Specific risk assessment VPRA: 101A – General safety in shops                
                                                                                                                                       


	Branch:
	
	Contact:
	
	Shop:
	

	Specific risk assessment:  
	General safety in shops
	RA No:
	VPRA: 101A

	Person completing RA:
	
	Position in shop:
	
	Date:
	

	Injury:
	Anxiety, back/ head injury, bruise/ cut, burn, choking, fatality, fracture, puncture wound, sprain/ strain, suffocation

	People at Risk:
	PwMS:
	Y/ N
	Vulnerable person:
	Y/ N
	Volunteer:
	Y/ N
	Lone worker:
	Y/ N
	Public:
	Y/ N


	Branches operating a shop must ensure this risk assessment is completed by an appropriate person (known as shop contact). Thereafter to be reviewed if the Branch believes the document is no longer valid, if there have been major changes within the Branch or annually whichever is soonest. Please see generic risk assessment VPRA: 101 and health and safety handbooks for accompanying notes.
To complete the risk assessment:

· Look at each statement and answer it Yes, No or N/A
· If all the answers are Yes or N/A, fill in the first line of the Action Plan on the last page; stating “No action needed” sign and date to indicate when the assessment was completed

· If there are any ‘No’s’ fill in the actions needed, person responsible and completion date in the Action Plan
· Once outstanding actions are complete, the responsible person must sign and date the last column as each action is completed 


	Hazard
	Prevention
	Y/ N/ NA 

	1
	Signage and documents
(Risk factor  – 
 3 Low)
	MS Society public liability insurance displayed
	

	
	
	Health and safety law poster with contact details completed and displayed
	

	
	
	MS Society’s health and safety policy statement displayed
	

	
	
	Shop contact completes the following documents as laid out:
	

	
	
	· HSV: 112  - Safety checks
	

	
	
	· HSV: 113 - Defect report form
	

	
	
	· HSV: 114 – Safety checks completed by competent person
	

	
	
	HSV: 148 Your safety matters poster displayed as needed
	

	2
	Training
(RF – 3 Low)
	Volunteers/ staff completed Property induction HSV: 132 with refresher training every three years
	

	
	
	Volunteers/ staff read health and safety booklets (HSV: 131A – 131E, G19 and G20)
	

	3
4
5
	First aid, accident/ incident reporting             (RF – 3 Low)
	One emergency first aider on duty at all times
	

	
	
	Phone accessible to summon emergency services if needed
	

	
	
	First aid kit available, signposted, contents checked by shop contact quarterly, recorded on HSV: 112
	

	
	
	Accidents/ incidents reported using appropriate form (HSV: 122/ 123), returned as instructed on form
	

	
	
	HSV: 124 - Emergency aid notice completed and displayed in a prominent position
	

	
	
	HSV: 124A - Puncture wounds poster displayed as needed
	

	6
	Welfare

(RF – 2 Low)
	Appropriate lavatory and washing facilities with hot and cold running water
	

	
	
	Suitable warning signs displayed for hot water where there is no mixer tap
	

	
	
	Supply of safe drinking water available
	

	
	
	Fridge temperature maintained at 5oC or below, checked weekly, recorded on HSV: 112
	

	
	
	Adequate standards of workplace/ kitchen hygiene and cleanliness maintained throughout property
	

	
	
	Where a branch is providing its own refreshments occasionally the hygiene and food safety guidelines as found at www.eatwell.gov.uk are followed
	

	7
8
9
	Security, lone working, stress

(RF – 3 Low)
	Volunteers/ staff working alone carry a mobile phone in case of emergency
	

	
	
	Volunteers/ staff advised not to bring personal possessions to the shop
	

	
	
	Facilities in shop for storing cash securely and transferring it to the bank safely
	

	
	
	Property secured when leaving the shop
	

	
	
	Branch has considered participating in local retail crime partnership
	

	10
	Vulnerable people

(RF – 3 Low)
	Young people (aged 16 - 18) working in the shop complete induction HSV: 132A
	

	
	
	Vulnerable adults working in the shop complete induction HSV: 132B
	

	
	
	Expectant mothers working in the shop complete induction HSV: 132C
	

	11
	Contractors

(RF – 3 Low)
	Contractor has right skills and level of competence for the task and complete induction HSV: 132D
	

	
	
	Contractors supervised when vulnerable people on the premises
	

	12
	Equipment –  includes workshops, sorting areas, kitchens, rest areas and offices
(RF – 3 Low)
	All volunteers/ staff trained to:
	

	
	
	· operate equipment safely in line with manufacturer’s instructions 
· use right personal protective equipment

· know location of circuit breakers and emergency stop buttons
· visually inspect equipment before use for damage to plug, cable or device

· remove damaged/ faulty equipment immediately and report using HSV: 113

· plug devices in near work area (where they cannot get wet or damaged), limit need for extension leads or adaptors and unplug equipment when not in use
	

	
	
	· 
	

	
	
	· 
	

	
	
	· 
	

	
	
	· 
	

	
	
	· 
	

	
	
	General tools and equipment (i.e. iron, kettle, microwave, kitchen utensils, tools etc):
· has full instructions for use displayed nearby where needed

· has suitable personal protective equipment nearby

· is suitable for use i.e. equipment secured in position, right guards fitted, tools stored securely etc
· has visible emergency stop controls if needed

· is inspected/ maintained in line with manufacturer’s instructions

· is inspected quarterly by shop contact, recorded on HSV: 112
· where electrical, is tested and tagged by competent person annually, recorded on HSV: 114
· secure storage is available for tools with sharp or pointed surfaces when not in use
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Equipment for moving and handling people such as hoists and standing frames:
	

	
	
	· checked for cleanliness and defects by shop contact weekly, recorded on HSV: 112
	

	
	
	· tested and inspected by a competent person every six months, recorded on HSV: 114
	

	
	
	Where passenger lift fitted: 

· pneumatic backup system in place in case electrics fail, with volunteers trained to use it

· if no; safety zone fire rated for one hour on the upper floors

· door wide enough for a wheelchair and lift controls accessible
· inspected by competent person every six months, recorded on HSV: 114
· serviced and maintained by competent person in line with manufacturers instructions
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Volunteers/ staff contact local area team where concerns regarding the use of workstation equipment
	


	Action Plan

	Hazard No.
	Action Needed
	Responsible Person
	Completion Date
	Signed/ dated for completion
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