MS

Guidance on setting up and completing risk
assessments on the Portal

1.Introduction

The guidance enclosed is intended to help volunteers and staff to access and complete risk
assessments on the portal. It does not cover every type of event run by the MS Society.
Training sessions will be organised by the Health and Safety team over the next two years
to provide more detail on given areas of work.

These notes are supported by a number of videos; a full list is available in Appendix I of
this document.

2.Access to the portal

The portal can be accessed by using the following link:
https://portal.mssociety.org.uk/user/login?/destination=branch

Or by following the guidelines laid out in the video below: V1: Finding an existing group
service on the Portal - 3 minutes

3.Setting yourself up

3.1. The login page on the Portal is shown below. Enter your username and password
and then select the “log in” button on the right.

& Axon X )/ M5 User account | MS Socie: X 2] - X

& c | @ Secure | https://portal.mssociety.org.uk/user/login?destination=msshome o Yy | D i

I Apps P Ourrisk managemer [ Eventsriskassessmer [ Service Bankvd B Service Bank Demo- @B Risk Management-' &d Vahoo - login [2] Online Bocking [ Home - MSSintranet » Other bookmarks.

P>

Manage Groups

MS Society Portal - Login

YYou must login to use this site.

Welcome to the MS Soclety Portal. This site is only for volunteers of the MS Soclety.

Username or e-mail address *

[dutfy

The password field is case
Password * sensitive.

Forgot password?

1 ssons ol ke 4o anonce
O Type here to search
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ERMS guidance

3.2. Next, select the "Manage Groups” tab in the orange bar as shown below.

My Account Change Password

B Axon X ) M5 MS Society Portal x (<] - X
> C | & Secure | https//portalmssociety.org.uk/user/ |9 :
! Apps P Ourrisk managemer [P Eventsrisk assessme: [ Service Bankv4 ([ Service Bank Demo - (B Risk Management - &d Yahoo - login [I] Online Booking [ Home - MSSintranet » Other bookmarks

Logout

Basic Information Roles Skills Interests Training Checklist Additional Requirements Edit Account
Address Email & Phone

Home Phone:

Mobile Phone:

Email:

H O Type here to search

D
S ooneos T2

3.3. A new window will open and you will need to enter your group name, when the full

name appears click onto it and press the “Go” button.

P

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions
Manage Groups

Start typing the first few letters of a group or structure in the box below, after a few seconds it will autocomplete the relevant groups. Select the appropriate one and click
the 'Go’ button.

‘Choose a group by titie

MSS Example

My Account Change Password

B Axon X ) M5 Manage Groups | MS So: X e - X
€ > C | @ Secure | hitpsy//portalmssaciety.org.uk/branch | 9
i Apps P> Ourriskmanagemer > Evenisriskassessme: [ SeviceBankv4 B Service BankDemo - EB RiskManagement-' &al Vahoo-login [Z] Cnline Booking [ Home - MSSintranet » Other bookmarks

Logout

E My Groups
MSS Example

g O Type here to search

If you are a member of staff completing a risk assessment you will be able to find an area
that is specifically for your team such as “England North Area”. A full list of areas is show in

Appendix II of this document.
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3.4. Timeout

If at any point during the completion of the risk assessment a “session is about to expire”
appears and you need more time to complete your task, select the “Yes” button. If you
select "No” your information will not be saved.

- 0o x
o (L T — : 5= ac O -
Accidents/ incidents reported using appropriate form (HSV: 122/ 123) @Y ON ONA

: : . " ’ " @Y ON ONA
If using a private vehicle for MS Society related business (e.g. transporting
members or moving items), has the
HSV 012: letter to insurer been completed with the vehicle insurer?
MS Society Portal Alert ]
HSV: 114 - Safety checks com OY @N ONA
Your session is about to expire. Do you want to reset it?
Action i
~
Arrange annual inspection of en ¥}
Allocated To L e
Jack Black 08/12/2017
Action ii
~
Contact ABC Fire and Safety to carry out fire alarm inspection v
Allocated To Target Completion Date Date Completed
Mo Smith 15/12/2017

3.5. Printing

To print the risk assessment; right click on the mouse while it hovers over the document
and then select “Print” from the drop down box.

% Axon X )/ M5 NG 57 ONE - Ford Trans X e - X

&« C' | @ Secure | hitps://portal.mssociety.org.uk/risk-assessment,

 Apps P> Ourrisk manageme: [ Eventsriskassessme [ ServiceBankv4 @B ServiceBankDemo B Risk Management - Vahoo - login [} Online Bocking [} Home - MSSintranet 2 Other bookmarks

Refers to vehicle: NO 57 ONE - Ford Transit

Branch / Structure Registration

MSS Example v | NOS57 ONE

RA Source Specific risk assessment RA No.

Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* v | 001A (Minibus)

Person completing RA Vehicle Type Date of RA

Group owned or leased minibus. 19-04-2018

Attach Files to this Risk Assessment
19.04.18 - VEHICLE INSURANCE CERT -16.05.17 - PG.1.jpg i Remove

Insurance certificates v

Group vehicle annual insurance certificate for NO 57 ONE Back

Relosc

Save as...
Print.. Ctrl+P
Cast...

- . . Translate to English
Valid disclosure checks for each driver and passenger assistant

View page saurce
®Y ON ONA ‘
nspect

Are all drivers eligible to drive as outlined in driver flowchart

HOTypeheratosear(h n} A G T d) b ENG 18

1

Use the print options as normal.
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B Axon X )/ M5 NO 57 ONE - Ford Trans X
< C | @ Secure | hitps/portal mssociety.org.uk/isk-assessment/3506/edit

E=1 Print

Total: 3 sheets of paper

>

Risk Assessment
4O 57 ONE- For s - G e i cpaci: 8- 6 s

ﬁ ——

e s E b s S

V' HP Deskjet 1050 J410's...

Destination

Refers 1o uehicle: NO 57 ONE - Ford Transit {/vehicie/3505)

| change.. |

Pages Ol

0 |eg.1-5,8 1113

Copies 1
Layout Portrait - Documantaton
[P S ——
wron om
Color Color -

s o e e 3 G by e v o

v v

+  More settings iy e e

Print using system dizlog... {Ctrl+Shift=P)

(HSV 011: Driver Flowchart) -

3.6. Saving

If it is helpful to save a copy of the risk assessment so the group can provide copies where
volunteers have actions or where a venue or external organiser requests a copy. Right click
on the mouse while it hovers over the document and then select “Print” from the drop
down box.

B Axon X )/ M5 NO 57 ONE - Ford Transi X o - x
< C | & Secure | httpsy/portalmssociety.org.uk/risk-assessment/3506 /edit |9
ff Apps P Ourrisk manageme | Eventsriskassessme J  Service Bankvd W Service Bank Demc - [ Risk Management - Yahoo - login Online Booking [ Home - MSSintranet » Other bookmarks
Refers to vehicle: NO 57 ONE - Ford Transit
Branch / Structure Registration
MSS Example 7| NO57 ONE
RA Source Specific risk assessment RA No.
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* v | 001A (Minibus)
Person completing RA Vehicle Type Date of RA
Group owned or leased minibus 19-04-2018

Attach Files to this Risk Assessment

[ 19.04.18 - VEHICLE INSURANCE CERT - 16.05.17 - PG.1.jpg il Remove
Insurance certificates v
Group vehicle annual Insurance certificate for NO 57 ONE Back
Save 5. s
. Print [
Documentation ot

N X . Translate to English
Valid disclosure checks for each driver and passenger assistant

View page source

@Y O N @ NA Inspect Ctr

Are all drivers eligible to drive as outlined in driver flowchart

H O Type here to search o)
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On the print page, select the "Change” button.

B Axon X )/ M5 NO 57 ONE - Ford Trans' X
< G | @ Secure | https;/portal mssociety.org.uk/risk-assessment/350/edit

: 1 Print
Total: 5 sheets of paper

B

Risk Assessment
O 57 ONE- Fort st - G Mo gy 818 sl

2y | cancel |

[T e——

[ HP Deskjet 1050 J410 ...
Refrs 1 vebice HO 57 ONE - Ford Transi vehickesste)

| change.. | = (oo
Pages W Al — R —— [ manamn
eg.15,8,11-13 ot WS RN SO P =
i

Copies S e
— -~ = Documertaton

PP T —
Color Color - e ot Wb

11D e vl sty 3 )
s St e STy T

pvors
et o AR AL g HAP WY AR ]

+ More settings

Print using system dizlog... (Ctrl+Shift+P)

(HSV 011: Driver Flowchart)

Select "Save as PDF” from the list, then follow the instructions for saving, labelling as
appropriate.

% Axon X )/ M5 NO 57 ONE - Ford Transi X e - X
< C | & Secure | hitpsy/portalmssociety.org.uk/risk-assessment/3506/edit *| P i
Eﬁ t{s

Select a destination * -

‘ Q Search destinations

Recent Destinations
[55] HP Deskjet 1050 J410 series
[ saveaspor

[551 New Samsung Pull Printer on MSNC-PRT.mssaciety.org.uk

Print Destinations  Manage
[] saveaseor
[ HP Deskjet 1050 J410 series
[5 Send To CneNote 2013
[53 Send To OneNote 2010
[ Microsoft XPS Document Writer
[ Micrasoft Print to PDF
5 Fax
[ Dell 5130cdn Color Laser

Show All... | (11 total)

| cancel |

& Print to Google Does and other eloud destinations. Sign in to print to Google Cloud Print. x

(HSV 011: Driver Flowchart)
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4. Creating a risk assessment

4.1. Firstly you will choose a category depending what the risk assessment is for.

If you are setting up an event or fitness activity this falls under “"Group Services and
Events” for property or transport you will use “Properties” or “Vehicles”.

In this example we are going to complete a transport risk assessment - so we will click on
the “Vehicles" tab.

Axon X )/ M5 MSS Example | MS Socie X (-] - X
o oicm B4 pl )
< C | @ Secure | httpsy/portal.mssociety.org.uk/branch/919 w9
» Other bookmarks

i Apps P Currisk managemen [ Eventsriskassessmer | Service Bankw4 I Service Bank Demo - B Risk Management- ' &a Yahoo - login COnline Bocking [} Home - MSSintranet

B

My Account Change Password Logout

Manage Groups Members 'Volunteers Services & Activities Risk Assessments Actions

Manage Groups

MSS Example

Vehicles

Risk Assessments Properties

Basic Information List of Membet Group Services and Events

Population Covered:
24567

Group Contact:
Marge Simpsons

Postcodes Covered:

Group Email:
PO1X, PO2X, PO3X

Example@MSSociety.org.uk

Number of Volunteers:

Group Phone:
- 5

L 133
S toouaors 5

H O Type here to search m E m & @ o O B

4.2. This will take you to a new window, click on the “Add Vehicle” button

B Axon X )/ M5 MSS Example Vehicles | | X e - X
& c | @ Secure | https://portalmssociety.org.uk/branch/919/vehicles | P
if Apps P Ourriskmanagemer [ Events riskassessme. [ Service Bankv4 B Senvice BankDemo - I Risk Management - & Yahoo - login [) Online Booking [} Home - MSSintranet » Other bookmarks

My Account Change Password Logout

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions

Manage Groups / MSS Example

MSS Example Vehicles

List of Volunteers Group Services and Events Risk Assessments Properties Vehicles

Basic Information List of Members
‘Add Vehicle
Vehicle Type

LG17ABC - Ford Transit ‘Group owned or leased van

MS3 3SS - Ford Escort ‘Group owned or leased van

MS2 2SS - Nissan Pajero ‘Group owned or leased wheelchair carrying vehicle
MS1 1MS - Renault Kangoo Group owned or leased car

JD Rev:1
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4.3. For your vehicle enter the details as per the example below. Once complete, press
the green “Save” button

3 Axon X ) M5 Add Vehicle | MS Societ; X [:] - X
<« @& ‘ @ Secure | https;//portal.mssociety.org.uk/node/add/vehicle? w9
i1 Apps [ Ourrisk managemen | Eventsriskassessmer | Service Bankv4 @B Service Bank Demo- B Risk Management-' &d Yahoo - login [ Online Bocking [J Home - MSSintranet » Other bookmarks

Ms@; ‘

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions.

Add content

Add Vehicle

Vehicle Make *

Ford

Vehicle Model *

Transit

Vehicle Reg *

NO 57 ONE

Vehicle Type *

‘ Group owned or leased minibus v

= = - i o 1zm
Type here to search & " q PN o nnog B

4.4. You will be taken back to the window where the group vehicles are listed as shown
below.

B axon X )/ M5 MSS Example Vehicles | - X =] - X
<« c | & Secure | httpsy//portal.mssociety.org.uk/branch/919/vehicles | 2
i Apps P Ourriskmanagemer [P Eventsriskassessme [ Service Bankv4 B Service Bank Demo- B Risk Management- ' &4 Yahoo - login Online Booking [ Home - MSSintranet » Other bookmarks

My Account Change Password Logout

MS

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions

Manage Groups / MSS Example

MSS Example Vehicles

Basic Information List of Members List of Volunteers Group Services and Events Risk Assessments Properties Vehicles

‘Add Vehicle
Vehicie Type

NO 57 ONE - Ford Transit Group owned or leased minibus
LG17ABC - Ford Transit Group owned or leased van
MS3 3SS - Ford Escort Group owned or leased van
MS2 2SS - Nissan Pajero Group owned or leased wheelchalr carrying vehicle
MS1 1MS - Renault Kangoo Group owned or leased car

You should then click on the file you wish to open in this case NO 57 ONE.
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4.5.

4.6.

ERMS guidance

The next window will provide you with a summary of the vehicle details you have

entered as shown below. To begin your risk assessment click on the “Create a Risk

Assessment” button

& Axon % )/ W NO 57 ONE - Ford Trans X \ (2] - X
&« c ‘ @ Secure | https:/portal.mssaciety.org.uk/vehicle/3505 % P
i Apps B Ourrisk managemen [ Eventsriskassessme: | Senice Bankwd @8 Sermvice Bank Demo - (OB Risk Management- ' &d VYahoo -login [] OnlineBooking [ Home - MSSintranet » Other baokmarks
Manage Groups Members Volunteers Services & Activities Risk Assessments Actions
View Edit
Vehicle Record
Branch:
MSS Example
Vehicle Make:
Ford
Vehicle Model:
Transit
Vehicle Reg:
NO 57 ONE
Vehicle Type:
Group owned or leased minibus.
q Create a Risk Assessment MSS Example Vehicles

Q

You will then be asked to provide basic information regarding the type of vehicle.
Drop down boxes along with free text areas will help you complete this section.
Once finished you should press the orange “Save and Continue” button

/ B Axon X ) M5 Createa new Risk Asses: X\ e - X
< C | @ secure | hitps//portalmssociety.org.ukrisk-assessment/new? P ]
22 Apps P Ourrisk managemer [ Events riskassessme: ¥ Senvice Bankv4 B Service Bank Demo - M Risk Management - &d Yahoo - login [Z] Online Booking [} Home - MSSintranet » Other bookmarks

Manage Groups Members  Volunteers  Services & Activities  Risk Assessments  Actions

Risk Assessment
Create a hew Risk Assessment...
Refers to vehicle: NO 57 ONE - Ford Transit

Please choose the type of RIsk Assessment you wish to create.
You may then complete the form after clicking *Save & Continue'.

Branch / Structure Registration
MSS Example v | NO 57 ONE
RA Source Specific risk assessment RA No.
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* v | 001A (Minibus)
Person completing RA Veehicle Type Date of RA
Group owned or leased minibus 19-04-2018
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4.7.

4.8.

ERMS guidance

You will now be taken to the risk assessment section as in the example set out
below.

& Axon X )/ WS NO 57 ONE - Ford Transi X e - X
<« C | @ Secure | https;//portal.mssociety.org.uk/risk-assessment/3506/edit |9
i Apps PP Ourriskmanagemen [P Eventsrisk assessmer | Service Bankv4 @B Service Bank Demo - W Risk Management- ' &d Yahoo - login Cnline Booking [ Home - MSSintranet » Other bookmarks

NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*

View Edit

Refers to vehicle: NO 57 ONE - Ford Transit

Branch / Structure Registration
MSS Example ¥ | NO 57 ONE
RA Source Specific risk assessment RA No.
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* v | 001A (Minibus)
Person completing RA Vehicle Type Date of RA
Group owned or leased minibus 19-04-2018

Attach Files to this Risk Assessment

Documentation

Valid disclosure checks for each driver and passenger assistant

NA

Y N
g 0 Type here to search £ ) P ENG 19

The risk assessment process works in the same way as the paper based system.
You should answer each question “Y/ N/ NA” as appropriate. If the answer is “Y” or
“"NA” you will move immediately onto the next appropriate question.

& Axon X // M5 NO 57 ONE - Ford Transi X e - X
& C | @ Secure | https://portal mssociety.org.uk/risk-assessment/3506/dit x| D
S Apps P Ourriskmanagemen [P Eventsrisk assessmer [ Service Bankv4 G Service Bank Demo - (B Risk Management-' &dl Vahoo - login Online Booking [ Home - MSSintranet » Other bookmarks

Documentation
Valid disclosure checks for each driver and passenger assistant

®Y N NA

Are all drivers eligible to drive as outlined in driver flowchart
(HSV 011: Driver Flowchart)

®Y N NA

Each driver has an appropriate license as determined by the driver flowchart
(HSV 011: Driver Flowchart)

®Y N NA

HSV: 015 Defect report form completed by driver / responsible group member

Y N @ NA

HSV: 013 Log book (Prejourney safety checks, passanger info and journey information) completed by driver / responsible
group member for every journey

®Y N NA
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4.9. If you answer “"N” to a question, a task box will open up below and details of the
action required, who the action is allocated to and the target date for completion

will need to be entered.

& Axon X )/ M5 NO 57 ONE - Ford Trans X 2] X
< C | @ Secure | httpsy//portal.mssociety.org.uk/risk-assessment/3506/edit | P
» Other bookmarks

i Apps P Ourriskmanagemer B Eventsriskassessme: 7 Service Bankv4 DB Service BankDemo- B Risk Management- ' &4 Yahoo- login [Z] Online Booking [ Home - MSSintranet

HSV: 014 - Monthly safety checklist completed by driver / responsible group member or competent mechanic completes
12 week inspection.

OY ®N ONA

Action
New driver made aware that the monthly checklist must be completed as well as the dally one - copies for May 2018 to be uploaded

Allocated To Target Gompletion Date jate Completed
John Smith 31/05/2018
Add another action

HSV: 021 - Vehicle emergency procedure card displayed in vehicle

@®@Y ON ONA
Valid MOT in place and uploaded to risk assessment
@Y ON ONA
Blank copies of following forms kept in vehicle:

HSV: 122 - Accident reporting form
HSV: 123 - Incident reporting form
HSV: 015 - Transport defect report form

Y ON O NA

Where actions are allocated to a number of individuals, they must be informed and the

person completing the risk assessment must update each action on completion.

4.10. If more than one action is needed, click on the “Add another Action” button and

another task box will open - see Action II below.

2 Aon X/ M5 NO S5TONE- Ford Trans X ) X
< C | & Secure | httpsy//portalmssociety.org.uk/risk-assessment/3506 edit A B
» Other bookmarks

2 Apps P OQurriskmanagemer o Eventsriskassessmer [ Service Bankw4 I Service Bank Demo - B Risk Management - & Yahoo - login Cnline Bocking [} Home - MSSintranet

HSV: 014 — Monthly safety checklist completed by driver / responsible group member or competent mechanic completes
12 week inspection.

OY ®N ONA

Action i
New driver made aware that the monthly checklist must be completed as well as the daily one - copies for May 2018 to be uploaded

Allocated To Target Completion Date Date Completed
John Smith 31/05/2018
Action it

Driver inductions to be reviewed to discuss the monthly checks and ensure that each driver knows why they are completed

HSV: 021 - Vehicle emergency procedure card displayed in vehicle

@©@Y ON ONA

Valid MOT in place and uploaded to risk assessment

@©@Y ON ONA

psi/fportalmssociety.org.uk/rick 506/edit?

Allocated To Target Completion Date Date Completed
Dale Vincent 03/08/2018
€ Add another action

This is to ensure that different actions can be allocated to different individuals and that
each action can be signed off on completion without being affected by other outstanding

actions.

JD Rev:1 May 2018
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4.11. You can save your risk assessment at any point by scrolling to the bottom of the

screen and clicking on the orange “Save” button.

& Acon X ) M5 NOS7ONE-Ford Trans: X \ ] - X
&« C | @ Secure | https://portal.mssociety.org.uk/risk-assessment/3506/edit *| 9
22 Apps P Ourrisk managemer [ Events riskassessme: ¥ Senvice Bankv4 B Service Bank Demo - M Risk Management - &d Yahoo - login [Z] Online Booking [} Home - MSSintranet » Other bookmarks

Where a lift, hoist or pulley system is fitted:

« LOLER inspection carried out on lift/ hoist/ pulley every six months by competent person, including weight test at least
every 12 months, with copies of documentation uploaded to risk assessment

+ Clear instructions for set up and operation of the lift/ hoist prominently displayed

« Lift/ hoist/ pulley inspected and maintained in line with the manufacturers instructions

@Y ON ONA

Appropriate personal protective equipment must be made available e.g. stout footwear, gloves, hi visibility vests etc.
@Y ON ONA

Where a ramp is fitted:
+ Ramp has a shallow gradient with raised edges and non-slip surface

« Ramp inspected and maintained in line with the manufacturer’s instructions

@Y ON ONA

+ Vehicle has suitable and sufficient ir and p
« All passengers face either the front or the rear of the vehicle
* R ints i 1 and maintai in line with the manufacturers instructions

Guidance - HSV: 041 - Wheelchair lapbelts and restraint systems

@Y ON ONA

4.12. Once saved you will automatically return to the main screen showing a copy of the

risk assessment together with any outstanding actions.

& Axon X )/ M5 NO 57 ONE - Ford Trans| X (=] - b4
5 (] | @ Secure | https//portal.mssociety.org.uk/risk-assessment/3506 | 9
I Apps P> Ourrisk managemen B Eventsriskassessmer [ Service Bankv4 @B Service BankDemo- B Risk Management-' &d Vahoo-login [Z] OnlineBocking [ Home - MSSintranet » Qther bookmarks

Risk Assessment
NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*

View Edit

Vehicle Record

Basic Information

Specific risk assessment:
Group owned Minibus (capacity: 8 - 16 seats)* - 001A (Minibus)

NO 57 ONE - Ford Transit

Branch:
Person completing RA: MSS Example
Created Date: Type:
19-04-2018 Group owned or leased minibus
Outstanding Actions
Q:
HSV: 014 - Monthly safety checklist completed by driver / responsible group or Js] ic comp 12 week inspection.

Action: New driver made aware that the monthly checklist must be completed as well as the daily one - copies for May 2018 to be uploaded

Allocated To: John Smith Target Completion Date: 31-05-2018

Action: Driver inductions to be reviewed to discuss the monthly checks and ensure that each driver knows why they are completed

Allocated To: Dale Vincent Target Completion Date: 03-08-2018

To carry on working on the risk assessment, click on the “Edit” tab. You will be taken back

to the window shown in 4.7 where you will be able to continue the process.

In addition to these notes the following videos are available to give further guidance:

V2: Creating a risk assessment - 6 minutes
V3: Completing actions within a risk assessment - 2 minutes
V6: Editing a risk assessment - 4 minutes
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ERMS guidance

5.Uploading documents

5.1.

5.2.

You will then need to upload documents as part of the risk assessment and to

evidence completed actions e.g. vehicle insurance as shown below.

B Axon X )/ W5 NOS57ONE-Ford Trans: %\ X
<& C | @ secure | httpsy/portal.mssociety.org.uk/risk-assessment/3506/edit |9

HSV: 021 - Vehicle emergency procedure card displayed in vehicle
@Y ON ONA
Valid MOT in place and uploaded to risk assessment

@Y ON ONA
Blank copies of following forms kept in vehicle:

HSV: 122 - Accident reporting form
HSV: 123 - Incident reporting form
HSV: 015 - Transport defect report form

@Y ON ONA

Valid insurance in place for the vehicle and documentation uploaded to risk assessment

@Y ON ONA

Prevention of Emergency
Competent person inspects and tags the fire extinguishers annually with service paperwork uploaded to risk assessment.

@Y ON ONA

Apps P Ourrisk managemer, [ Eventsriskassessme: [ Service Bankvd (B8 Service Bank Demo - IO Risk Management-* &4 Yahoo - login Online Booking [Y Home - MSSintranet

Other bookmarks

Scroll to the top of the page and click on the “Add a file” button.

2 Axon X )/ Ms. NG 57 ONE - Ford Trans X e - %
<« C | @ secure | https://portalmssociety.org.uk/risk-assessment/3506/edit * 9
i Apps > Ourriskmanagemer P Events riskassessmer  f Service Bankv4 ([ Service Bank Demo - I Risk Management -\ & Yahoo - login [£] Online Bocking [Y Home - MSSintranet » Other bookmarks
Risk Assessment
NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seals)”
View Edit
Refers to vehicle: NO 57 ONE - Ford Transit
Branch / Structure Registration
MSS Example v | NO 57 ONE
RA Source Specific risk assessment RA No.
Vehicle ¥ | Group owned Minibus (capacity: 8 - 16 seats)* ¥ | 001A (Minibus)
Person completing RA Vehicle Type Date of RA
Group owned or leased minibus 19-04-2018
Attach Files to this Risk Assessment
Documentation
Valid disclosure checks for each driver and passenger assistant
@Y ON ONA
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5.3.
computer.

Click on the “Choose file” box and search for the document you have saved on your

/B Axon X )/ M5 NO 57 ONE -Ford Trans X\ e -
& - C | @ Secure | nittpsy/portalmssociety.org.ukirisk-assessment/3506/edit |9
i1 Apps P Ourriskmanagemen | Eventsrisk assessme: 7 Service Bankv4 @B Service Bank Demo - (B Risk Management-' a Yahoo-login [IJ] Online Booking [3 Home - MSSintranet » Other bookmarks

Risk Assessment

View Edit

Refers to vehicle: NO 57 ONE - Ford Transit

Person completing RA Vehicle Type

Attach Files to this Risk Assessment

Choose File | No file chosen

- Please select the type of this file -

Please describe this attachment

Documentation

NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*

Branch / Structure Registration
MSS Example v | NO 57 ONE
RA Source Specific risk assessment
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)*

Group owned or leased minibus

RA No.
+| 001A (Minibus)

Date of RA
19-04-2018

5.4.
on the “"Open” button.

/B Axon /

Once you have found the relevant document on your computer highlight it and click

<«

Apps P Ourrisk manageme

Risk Assessment

NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*

View Edit

Refers to vehicle: NO 57 ONE - Ford Transit
Branch / Structure Reglslrat\on

MSS Example v | NO 57 ONE
RA Source SpQC\ﬂC risk assessment

Vehicle v | Group owned Minibus (capacity: 8 - 16

Person completing RA Vehicle Type

Group owned or|

Attach Files to this Risk Assessment

Choose File | No file chosen

- Please select the type of this file -

Please describe this atiachment

@ Open X
"+ <« Desktop > electronic system v Search electronic system »
Organize = New folder =~ ™ @
A Name Date modified Type

&) Pictures
1 videos

O L02501-W10

ERMS guidance - May 2018

" Print example

LA update - draft April 2018

SV 003F - Fitness audit form - April 2018
(=] 19.04.13 ~ VEHICLE INSURANCE CERT ~16...
HSV D03E - Events audit form - May 2017
] 16,05.18 - HSV 925 - Collection Newton A...

18/05/2018 13:49
15/05/2018 16:36
25/04/2018 08:48
24/04/2018 12:04
19/04/2018 18:42.
17/05/2017 07:31
18/09/2016 19:42

Microsoft Word D
Adobe Acrobat D,
Microsoft Word D
Microsoft Word 9.
PG File

Microsoft Word 9.
Microsoft Word 9.

File name: | 19,04.18 - VEHICLE INSURANCE CERT |

All

>

M5 NO 57 ONE- Ford Trans: X\ -] -
c | & Secure | httpsy/portal mssociety.orguk/risk assessment/3506 /edit f.y‘ ™
P Eventsriskassessmc [ ServiceBankvd @B Service Bank Demo [ Risk Management - Vahao - login Online Bocking [ Home - MSSintranat » Other bookmarks
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ERMS guidance

5.5. You will now see the document you have uploaded as shown in the window below.

B Avon X /M5 NO 57 ONE - Ford Trans' X e - X
< (¢] | @ Secure | https;//portal.mssociety.org.uk/risk-assessment/3506/edit ﬁ‘ ?
: Apps P> Ourriskmanageme: [P Eventsriskassessme [ Service Bankwv4 B Service Bank Demo - W Risk Management - Vahoo - login Online Booking [} Home - MSSintranet » Other bookmarks

Risk Assessment
NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*

View Edit

Refers to vehicle: NO 57 ONE - Ford Transit

Branch / Structure Registration
MSS Example | NO57 ONE
RA Source Specific risk assessment RA No.
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* v | 001A (Minibus)
Person completing RA Vehicle Type Date of RA
Group owned or leased minibus 19-04-2018

Attach Files to this Risk Assessment

Choose File | 19.04.18 — VEHICLE INSURANCE CERT - 16.05.17 - PG.1.jpg

- Please select the type of this file - v

Please describe this attachment

H O Type here to search

5.6. Select from the drop-down box below a category which is relevant to the form you
are uploading as shown below and click on it.

B aon X )/ M5 NO 57 ONE - Ford Transi X\ -] - X
& c ‘ Y - Picase select the type of this flle - % °
i Apps P Oun  Asbestos reports Online Booking  [f Home - MSSintranet » Other boskmarks

F Attendance registers
Defect report forms
Fire documentation

First aid person

Fitness providers certification (including HSV: 743/ 744/ 745/ 746)
Gazebo checklists

Induction forms

Insurance certificates

Legionnaire disease risk ass&gment and report
RA No.

Lifting op and lifting (LOLER) v| 001A Minibus)
Lifting op and lifting LOLE

g g ( R) RA
Personal g Y Plan y sheets 14-2018

Safety checklists
Service level agreements

Supporter Information

- Please select the type of this file - A

Please describe this attachment

Documentation
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5.7. Add a quick description to explain what the document is in the box underneath.

% Axon X )/ M NO 57 ONE - Ford Transi X (2] - x
€« C | @ Secure | https://portalmssociety.org.uk/risk-assessment/3508/edit *| 9
S5 Apps P COurriskmanageme [ Eventsrisk assessme [ ServiceBankv4 @ Service BankDemc @@ Risk Management - Yahoa - login Online Booking [ Home - MSSintranet » Other boskmarks

Risk Assessment

NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seals)*

View Edit

Refers to vehicle: NO 57 ONE - Ford Transit

Branch / Structure Registration
MSS Example v | NOS57 ONE
RA Source ‘Specific risk assessment RA No.
Vehicle v | Group owned Minibus (capacity: 8 - 16 seats)* ¥ | 001A (Minibus)
Parson completing RA Vehicle Type Date of RA
Group owned or leased minibus 19-04-2018

Attach Files to this Risk Assessment
[§ 19.04.18 - VEHIGCLE INSURANCE CERT - 16.05.17 - PG.1.jpg i Remove

Insurance certificates v
Group vehicle annual insurance certificate for NO 57 ONE
H O Type here to search

When uploading documents on your computer, label them so that you and others can

recognise them in the future e.g. 19.04.18 - VEHICLE INSURANCE CERT - 16.05.17 - PG.1

(Date document uploaded - type of document - date of document issue page number)

5.8. Once all the risk assessment questions have been answered, any outstanding actions
noted and relevant documents uploaded remember to scroll to the bottom of the

screen and clicking on the orange “Save” button.

o K bitps. ot sty org k- sssessrent 2208/ o-acl§ lesis ™ Sunny Holdsy
Vi, e = 1oL e o = e

e vt AT ST i SR I i | e ot et v et

131E, G19 and G20)

HSV: 132D - Contractors induction @Y ON ONA

All MS Society properties must have: @Y ON ONA
* Appropriate lavatory and washing facilities with hot and cold running water available

¢ If no mixer tap suitable warning signs displayed for hot water

» Supply of safe drinking water available

* Fridge temperature maintained at 50C or below

+ High level of cleanliness and hygiene are maintained

* Appropriate floor coverings are used

* [tems used most often stored to hand @Y ON ONA
¢ Heavier items stored at low level

) e

JD Rev:1 May 2018

150f27
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5.9. This will return you to the main screen which will give you an overview of the
vehicle, a list of documents you have uploaded and any outstanding actions.

y B Axon X )/ M5 NO 57 OME - Ford Transi X (-] - x
<« C | @ secure | nttpsy/portal mssociety.org.uk/risk-assessment/3506 |9 :
S Apps P Ourriskmanageme: B Eventsriskassessme [ Service Bankvd @B Service BankDemo B Risk Management - Vahoo -login [} Online Booking [ Home - MSSintranet » Other bookmarks

View  Edit

Basic Information Vehicle Record

Spacifiarisk assassment NO 57 ONE - Ford Transit

Group owned Minibus (capacity: 8 - 16 seats)* - 001A (Minibus)

Branch:

Person completing RA: MSS Example

Created Date: Type:

19-04-2018 Group owned or leased minibus.

Attached Files

Insurance certificates

[3 19.04.18 - VEHICLE INSURANGE CERT - 16.05.17 - PG.1.jpg - Group venhicle
annual insurance certificate for NO 57 ONE

Outstanding Actions

Q:
HSV: 013 Log book (Prej safety checks, | info and journey information) completed by driver / responsible group member for
every journey

Action: no copies on the day, to be scanned in and sent

Allocated To: jo bloggs Target Completion Date: 09-05-2018

H O Type here to search

©

In addition to these notes the following videos are available to give further guidance:
V3: Completing actions within a risk assessment - 2 minutes

V4: Uploading supporting documents to risk assessments - 2 minutes

V5: Finding supporting documents on the volunteer website - 3 minutes

V6: Editing a risk assessment - 4 minutes

V7: Opening uploaded files within a risk assessment - 4 minutes
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https://www.useloom.com/share/d65254f453b04a5db62d7e16dfcd2e5c
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ERMS guidance

6. Updating your risk assessments

6.1. If you wish to update the outstanding actions on your risk assessment go to your
group’s main page and click on the “risk assessments” tab.

B Axon X /M MSS Example | MS Secie X \ | ] - X
&« = ‘ @ Secure | https;/portal.mssociety.org.uk/branch/919 %9
i Apps P Qurriskmanagemen [ Eventsriskassessmer 1 Service Bankv4 @ Senice Bank Demc - I Risk Management- ' d Vahoo - login Online Booking [ Home - MSSintranet » Other bookmarks

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions

Manage Groups

MSS Example

Basic Information List of Members List of Volunteers Group Services and Events Risk Assessments

Contact Details

Group Contact: Population Covered:
Marge Simpsons 24567

Group Email: Postcodes Covered:
Example@MSSociety.org.uk PO1X, PO2X, PO3X
Group Phone: Number of Volunteers:
- 5

Number of Members:
[}

Structure Type:
MSS Structure - Local membership group

6.2. You will then see a list of risk assessments that have been completed for the group.
Click on the one that you wish to open, in this case NO 57 ONE.

3 Ao X )/ M5 MsSS Example Risk Asses X\ e - X
< C | & Secure | https://portalmssociety.org.uk/branch/319)risk-assessments %] @

pps > Ourrisk managemer P Eventsrisk assessmer [ Service Bankv4 @B Service Bank Demo- B Risk Management- ' el Yahoo - login [ Online Booking [ Home - MSSintranet » Other bookmarks

Manage Groups Members Volunteers Services & Activitles Risk Assessments Actions

Manage Groups / MSS Example

MSS Example Risk Assessments

Basic Information List of Members List of Volunteers Group Services and Events Risk Assessments Properties Vehicles

Person Actions
Risk Assessment Template Completing Outstanding
NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)* Group owned Minibus (capacity: 8 - 16 seats)* JDutfy 19/04/18 2
This Is a test service - Event with stalls and other activities (indoor or outdoor)* Event with stalls and other activities (indoor or portaladmin  18/04/18 1
outdoon)*
Moming tea and walk to Victorian Town Museum in Ironbridge - Event involving Event involving low level physical activity* Andy Grant 05/04/18 1

low level physical activity*

Saturday socials at the Coalport cafe - Formal meetings/ information events/ Formal meetings/ information events/ parties* Andy Grant 23/03/18

parties*

Saturday soclals at the Coalport cafe - Formal meetings/ Information events/ Formal meetings/ Information events/ parties* Andy Grant  23/03/18

parties*

Vegan food evening - Formal meetings/ information events/ parties* Formal meetings/ information events/ parties* Andy Grant ~ 23/03/18

Yoga Class Test - Therapy or exercise sessions* Therapy or exercise sessions™ portaladmin  20/03/18

Yoga Class Test - Exercise Equipment - Unsupervised area® Exercise Equipment - Unsupervised area* portaladmin  20/03/18 1

Pilates Class Test - Therapy or exercise sessions* Therapy or exercise sessions* Lyndsay 12/03/18 -
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6.3.

To open the risk assessment, click on the “Edit” tab.

B Axon X )/ M5 NO 57 ONE - Ford Transi X\ X
< (¢} ‘ @ Secure | https:/portal.mssociety.org.uk/risk-assessment/3506 *| P
= Apps P> Ourrisk manageme: [P Eventsriskassessme [ Service Bankv4 @ Service Bank Democ @ Risk Management - Yahoo - login [ Online Booking [Y) Home - MSSintranet » Other bookmarks
NO 57 ONE - Ford Transit - Group owned Minibus (capacity: 8 - 16 seats)*
Basic Information Vehicle Record

Specific risk assessment:
Group owned Minibus (capacity: 8 - 16 seats)* - 001A (Minibus)

NO 57 ONE - Ford Transit

Branch:
Person completing RA: MSS Example
Greated Date: Type:
19-04-2018 Group owned or leased minibus
Attached Files:
Insurance certiicates

[3 19.04.18 - VEHICLE INSURANCE GERT - 16.05.17 - PG.1.Jpg - Group vehicle
annual insurance certificate for NO 57 ONE

Outstanding Actions

HSV: 013 Log book (Prejourney safety checks, passanger info and journey information) completed by driver / responsible group member for

every journey

Action: no copies on the day, to be scanned In and sent

H O Type here to search

6.4.

Update the outstanding actions by uploading the relevant documents - in this case

updated induction forms (following the guidance in section 5) as evidence. Enter
the date completed and scroll to the bottom of the screen and click on the orange

“Save” button.

HSV: 014 - Monthly safety checklist cc

by driver /
12 week inspection.

OY ®N ONA

ible group member or competent mechanic completes

Action |

New driver made aware that the monthly checklist must be completed as well

| as the daily one - coples for May 2018 to be uploaded

Allocated To

Dale Vincent 03/08/2018

Target Completion Date

Allocated To Target Gompletion Date Date Completed
John Smith 31/05/2018
Action ii

Driver inductions to be reviewed to discuss the monthly checks and ensure that each driver knows why they are completed

Date Completed
23/04/2018

€ Add another action

HSV: 021 - Vehicle emergency procedure card displayed in vehicle

@Y ON ONA

Valid MOT in place and uploaded to risk assessment

@Y ON ONA

Blank copies of following forms kept in vehicle:

B Axon X )/ Mi NO 57 ONE - Ford Trans: X X
< c | @ Secure | https;//portalmssociety.org.uk/risk-assessment/3506/edit/#aq_1200 % 9
i Apps P Ourrisk managemen [ Eventsriskassessmer [ Service Bankv4 @B Service Bank Demo- B Risk Manzgement-' &a Yahoo- login [2] Online Booking [ Home - MSSintranet Other bookmarks
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May 2018

180f27
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6.5. The outstanding action is no longer visible on the main page as shown below - see
section 4.12 for window showing both actions.

% Axon X / M5 NO 57 ONE - Ford Transi x \\ =] - x
<« [¢] ‘ @ Secure | https//portalmssociety.org.uk/risk-assessment/3506 |9
# Apps P Ourriskmansgeme: P Eventsriskassessme [ Senvice Bankv4 @8 Sewvice BankDemo B Risk Management - Yahoo - login Online Booking [ Home - MSSintranet ~ » Other bookmarks

View  Edit -
Basic Information Vehicle Record
Specific fisk assessment: NO 57 ONE - Ford Transit
‘Group owned Minibus (capacity: 8 - 16 seats)* - 001A (Minibus)
Branch:
Person completing RA: MSS Example
Created Date: Type:
10-04-2018 Group owned or leased minibus
Attached Files:
Insurance certificates

[2 19.04.18 - VEHICLE INSURANCE GERT - 16.05.17 - PG.1.jpg - Group vehicle
annual insurance certificate for NO 57 ONE

Outstanding Actions

Q:
HSV: 014 - Monthly safety checklist completed by driver / ible group or ic cc 12 week inspection.

Action: New driver made aware that the monthly checklist must be completed as well as the daily one - copies for May 2018 to be uploaded

Allocated To: John Smith Target Completion Date: 31-05-2018

= = G
H Q Type here to search < G £ PN s B

In addition to these notes the following videos are available to give further guidance:
V3: Completing actions within a risk assessment - 2 minutes
V4: Uploading supporting documents to risk assessments - 2 minutes

V7: Opening uploaded files within a risk assessment - 4 minutes
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https://www.useloom.com/share/0cecb45ada794703b7969a0b0a8d5368
https://www.useloom.com/share/7330c72fb407424b86f87d1f9f2bc071

ERMS guidance

7.Guidance documents for low risk events

7.1. Enter the service as normal. The answers you provide to the health and safety
questions will determine whether an activity is high risk or low risk. The example
below which is a bucket collection in a local Asda will be logged as low risk.

3 Axon X ) M5 Bucket collection Asda s X ] - X
& C | & Secure | https//portal.mssociety.org.uk/service/3652/edit | P
= Apps > Ourrisk manogeme: [P Eventsriskassessme | Service Bankv4 @@ Service BankDemo @ Risk Management - Yahoo - login [Z] Online Booking [} Home - MSSintranet » Other bookmarks

Will a competent person be responsible for setting up the venue, managing the venue and emergency arrangements throughout the event?
® Yes
No

Will the event or service involve people other than the attendees, trainers, speakers or members of the public?
Yes
® No

Will MSS volunteers or staff be providing personal care normally delivered by a carer?
Yes
® No

This activity/service is considered low risk and does not require a full risk assessment provided the appropriate guidance Is followed, which must be confirmed below. The
qguidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Please ensure that you retum to save the form otherwise
the information you've entered will be lost.)

) I confirm that | will follow the guidance to the best of my ability.

Status

¥ Active

If a regular service is discontinued you will need to return here and untick this box. Any service or event record that is not reviewed and saved for a period of 12 months will

H O Type here to search i) B A 0o oG

7.2. Tick the confirmation box and scroll to the bottom of the page and press the orange
“Save” button.

B Avon X )/ M5 Bueket collection Asdas. X e - X
< C | @ Secure | https/portal.mssociety.org.uk/service/3652/dit | 9
=2 Apps P Ourriskmanageme [P Eventsriskassessme | Service Bankvd (@ Service Bank Demc - (@ Risk Management - Yahoo - login Online Bocking [  Home - MSSintranet » Other bookmarks

Will the event or service involve people other than the attendees, trainers, speakers or members of the public?
Yes

® No

Wil MSS volunteers or staff be providing personal care normally delivered by a carer?
Yes
® No

This activity/service is considered low risk and does not require a full risk assessment provided the appropriate guidance is followed, which must be confirmed below. The
guidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Please ensure that you return to save the form otherwise
the information you've entered will be lost.)

[¢] 1 confirm that | will follow the guidance to the best of my ability.

Status

¥ Active

If a regular service Is discontinued you will need to return here and untick this box. Any service or event record that is not reviewed and saved for a period of 12 months will
be set to Inactive. ! will be sent by email 1 month prior to this.

« Save

H O Type here to search
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7.3.

You will then be taken back to the main page for the service.

/B Axon X ) M. Bucket collection Asdas. x | e - X
& c | & Secure | https//portalmssociety.org.uk/service/ 3652 x| 9

fI Apps P Ourrisk managemsr [P Events risk assessme

7 Service Bankv4 @ Service Bank Dema

O Risk Management -

Yahoo - login Online Booking [  Home - MSSintranet »

Other bookmarks

"m:,i,

Manage Groups

Members Volunteers Services & Activities Risk Assessments

Actions

Bucket collection Asda supermarket

View Edit

ot

Branch:
England South Area

Type:
Regular Event/Service

H O Type here to search

7.4.

Frequency:

Regular Time:

Category: Address:
Bucket Collections Asda Superstore
Highweek St
Description: Newton Abbot
Group collecting in the foyer of Asda Supermarket in Newton Abbot Devon
TQ121TG
o [o]

G &

Three times a year

Saturday 0800 - 1200

& &

Once you have completed the relevant guidance document go back to your group

area on the Portal. To find the event you will need to click on the "Group services

and events” tag.

/B Axon X )/ M5 England South Area | M X\ ] - bed
& (@ | @ Secure | httpsy/portal.mssociety.org.uk/branch/3439 b
©I Apps P Ourrisk manageme P Eventsriskassessme [ ServiceBankv4 @B ServiceBankDemo B Risk Management - Yahoo - login [] Online Booking [J Home - MSSintranet » Other baokmarks

| i

Manage Groups
Manage Groups
England South Area

Basic Information List of Members.

Contact Details

Group Contact
Group Email:

Group Phone:

Members Volunteers Services & Activities Risk Assessments

List of Volunteers

Actions

Group Services and Events

[}

0

Structure Type:

Population Covered:

Posicodes Covered:
Number of Volunteers

Number of Members:

MSS Structure - Department/Function

Properties Vehicles

JD Rev:1
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7.5. Find the relevant activity - in this case “Bucket collection Asda supermarket” and
click on it.

B aon X ) M England South Area Ser X e - X
<« @ | & Secure | https;//portalmssociety.org.uk/branch/3499/services | P
I Apps P OQurrisk manageme [ Eventsriskassessme  [f Service Bankv4 @@ Service Bank Demc - @ Risk Management - Yahoo - login [Z] Online Booking [ Home - MSSintranet » Other bookmarks

e -

Manage Groups Members Volunteers Services & Activities Risk Assessments Actions

Manage Groups / England South Area

England South Area Services

Basic Information List of Members List of Volunteers Group Services and Evenis Risk Assessments Properties Vehicles
Category Active
-Any - v on v
Add New Service Reset
Title Category Branch Member
Bucket collection Asda supermarket Bucket Collections Joutry
Bucket collection - Exeter town centre Bucket Collections JDuffy

H O Type here to search

7.6.  On the main page, click on the “Edit” tab.

5 Axon X )/ M5 Bucket collection Asda s X -] - X
e c | & Secure | hitps//portalmssociety.org.uk/service/2652 “| 9
S Apps P Ourriskmanageme: [P Eventsriskassessme  J  ServiceBankv4 [ Service Bank Demc @ Risk Management - Vahoo - login [] Online Booking [} Home - MSSintranet » Other bookmarks

"I-J"
Manage Groups Members Volunieers Services & Activities Risk Assessmenis Actions

Bucket collection Asda supermarket

oo

Branch: Frequency:
England South Area Three times a year
Type: Regular Time:
Regular Event/Service ‘Saturday 0800 - 1200
Category: Address:
Bucket Collections Asda Superstore

Highweek St
Description: Newton Abbot
Group collecting In the foyer of Asda Supermarket In Newton Abbot Devon

TQ121TG

cél El @o O%E

H O Type here to search
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7.7. Scroll down and click on the “Add a file” button.

1 Axon X ) M5 Bucket collection Asda s X e - X
< C | @ Secure | hitpsy/portal.mssociety.org.uk/service/3652/edit %9 i
©i Apps P> Ourriskmanageme [ Eventsriskassessme J ServiceBankv4 B ServiceBankDemo @B Risk Management - Yahoo - lagin Online Booking [f Home - MSSintranet » Other bookmarks

Attach Files to this Service

) o=

Will a competent person be responsible for setting up the venue, managing the venue and emergency arrangements throughout the event?
® Yes
No

Will the event or service involve people other than the attendees, trainers, speakers or members of the public?
D Yes
No

Will MSS volunteers or staff be providing personal care normally delivered by a carer?
D Yes
® No

This activity/service Is considered low risk and does not require a full risk assessment provided the appropriate guidance Is followed, which must be confirmed below. The
guidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Please ensure that you return to save the form otherwise
the information you’ve entered will be lost.)

[« 1 confirm that | will follow the guidance to the best of my ability.

H O Type here to search

7.8. Click on the “Choose File” button.

% Axon )/ M5 Bucket collection Asdas. X =] - X
&« = \ @ Secure | https;//portal.mssociety.org.uk/service/3652/edit % 9
Apps P> Ourrisk manageme: [P Events risk assessme [} Service Bankv4 W Service Bank Demo - B Risk Management - Yahao - login Online Booking [} Home - MSSintranet » Other bockmarks

———————————

Attach Files to this Service

‘ oTie chosen

Wil a competent person be responsible for setting up the venue, managing the venue and emergency arrangements throughout the event?
® Yes
) No

Will the event or service involve people other than the attendees, trainers, speakers or members of the public?
D Yes
@® No

Will MSS volunteers or staff be providing personal care normally delivered by a carer?

This activity/service is considered low risk and does not require a full risk assessment provided the appropriate guidance is followed, which must be confirmed below. The

guidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Please ensure that you return to save the form otherwise
the information you've entered will be lost.)

[ 1 confirm that | will follow the guidance to the best of my ability.

pe here to search
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7.9. Once you have found the relevant document on your computer, highlight it and
click on the “Open” button.

& Axon % )/ M5 Bucket collection Asdas. X e - *
< C | & secure | hitps:/portalmssociety.orguk/service/3652/edit %9
S Apps P Ourriskmanageme [P Eventsriskassessme  F Service Bankvd @ Service Bank Demo @@ Risk Management - Yahoo - login Online Booking [ Home - MSSintranet » Other bookmarks

Attach Files to this Service

Choose File | No file chosen

€ Open X
Will a competent person be responsibie for satting up the

® Yes + « Desktop » electronic system ~ & | Search electronic system )

) No

Organize = New folder v ™ @
2012 Name Date modified Type

16.05.18 - HSV 925 - Collection Newton A..
=] 19,04.18 - VEHICLE INSURANCE CERT 16..

Microsoft Word 9...
JPG File

Will the event or service involve people other than the af

© Yes March 2018 ERMS guidance - May 2018 Microsoft Word D
® No HSV DD3E - Events audit form - May 2017
& OneDrive -
HSV D03F - Fitness audit form - April 2018 Microsoft Word 9...
3 This PC = Print example Adobe Acrobat D,
1] SLA update - draft April 2018 Microsoft Word D...
Will MSS volunteers or staff be providing personal caren{ < 30 Objects Hpdate - rat Aprt feresat e
) Yes B0 Desktop v o< >
\
® No File name: | 16.05.18 - HSV 925 - Collection Newton All Files. v
This activity/service Is considered low risk and does not Blow. The
guidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Pl ensure that you return to save the form otherwise

the information you’ve entered will be lost.)

[ I confirm that | will follow the guidance to the best of my ability.

7.10. The guidance document will be uploaded as shown below. Scroll to the bottom of
the screen and click on the “Save” button.

& Axon X /M5 Bucket collection Asdas. X (=] - X
€« C | @ Secure | httpsy/portalmssociety.org.uk/service/3652/edit w9
I Apps P Curriskmanageme: P Eventsriskassessme  J SenviceBankué @B SenviceBankDemo B Risk Management - Yehoo - login [Z] Online Booking [} Home- MSSintranet  » Other bogkmarks
16.05.18 - HSV 925 - Collection Newton ‘il Remove

Abbot Asda - 09.06.18 - PG.1-2.doc

Will a compatent person be responsible for setting up the venue, managing the venue and emergency arrangements throughout the event?
® Yes
) No

Will the event or service involve people other than the attendees, trainers, speakers or members of the public?
) Yes
® No

Will MSS volunteers or staff be providing personal care normally delivered by a carer?
) Yes
® No

This activity/service is considered low risk and does not require a full risk provided the id: Is followed, which must be confirmed below. The

g
guidance can be found here. (PLEASE NOTE, this will open a new page which may take you away from this screen. Please ensure that you return to save the form otherwise
the information you've entered will be lost.)

[ 1 confirm that | will follow the guidance to the best of my ability.

When uploading documents on your computer, label them so that you and others can
recognise them in the future e.g. 16.05.18 - HSV 925 - Collection Newton Abbot Asda -
09.06.18 - PG1-2 (Date document uploaded - number of document - type of document -
date of activity - page number)

JD Rev:1 May 2018 240f27



ERMS guidance

7.11. The attached document will then be shown on the main page of activity.

/B Axen X ) M5 Bucket collection Asdas. X\ (=) - X
A [¢] ‘ @ Secure | https//portal.mssociety.org.uk/service/3652 2
Apps P Ourrisk manageme: [ Eventsriskassessm: [ Service Bankv4 @B Service BankDemc B Risk Management - Yahoo - lagin Online Booking [ Home - MSSintranet » Other bookmarks
R & & &
Additional Notes:
furtierin _
Delivered By: Expected no. of different annual attendees:
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ERMS guidance

Appendix I - Video links for the Health and
Safety section of the portal

How to complete a risk assessment

This section has 7 video’s that can be used as a series to show how the whole process
works or individually as reminders for a particular section.

V1: Finding an existing group service on the Portal - 3 minutes

V2: Creating a risk assessment - 6 minutes

V3: Completing actions within a risk assessment - 2 minutes
V4: Uploading supporting documents to risk assessments - 2 minutes

V5: Finding supporting documents on the volunteer website - 3 minutes

V6: Editing a risk assessment - 4 minutes

V7: Opening uploaded files within a risk assessment - 4 minutes

Other useful videos

This section has 4 video’s that provide guidance on particular tasks.

Do I need to use and complete a guidance document or complete a risk assessment for my

event? - 6 minutes

How to find the how to add a service video on website - 1 minute
Finding the online accident report form and completing it - 6 minutes

Completing an incident report form online - 3 minutes
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https://www.useloom.com/share/fc33554640dd4e74b81e4f0e3f9c56e2
https://www.useloom.com/share/790ca8f04ec440a0a182e95f98941f04
https://www.useloom.com/share/5ab35a85c10f40fab2cbcd9f492b01b5
https://www.useloom.com/share/0cecb45ada794703b7969a0b0a8d5368
https://www.useloom.com/share/d65254f453b04a5db62d7e16dfcd2e5c
https://www.useloom.com/share/03a8b0c9fbb443fca983223231946c90
https://www.useloom.com/share/7330c72fb407424b86f87d1f9f2bc071
https://volunteers.mssociety.org.uk/node/2009/
https://volunteers.mssociety.org.uk/node/2009/
https://www.useloom.com/share/e4dcb08b2f024b8e889d039605ffef99
https://www.useloom.com/share/9a986a1c01ba4824b6e6e020bb780ec4
https://www.useloom.com/share/afadd98ae4104037be2d262b6b1efbfb

ERMS guidance

Appendix II — Staff areas on the Portal

1. Staff areas on the Portal
These areas will be open to all staff for storing the risk assessment they complete for
events where volunteers and/ or staff attend
e Administration
e Asian MS
e Communication and Campaigns
e Conferences
e Digital
e Fundraising
e Information, Advice and Support
e Information and Education
e Local Networks
o England Central Area
o England South Area
o England North Area
e Mutual Support
e Nation Offices
e Regional External Relations Officer
¢ Self Management
¢ Volunteering
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