for each significant 
hazard, is whether the remaining risk is high, 
medium, or low.  For some activities you have to 
ask yourself if everything has been done to 
comply with the law - and, in our context, the 
requirements also of Policy, Organisation and 
Rules.  Everything reasonably practicable must be 
done to reduce and control the risk.  Your aim is 
to minimise risks by adding such precautions as 
may be necessary.  Likewise, the competence of 
instructors/leaders and adherence to good 
practice play a vital role in the provision of safe 
activities. 

There are many ways in which risks can be 
minimised.  This might be a change in venue, 
additional training, an increased staff/participant 
ratio and properly equipped participants.  
Likewise, plans may have to be modified during 
the activity, based on an on-going risk 
assessment.  Later in this factsheet, we will relate 
this to typical Scout activities. 

 

Step Four: Record your findings: 

You must inform those who will be taking part in 
the activity of your findings and what action should 
be taken.  The recording of your findings might 
vary depending upon circumstances. 

A risk assessment for the use of a permanent 
climbing tower on a campsite should be a 
document that each instructor has to read (and 
sign) prior to the start of each session.  It should 
cover the points you have identified in Steps One 
to Three above.  The risk assessment must be 
suitable and effective and must show that: 

 A proper check was made. 

 You decided who might be affected. 

 You dealt with all the significant hazards, 
taking into account potential users. 

 The precautions are reasonable, and the 
remaining risk is judged acceptable. 
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The recording of the assessment should be in a 
format which is easily read - don’t write a book!  
Risk assessments are not operating procedures - 
they inform and determine key aspects of the 
operating procedures.  At the campsite your risk 
assessment may have determined that no more 
than 30 people may be admitted to the swimming 
pool at any one time due to the size of the pool 
and the need to avoid overcrowding.  This 
assessment will then be reflected in the pool’s 
operating procedure and a requirement placed on 
the lifeguard and those controlling bookings for 
the pool to count. 

A risk assessment for a day in the hills or on water 
that you have not visited before cannot be 
formalised in exactly the same way. In these 
cases, refer to the examples later in the factsheet. 

 

Step Five: Review your assessment and revise 
it if necessary: 

In all cases, it is good practice to review your risk 
assessments from time to time, to ensure that the 
precautions are still working effectively.  If there 
are any significant changes, review and revise the 
assessments to take account of the new hazard.  
For those risk assessments for a campsite, and 
activities on site, it is important to ensure that 
when carrying out a risk assessment the date is 
also set for the next review.  Make sure that all 
relevant documentation is changed. 

 

Risk Assessment - In Practice 

So far we have looked at theory, with a few 
examples to illustrate the key points. 

There has sometimes been a tendency to use 
‘standard’ risk assessments for outdoor activities.  
We must remember however that as the 
environments we explore are constantly changing, 
such assessments cannot be set in stone.  Also, 
although you may have visited the area before, 
the chosen route on land or water may be a new 
one.  Or the weather conditions may be 
dramatically different.  So how do we start? 

Using the five steps to risk assessment: 

An example of a simple risk assessment for 
canoeing on a local canal - based on the five step 
approach - is shown in the table in Figure 1. 

 

In more detail: 

We can add some important points to this 
process.  Risk assessment starts at the planning 
stage.  First consider the party: their abilities, 
equipment and training.  Then consider the area 
to be visited and then, of course, the skills and 
abilities of the leader.  The important hazards 
might be those of travelling on a motorway or of 
activities at the campsite.  One example of a 
hazard sometimes forgotten: after a weekend of 
activities is it appropriate for the leader (who has 
been fully participant in the activities) to be the 
one who drives the minibus many hours to take 
the party home?  Asking a parent or member of 
the Scout Fellowship to support the activity by 
driving the minibus can significantly reduce the 
risk.  This could also give some greater flexibility 
in route planning; walking or canoeing routes 
need not necessarily start and finish at the same 
point. 

While preparing for an activity, there are a number 
of aspects that the leader will have to consider.  
We have provided a checklist in diagrammatic 
form (Figure 2), which incorporates these various 
aspects and is linked to the steps of risk 
assessment outlined earlier in this factsheet.  At 
any point in your planning you must reconsider - 
and modify your plans as appropriate - if the risk 
of harm, stemming from an identified hazard, 
cannot be minimised to your satisfaction. 

When out and about, the party leader must be 
constantly assessing the terrain, state of the party, 
the weather and many other factors.  The leader 
must decide what the risk is at that moment and if 
plans must be altered in the light of this continual 
revision of the risk assessment.  We have 
provided a check-list in diagrammatic form (Figure 
3), which incorporates the various aspects of this 
continual revision.  Some potential hazards are 
not included, such as a loose boulder or icy patch 
on the ground, or underwater hazards whilst 
canoeing.  Remember, these have to be included 
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in your assessment and communicated to the 
members of the party. 

The best laid plans are there to be modified and 
that is part of the on-going risk assessment.  That 
is why ‘escape routes’ are included when making 
route planning for a day in the hills.  Likewise, the 
total number of hours of planned activity is 
calculated.  All this information should then be 
used during the activity.  In some incident reports 
we have read it was obvious that the leader was 
intent on completing his objective and had 
forgotten about the welfare of the party members, 
or the escape routes or the number of hours of 
planned activity which were going to be well 
exceeded.  Things started to go wrong. 

A simple example of constantly assessing the 
risks might be a party of Scouts on Dartmoor with 
the weather conditions deteriorating (with 
increasing driving rain and decreasing visibility).  
The leader assessed the situation and decided 
that it was best not to continue with the 
expedition.  Everyone was disappointed.  It was a 
hard decision to stop and turn around but safety 
had to be of prime importance. It is better to 
explain to the young people why the party turned  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

back than have to explain to parents why you did 
not. 

 

Other methods: 

The approaches described above, for conducting 
risk assessments, are not the only ones that exist.  
Use whichever one you are comfortable with.  
Remember, it is important that you conduct the 
assessment and modify your plans accordingly, to 
minimise the risks to an acceptable level. 

 

Conclusion 

There is a clear distinction between perceived risk 
(in the eyes of young people) and actual danger.  
We have to minimise the latter. 

 

Publications Cross Reference 

Policy, Organisation and Rules - current edition. 

Adventure Activities Industry Advisory Committee 
- Adventure Activities Centres: Five Steps to Risk 
Assessment, HSE Books ISBN 0-7176-2463-3 
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ADVENTUROUS ACTIVITIES – A PRE-ACTIVITY CHECK-LIST Figure 2

 
ACTIVITY 

Has the activity been planned so that all members of the group - even the weakest 

– are capable of completing it? 

LEADER’S PREPARATIONS 

Do I have: 

 Authorisation appropriate to the activity, the area to be visited, the season and 

the size of the party? 

 Additional leadership appropriate to the size (and make-up) of the party? 

 Appropriate clothing and personal equipment (including that required for an 

emergency)? 

 Confidence in my own skills, appropriate to the activity planned (including 

possible deteriorating weather conditions)? 

 A knowledge of the area to be visited? 

 A route plan for the activity - with escape routes? 

 A home contact appointed and briefed? 

 A driver (who need not necessarily take-part in the activity)? 

 Confidence that I can cope in an emergency? 

 

WEATHER FORECAST 

Have I confirmed that the forecast weather conditions will not knowingly affect the 

proposed activity? 

PARTY MEMBERS 

Has everyone: 

 Appropriate clothing, personal equipment and food/drink for the activity? 

 Sufficient, appropriate (safe) activity equipment? 

 Adequate emergency items/equipment (plus food)? 

 Training, knowledge and skills appropriate to the planned activity? 

 The physical stature and fitness/stamina appropriate to the planned activity? 

 Been assessed as capable of completing the activity? 

RECONSIDE
R 

NO 

RECONSIDE
R 

NO 

RECONSIDE
R 

NO 

RECONSIDE
R 

NO 

GO 

YES 

YES 

YES 

YES 
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This leaflet aims to help you assess health and safety risks in
the workplace

A risk assessment is an important step in protecting your workers and your
business, as well as complying with the law. It helps you focus on the risks that
really matter in your workplace – the ones with the potential to cause real harm. In
many instances, straightforward measures can readily control risks, for example
ensuring spillages are cleaned up promptly so people do not slip, or cupboard
drawers are kept closed to ensure people do not trip. For most, that means
simple, cheap and effective measures to ensure your most valuable asset – your
workforce – is protected.

The law does not expect you to eliminate all risk, but you are required to protect
people as far as ‘reasonably practicable’. This guide tells you how to achieve that
with a minimum of fuss.

This is not the only way to do a risk assessment, there are other methods that
work well, particularly for more complex risks and circumstances. However, we
believe this method is the most straightforward for most organisations.

What is risk assessment?

A risk assessment is simply a careful examination of what, in your work, could
cause harm to people, so that you can weigh up whether you have taken enough
precautions or should do more to prevent harm. Workers and others have a right
to be protected from harm caused by a failure to take reasonable control
measures.

Accidents and ill health can ruin lives and affect your business too if output is lost,
machinery is damaged, insurance costs increase or you have to go to court. You
are legally required to assess the risks in your workplace so that you put in place a
plan to control the risks.

Health and Safety
Executive

Five steps to risk assessment

1 of 8 pages

This is a web-friendly
version of leaflet
INDG163(rev2), revised
06/06



How to assess the risks in your workplace

Follow the five steps in this leaflet:

Step 1
Identify the hazards

Step 2
Decide who might be harmed and how

Step 3
Evaluate the risks and decide on precautions

Step 4
Record your findings and implement them

Step 5
Review your assessment and update if necessary

Don’t overcomplicate the process. In many organisations, the risks are well known
and the necessary control measures are easy to apply. You probably already know
whether, for example, you have employees who move heavy loads and so could
harm their backs, or where people are most likely to slip or trip. If so, check that
you have taken reasonable precautions to avoid injury.

If you run a small organisation and you are confident you understand what’s
involved, you can do the assessment yourself. You don’t have to be a health and
safety expert.

If you work in a larger organisation, you could ask a health and safety advisor to
help you. If you are not confident, get help from someone who is competent. In all
cases, you should make sure that you involve your staff or their representatives in
the process. They will have useful information about how the work is done that will
make your assessment of the risk more thorough and effective. But remember, you
are responsible for seeing that the assessment is carried out properly.

When thinking about your risk assessment, remember:

� a hazard is anything that may cause harm, such as chemicals, electricity,
working from ladders, an open drawer etc;

� the risk is the chance, high or low, that somebody could be harmed by these
and other hazards, together with an indication of how serious the harm could
be.
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Step 1
Identify the hazards

First you need to work out how people could be harmed. When you work in a
place every day it is easy to overlook some hazards, so here are some tips to help
you identify the ones that matter:

� Walk around your workplace and look at what could reasonably be expected
to cause harm.

� Ask your employees or their representatives what they think. They may have
noticed things that are not immediately obvious to you.

� Visit the HSE website (www.hse.gov.uk). HSE publishes practical guidance on
where hazards occur and how to control them. There is much information here
on the hazards that might affect your business.

� Alternatively, call HSE Infoline (Tel: 0845 345 0055), who will identify
publications that can help you, or contact Workplace Health Connect
(Tel: 0845 609 6006), a free service for managers and staff of small and
medium-sized enterprises providing practical advice on workplace health and
safety.

� If you are a member of a trade association, contact them. Many produce very
helpful guidance.

� Check manufacturers’ instructions or data sheets for chemicals and
equipment as they can be very helpful in spelling out the hazards and putting
them in their true perspective.

� Have a look back at your accident and ill-health records – these often help
to identify the less obvious hazards.

� Remember to think about long-term hazards to health (eg high levels of
noise or exposure to harmful substances) as well as safety hazards.

Step 2
Decide who might be harmed and how

For each hazard you need to be clear about who might be harmed; it will help you
identify the best way of managing the risk. That doesn’t mean listing everyone by
name, but rather identifying groups of people (eg ‘people working in the storeroom’
or ‘passers-by’).

In each case, identify how they might be harmed, ie what type of injury or ill health
might occur. For example, ‘shelf stackers may suffer back injury from repeated
lifting of boxes’.

Remember:

� some workers have particular requirements, eg new and young workers, new
or expectant mothers and people with disabilities may be at particular risk.
Extra thought will be needed for some hazards;

� cleaners, visitors, contractors, maintenance workers etc, who may not be in
the workplace all the time;

� members of the public, if they could be hurt by your activities;
� if you share your workplace, you will need to think about how your work affects

others present, as well as how their work affects your staff – talk to them; and
� ask your staff if they can think of anyone you may have missed.
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Step 3
Evaluate the risks and decide on precautions

Having spotted the hazards, you then have to decide what to do about them. The
law requires you to do everything ‘reasonably practicable’ to protect people from
harm. You can work this out for yourself, but the easiest way is to compare what
you are doing with good practice.

There are many sources of good practice – HSE’s website (www.hse.gov.uk),
HSE Infoline (Tel: 0845 345 0055) and Workplace Health Connect
(Tel: 0845 609 6006) will all help.

So first, look at what you’re already doing, think about what controls you have in
place and how the work is organised. Then compare this with the good practice
and see if there’s more you should be doing to bring yourself up to standard. In
asking yourself this, consider:

� Can I get rid of the hazard altogether?
� If not, how can I control the risks so that harm is unlikely?

When controlling risks, apply the principles below, if possible in the following order:

� try a less risky option (eg switch to using a less hazardous chemical);
� prevent access to the hazard (eg by guarding);
� organise work to reduce exposure to the hazard (eg put barriers between

pedestrians and traffic);
� issue personal protective equipment (eg clothing, footwear, goggles etc); and
� provide welfare facilities (eg first aid and washing facilities for removal of

contamination).

Improving health and safety need not cost a lot. For instance, placing a mirror on a
dangerous blind corner to help prevent vehicle accidents is a low-cost precaution
considering the risks. Failure to take simple precautions can cost you a lot more if
an accident does happen.

Involve staff, so that you can be sure that what you propose to do will work in
practice and won’t introduce any new hazards.

Step 4
Record your findings and implement them

Putting the results of your risk assessment into practice will make a difference
when looking after people and your business.

Writing down the results of your risk assessment, and sharing them with your staff,
encourages you to do this. If you have fewer than five employees you do not have
to write anything down, though it is useful so that you can review it at a later date
if, for example, something changes.

When writing down your results, keep it simple, for example ‘Tripping over rubbish:
bins provided, staff instructed, weekly housekeeping checks’, or ‘Fume from
welding: local exhaust ventilation used and regularly checked’.
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We do not expect a risk assessment to be perfect, but it must be suitable and
sufficient. You need to be able to show that:

� a proper check was made;
� you asked who might be affected;
� you dealt with all the significant hazards, taking into account the number of

people who could be involved;
� the precautions are reasonable, and the remaining risk is low; and
� you involved your staff or their representatives in the process.

There is a template at the end of this leaflet that you can print off and use.

If, like many businesses, you find that there are quite a lot of improvements that
you could make, big and small, don’t try to do everything at once. Make a plan of
action to deal with the most important things first. Health and safety inspectors
acknowledge the efforts of businesses that are clearly trying to make
improvements.

A good plan of action often includes a mixture of different things such as:

� a few cheap or easy improvements that can be done quickly, perhaps as a
temporary solution until more reliable controls are in place;

� long-term solutions to those risks most likely to cause accidents or ill health;
� long-term solutions to those risks with the worst potential consequences;
� arrangements for training employees on the main risks that remain and how

they are to be controlled;
� regular checks to make sure that the control measures stay in place; and
� clear responsibilities – who will lead on what action, and by when.

Remember, prioritise and tackle the most important things first. As you complete
each action, tick it off your plan.

Step 5
Review your risk assessment and update if necessary

Few workplaces stay the same. Sooner or later, you will bring in new equipment,
substances and procedures that could lead to new hazards. It makes sense,
therefore, to review what you are doing on an ongoing basis. Every year or so
formally review where you are, to make sure you are still improving, or at least not
sliding back.

Look at your risk assessment again. Have there been any changes? Are there
improvements you still need to make? Have your workers spotted a problem?
Have you learnt anything from accidents or near misses? Make sure your risk
assessment stays up to date.

When you are running a business it’s all too easy to forget about reviewing your
risk assessment – until something has gone wrong and it’s too late. Why not set a
review date for this risk assessment now? Write it down and note it in your diary as
an annual event.

During the year, if there is a significant change, don’t wait. Check your risk
assessment and, where necessary, amend it. If possible, it is best to think about
the risk assessment when you’re planning your change – that way you leave
yourself more flexibility.

5 of 8 pagesFive steps to risk assessment

Health and Safety
Executive



Some frequently asked questions

What if the work I do tends to vary a lot, or I (or my employees) move from
one site to another?
Identify the hazards you can reasonably expect and assess the risks from them.
This general assessment should stand you in good stead for the majority of your
work. Where you do take on work or a new site that is different, cover any new or
different hazards with a specific assessment. You do not have to start from scratch
each time.

What if I share a workplace?
Tell the other employers and self-employed people there about any risks your work
could cause them, and what precautions you are taking. Also, think about the risks
to your own workforce from those who share your workplace.

Do my employees have responsibilities?
Yes. Employees have legal responsibilities to co-operate with their employer’s
efforts to improve health and safety (eg they must wear protective equipment when
it is provided), and to look out for each other.

What if one of my employee’s circumstances change?
You’ll need to look again at the risk assessment. You are required to carry out a
specific risk assessment for new or expectant mothers, as some tasks (heavy lifting
or work with chemicals for example) may not be appropriate. If an employee
develops a disability then you are required to make reasonable adjustments.
People returning to work following major surgery may also have particular
requirements. If you put your mind to it, you can almost always find a way forward
that works for you and your employees.

What if I have already assessed some of the risks?
If, for example, you use hazardous chemicals and you have already assessed the
risks to health and the precautions you need to take under the Control of
Substances Hazardous to Health Regulations (COSHH), you can consider them
‘checked’ and move on.

Getting help

If you get stuck, don’t give up. There is a wealth of information available to help
you. More information about legal requirements and standards can be found on our
website at: www.hse.gov.uk, and in particular in our publications (available from
HSE Books):

An introduction to health and safety: Health and safety in small businesses Leaflet
INDG259(rev1) HSE Books 2003 (single copy free)

Essentials of health and safety at work (Fourth edition) HSE Books 2006
ISBN 0 7176 6179 2

Help is also available from Workplace Health Connect, a free service for managers
and staff of small and medium-sized enterprises that provides practical advice on
workplace health and safety. Tel: 0845 609 6006
Website: www.workplacehealthconnect.co.uk

6 of 8 pagesFive steps to risk assessment

Health and Safety
Executive



Fi
ve

 s
te

ps
 t

o 
ris

k 
as

se
ss

m
en

t
Fi

ve
 s

te
ps

 t
o 

ris
k 

as
se

ss
m

en
t

St
ep

 1
W

ha
t a

re
 th

e 
ha

za
rd

s?
 

S
po

t 
ha

za
rd

s 
by

: 

�
w

al
ki

ng
 a

ro
un

d 
yo

ur
 w

or
kp

la
ce

; 
�

as
ki

ng
 y

ou
r 

em
pl

oy
ee

s 
w

ha
t 

th
ey

 t
hi

nk
;  

�
vi

si
tin

g 
th

e 
Yo

ur
 in

du
st

ry
ar

ea
s 

of
 t

he
 H

S
E

w
eb

si
te

 o
r 

ca
llin

g 
H

S
E

 In
fo

lin
e;

 
�

ca
llin

g 
th

e 
W

or
kp

la
ce

 H
ea

lth
 C

on
ne

ct
A

dv
ic

el
in

e 
or

 v
is

iti
ng

 t
he

ir 
w

eb
si

te
;

�
ch

ec
ki

ng
 m

an
uf

ac
tu

re
rs

’ i
ns

tr
uc

tio
ns

; 
�

co
nt

ac
tin

g 
yo

ur
 t

ra
de

 a
ss

oc
ia

tio
n.

 

D
on

’t
fo

rg
et

 lo
ng

-t
er

m
 h

ea
lth

 h
az

ar
ds

. 

Co
m

pa
ny

 n
am

e:
Da

te
 o

f r
is

k 
as

se
ss

m
en

t:

St
ep

 2
W

ho
 m

ig
ht

 b
e 

ha
rm

ed
 a

nd
 h

ow
? 

Id
en

tif
y 

gr
ou

ps
 o

f p
eo

pl
e.

 R
em

em
be

r:

�
so

m
e 

w
or

ke
rs

 h
av

e 
pa

rt
ic

ul
ar

 n
ee

ds
; 

�
pe

op
le

 w
ho

 m
ay

 n
ot

 b
e 

in
 t

he
 w

or
kp

la
ce

 a
ll

th
e 

tim
e;

 
�

m
em

be
rs

 o
f t

he
 p

ub
lic

; 
�

if 
yo

u 
sh

ar
e

yo
ur

 w
or

kp
la

ce
 t

hi
nk

 a
bo

ut
 h

ow
yo

ur
 w

or
k 

af
fe

ct
s 

ot
he

rs
 p

re
se

nt
.

S
ay

 h
ow

 t
he

 h
az

ar
d

co
ul

d 
ca

us
e 

ha
rm

.

St
ep

 3
W

ha
t a

re
 y

ou
 a

lre
ad

y
do

in
g?

 

Li
st

 w
ha

t 
is

 a
lre

ad
y 

in
 p

la
ce

 t
o

re
du

ce
 t

he
 li

ke
lih

oo
d 

of
 h

ar
m

 o
r

m
ak

e 
an

y 
ha

rm
 le

ss
 s

er
io

us
.

W
ha

t f
ur

th
er

 a
ct

io
n 

is
ne

ce
ss

ar
y?

Yo
u 

ne
ed

 t
o 

m
ak

e 
su

re
 t

ha
t 

yo
u

ha
ve

 r
ed

uc
ed

 r
is

ks
 ‘s

o 
fa

r 
as

 is
re

as
on

ab
ly

 p
ra

ct
ic

ab
le

’. 
A

n
ea

sy
 w

ay
 o

f d
oi

ng
 t

hi
s 

is
 t

o
co

m
pa

re
 w

ha
t 

yo
u 

ar
e 

al
re

ad
y

do
in

g 
w

ith
 g

oo
d 

pr
ac

tic
e.

 If
th

er
e 

is
 a

 d
iff

er
en

ce
, l

is
t 

w
ha

t
ne

ed
s 

to
 b

e 
do

ne
.

St
ep

 4
Ho

w
 w

ill
 y

ou
 p

ut
 th

e
as

se
ss

m
en

t i
nt

o 
ac

tio
n?

 
R

em
em

be
r 

to
 p

rio
rit

is
e.

 D
ea

l
w

ith
 t

ho
se

 h
az

ar
ds

 t
ha

t 
ar

e 
hi

gh
-r

is
k 

an
d 

ha
ve

 s
er

io
us

co
ns

eq
ue

nc
es

 fi
rs

t.

A
ct

io
n

A
ct

io
n

D
on

e
by

 w
ho

m
by

 w
he

n

St
ep

 5
Re

vi
ew

 d
at

e:
�

R
ev

ie
w

 y
ou

r 
as

se
ss

m
en

t 
to

 m
ak

e 
su

re
 y

ou
 a

re
 s

til
l i

m
pr

ov
in

g,
 o

r 
at

 le
as

t 
no

t 
sl

id
in

g 
ba

ck
.

�
If 

th
er

e
is

 a
 s

ig
ni

fic
an

t 
ch

an
ge

 in
 y

ou
r 

w
or

kp
la

ce
, r

em
em

be
r 

to
 c

he
ck

 y
ou

r 
ris

k 
as

se
ss

m
en

t 
an

d,
w

he
re

ne
ce

ss
ar

y,
 a

m
en

d 
it.

 



Further information

HSE priced and free publications are available by mail order from HSE Books,
PO Box 1999, Sudbury, Suffolk CO10 2WA Tel: 01787 881165 Fax: 01787 313995
Website: www.hsebooks.co.uk (HSE priced publications are also available from
bookshops and free leaflets can be downloaded from HSE’s website:
www.hse.gov.uk/pubns)

For information about health and safety ring HSE’s Infoline Tel: 0845 345 0055
Fax: 0845 408 9566 Textphone: 0845 408 9577 e-mail: hse.infoline@natbrit.com
or write to HSE Information Services, Caerphilly Business Park, Caerphilly
CF83 3GG.

This leaflet contains notes on good practice which are not compulsory but
which you may find helpful in considering what you need to do.

This leaflet is available in priced packs of 10 from HSE Books,
ISBN 0 7176 6189 X. Single free copies are also available from HSE Books.

© Crown copyright This publication may be freely reproduced, except for
advertising, endorsement or commercial purposes. First published 06/06. Please
acknowledge the source as HSE.
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ANNEX D 
Generic Risk Assessments for: 

 
  

1. Generic Risk Assessment pro-forma 
 

2. Coach Travel 
 

3. Ferry Travel 
 

4. Accommodation 
 

5. Chair Lift 
 

6. Cable Car 
 

7. Swimming Pool 
 

8. Cycling / Mountain Biking 
 

9. Alpine Coaster 
 

10. Hiking / Walking 
 

11. Ice Skating 
 

12. Bowling 
 

13. Shooting 
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