Generic Risk Assessment VPRA: 101 - Groups that use or facilitate the use of property - for Information



                   

	Generic Risk Assessment:  
	Property  
	Assessment No:
	VPRA: 101 

	Description of Activity:
	Groups that use or facilitate the use of property (shops, holiday homes, day centres, garages etc)

	People at Risk:
	PwMS:
	Yes
	Volunteers:
	Yes
	Vulnerable person:
	Maybe
	Lone workers:
	Yes
	Public:
	Yes

	Injuries:
	Anxiety, back/head injury, bruise/cut, burn, choke, fatality, fracture, puncture wound, sprain/strain, suffocate


	Hazard
	Accident 
	Likelihood
	Severity
	Risk Factor
	Control Measures
	Likelihood
	Severity
	Risk Factor

	Section A: General

	1
	Signage and documents
	No insurance, no knowledge of health and safety responsibilities, no checks leading to defects in facilities or no protection for Group in event of an incident.
	3
	3
	9
	Shops, day centres and garages are required by law to display:

· MS Society Public liability insurance.

· Health and safety law; what you should know poster (with contact details complete).
· MS Society’s health and safety policy statement.

In addition any posters or notices highlighted by this risk assessment or requested by the MS Society or the local Group.
Groups with holiday homes must: ensure the HSV: 210 – Holiday home letter is sent to each set of visitors and that the HSV: 243 – Health and safety information for visitors to holiday homes forms part of the visitors pack in the holiday home.

Shops, day centres and garages:
· Internal property safety checklist to be completed by a volunteer or member of staff as laid out in HSV: 112.

· Defective equipment to be removed from the area and reported on form HSV: 113.

· Competent person checks to be recorded as laid out in HSV: 114. To be reviewed quarterly.

· HSV: 148 – Your safety matters poster; HSV: 145 – Safe sorting poster and HSV: 146 – safe lifting and carrying poster to  be displayed as needed
	1
	3
	3

	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	1
	Signage and documents
	No insurance, no knowledge of health and safety responsibilities, no checks leading to defects in facilities or no protection for Group in event of an incident.
	3
	3
	9
	Holiday homes:
· Cleaner safety checklist to be completed as laid out in HSV: 211A.

· Internal property safety checklist (HSV: 212) specific to holiday homes to be completed by a volunteer or member of staff pre and post season. 
· Defective equipment to be removed from the area and reported on form HSV: 113. 

· Competent person checks to be recorded as laid out in HSV: 114. To be reviewed quarterly.
	1
	3
	3

	2
	Training
	Individuals not knowing what action to take in an emergency or what their responsibilities are, leading to injury due to wrong actions or panic.
	3
	3
	9
	Anyone volunteering or working in a property on behalf of the Group must:

· complete the property induction HSV: 132 (refresher training every 3 years);
· attend training highlighted by the induction e.g. fire safety, manual handling;

· read the volunteer lone working policy and follow its guidance where appropriate;
· complete health and safety training highlighted by this risk assessment or as requested by the MS Society or the local Group.
	1
	3
	3

	3
	Accident reporting
	Repeat injuries.
	2
	3
	6
	Shops, day centres and garages 

All individuals volunteering or working in any building on behalf of the Group must know who to inform if there has been an accident and how to complete accident form (HSV: 122).
Holiday homes: 
The Group must ensure that the holiday home letter (HSV: 210) is sent to each set of visitors and the health and safety information (HSV: 243) along with accident form (HSV: 122) are available in the holiday home visitor pack. 
	1
	3
	3

	4
	Incident reporting
	Incidents escalating into accidents.
	1
	3
	3
	Shops, day centres and garages 

All individuals volunteering or working in any building on behalf of the Group must know who to inform if there has been an incident and how to complete incident form (HSV: 123).
	1
	1
	1


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	5
	First Aid
	Unable to treat injured personnel leading to escalating conditions.
	3
	3
	9
	Shops and day centres must:

· display emergency aid notice (HSV: 124) with the names of the emergency first aiders in a prominent position;

· display puncture would poster (HSV: 124A) as needed;
· have at least one emergency first aider who has completed the  one day emergency first aid course on duty at all times;
· display the location of first aid box;

· check the contents of first aid box quarterly, keep up to date and record on HSV: 112;
· have access to a phone in case of emergency.

Holiday homes must ensure the visitors have:
· access to a basic first aid kit for treating minor injuries;
· a copy of HSV: 243 in the holiday home visitors pack detailing contacts for the local doctor and Accident and Emergency department.
Volunteers/staff working alone in any Group property must have:

· access to a basic first aid kit for treating minor injuries;

· access to a mobile phone in case of emergency.
	1
	3
	3

	6
	Welfare facilities
	Discomfort, general ill health.
	2
	2
	4


	Shops, holiday homes and day centres must have:
· suitable and sufficient lavatory and washing facilities with hot and cold water available;

· suitable hot water warning signs displayed where mixer taps are not used;

· a signposted supply of safe drinking water; 
· facility to maintain adequate standards of hygiene and cleanliness in all areas of the building including the kitchen and toilets;
· fridge temperature inspected weekly (kept at 5oC or below), recorded HSV: 112 (shops and day centres) or HSV: 211A (holiday homes)
· a responsible person who carries out the safety checks as laid out in HSV: 112 (shops and day centres) or HSV: 212 (holiday homes);
· full accessibility to anyone with MS.
	1
	2
	2

	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	6
	Welfare facilities
	Discomfort, general ill health.
	2
	2
	4


	Food

· If providing own refreshments (i.e. sandwiches, cakes, cold snacks etc,) follow hygiene and food safety guidelines from their local authority on preparation, cooking and cleaning in the kitchen. 

· If volunteers or members of staff are involved in the preparation of hot or cold food on a daily basis they should hold a basic food hygiene certificate, wear the correct clothing and follow manufacturer’s instructions when using equipment and appliances.
Individuals volunteering or working in holiday homes:

· It is acceptable for volunteers/ staff to use the available welfare facilities as long as adequate levels of hygiene and cleanliness are maintained.

Garages:

· If volunteers/ members of staff are carrying out short duration tasks where they handle oil or other hazardous substances on a regular basis; sanitary and washing facilities must be provided.  Gloves and overalls must be available with somewhere to store them.   

· If the building is used only for storage and volunteers/staff only spend brief periods there; sanitary and washing facilities are not obligatory.
	1
	2
	2

	7
	Security
	Assault leading to injury, loss of money or goods.
	2
	2
	4
	Shops and day centres
· Volunteers, members of staff and visitors must sign the property personnel register (HSV: 111).  Visitors to be accompanied at all times when in non public areas of a building.

· Property must be secured on leaving.
· Volunteers/ members of staff must be advised not to bring personal possessions with them.
· Facilities must be available in shop (and day centre where applicable), for storing cash securely and a safe way of transferring cash to the bank must be in place.
Groups with a shop; consider participating in a local retail crime partnership.  
	1
	2
	2

	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	8
	Lone working
	Individual becoming trapped due to injury, abuse, threats.
	3
	3
	9
	All individuals volunteering or working alone in any building on behalf of the Group must:

· read the volunteer lone working policy and follow its guidance where appropriate 
· have access to a mobile phone in case of emergency.
	1
	3
	3

	9
	Stress
	Ill health, breakdown in worker relations, loss of volunteer
	2
	3
	6
	All individuals volunteering or working in any building on behalf of the Group must read the personal care policy and follow its guidance where appropriate 

	1
	2
	2

	10
	Vulnerable people
	Unaware of surroundings, completing tasks not comfortable with.
	3

3

2
	3

3

3
	9

9

6
	Groups should complete the relevant induction:

· HSV: 132A – Young people (16 – 18)

· HSV: 132B – Vulnerable adults

· HSV: 132C – Expectant mothers
	1

1

1
	3
3

2
	3
3

2

	11
	Contractor
	Accidents because unaware of their surroundings; can cause a risk to others.
	3
	3
	9
	Groups should complete the relevant induction HSV: 132D – specifically designed for contractors.

Contactors must not be left unsupervised while vulnerable people are on the premises.
	1
	3
	3

	12
	Equipment (i.e. workshop tools and machines; sorting area tables, scales, steamers, irons….. 
	Electric shock, contact with moving parts or sharp surfaces, traps, muscular-skeletal injuries, headaches, stress.
	3


	3


	9


	All equipment must:

· be suitable for intended use and secured in position;

· have correct guards fitted and easily visible emergency stop controls where needed;

· be inspected and maintained in accordance with manufacturer’s instructions;

· be checked every 3months by a volunteer/ member of staff to ensure they are undamaged and results recorded in HSV: 112. Any faults should be recorded on HSV: 113 - Defect report form.
	1


	3


	3




	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	12
	Equipment (i.e. workshop tools and machines; sorting area tables, scales, steamers, irons, trolleys; kitchen appliances and  utensils; general area furniture, slings, hoists, kick stools, ladders; display screen equipment etc)
	Electric shock, contact with moving parts or sharp surfaces, traps, muscular-skeletal injuries, headaches, stress.
	3


	3


	9


	Portable electrical appliances used in a property must be tested and tagged annually by a competent person (e.g. trained electrician) and the results recorded on HSV: 114. 

All equipment used for the purpose of moving and handling people must be:

· visually checked every week by volunteers/ member of staff for defects and cleanliness and the results recorded in HSV: 112;
· LOLER** certification for lifts, hoists etc. - 2 documents:

· One Statutory Thorough Examination report plus weight test

· One Statutory Thorough Examination report on its own

These must be dated six months apart and within the last 12 months

Secure storage must be provided for tools with sharp or pointed surfaces when not in use.  

Safety notices for the safety use of all equipment should be on display nearby.

Suitable personal protective equipment such as ear plugs, goggles, and gloves must be available.

Where a passenger lift is available:

· 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
· LOLER** certification for lifts, hoists etc. - 2 documents:

· One Statutory Thorough Examination report plus weight test

· One Statutory Thorough Examination report on its own

These must be dated six months apart and within the last 12 months
	1


	3


	3




	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	12
	Equipment (i.e. workshop tools and machines; sorting area tables, scales, steamers, irons, trolleys; kitchen appliances and  utensils; general area furniture, slings, hoists, kick stools, ladders; display screen equipment etc)
	Electric shock, contact with moving parts or sharp surfaces, traps, muscular-skeletal injuries, headaches, stress.
	3


	3


	9


	Use of equipment: anyone using Group equipment whether in a voluntary or paid role must receive training on the following as a minimum so they:

· operate equipment safely in line with the manufactures instructions;
· know the location of circuit breakers when using electrical equipment;
· visually inspect all equipment before use for obvious damage;
· remove damaged/faulty appliances immediately and report all faults using HSV: 113;
· plug devices in as close the work areas as possible and reduce the need for extension leads and multiple adaptors;
· run flexes where they cannot get wet or be damaged;
· unplug equipment when not in use;
· use relevant personal protective equipment.
Holiday Homes

Group must ensure a copy of HSV: 243 is in the holiday home visitor’s pack detailing who to contact for repairs and maintenance.

Operating instructions for all equipment must be available in the visitors pack.

Display screen equipment:

If volunteers/ members of staff use DSE for continuous spells of an hour or more at a time on most days they should contact the Group Health and Safety Officer to request a DSE assessment. 

HSV: 142 – Workstation Information poster gives guidance on setting up the workstation and should be used as necessary.
	1


	3


	3




	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	Section B: Fire

	13.1
	Training
	Individuals unable to escape, take wrong action leading to injury, panic.
	3
	3
	9
	Anyone volunteering or working in any building on behalf of the Group must:

· know their responsibilities if there is an emergency (these will be clearly shown on the fire safety plan - HSV: 125);
· take part in fire awareness training; with refresher training every three years if their role requires it or their Group requests it.
	1
	3
	3

	13.2
	Fire safety plan
	Fire, Individuals unable to escape, take wrong action leading to injury, panic.
	3
	3
	9
	Shops, day centres and garages:

· Building has access to a telephone (mobile or landline) for emergencies.

· Fire safety plan HSV: 125 complete and displayed in a prominent position.   

· If more than one person in property, HSV: 111 - personnel register completed daily. 

· Visitors to be accompanied when not in public areas of a building.
· No smoking signage must be prominent in all buildings.
Holiday homes: Group completes fire safety plan HSV: 225 in line with site rules and posts it in a prominent position.
	1
	3
	3

	13.3
	Fire alarm

Smoke alarm


	Fire, individuals unaware of fire.
	3

3
	3

3
	9

9
	Shops, day centres and garages:

· Fire alarm and smoke alarm systems tested weekly by volunteer/ member of staff and recorded on HSV: 112.

· Fire alarm and smoke alarm systems serviced and maintained annually by a competent person and recorded in HSV: 114.

· Where there is no wired alarm; a claxon, aerosol or whistle can be used.  It must be easily accessible and tested weekly, recorded on HSV: 112.  

· Live/ passive fire drills must be run twice a year and recorded on HSV: 126.
Holiday homes:
· Fire safety plan HSV: 225 must reflect the instructions from the holiday home site regarding action to take if the fire alarm sounds.
· Stand alone smoke detectors must be installed and tested weekly by the cleaners and recorded on HSV: 211A.
	1

1
	3

1
	3

1


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	13.4
	Fire fighting equipment 
	Fire escalates individuals unable to escape, panic.
	3
	3
	9
	Shops, holiday homes, day centres and garages:
· Clearly marked fire extinguishers must be easily accessible throughout property.  For electrical equipment carbon dioxide fire extinguishers must be available; otherwise water, foam or powder. In kitchen areas a fire blanket must be on hand.

· Shop/ day centre/ garage: fire extinguishers and fire blankets must be checked every month for use or damage and recorded on HSV: 112. 
· Holiday homes: fire extinguishers and fire blankets must be checked weekly by the cleaner and recorded on HSV: 211A and at the beginning and end of the season by the Group and recorded on HSV: 212.
· A competent person must service/ tag each fire extinguisher annually and the record the inspection on HSV: 114.
	1
	3
	3

	13.5
	Emergency routes and exits
	Fire, individuals unable to escape, take wrong action leading to injury, panic.
	3
	3
	9
	Shops, holiday homes, day centres and garages:
Emergency routes, internal exits and external exits must be:

· clearly signposted (shop/ day centre/ garage: checked every 6 months and recorded on HSV: 112; holiday homes checked beginning and end of each season and recorded on HSV: 212);

· functional to everyone in the building;

· kept closed but not locked;

· free of combustible materials/heat sources at all times.  
Shop/ day centre/ garage: routes should be checked every day the property is used by a volunteer/ member of staff to ensure they are fully functional and recorded in HSV: 112.
Holiday homes: routes checked at the beginning and end of the season by the Group and recorded on HSV: 212.
	1
	3
	3

	13.6
	Emergency lighting
	Fire, individuals unable to escape, take wrong action leading to injury, panic.
	3
	3
	9
	Wired emergency lighting system tested by volunteers/staff every 6 months and recorded on HSV: 112.  

It must be serviced annually by a competent person and recorded on HSV: 114.   

If no system; torches must be stored at exits of the building and the batteries checked monthly and recorded on HSV: 112 or for holiday homes; at the beginning and end of the season and recorded on HSV: 212.
	1
	3
	3

	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	13.7
	Services
	Electric shock, gas leak, explosion, fire.
	3
	3
	9
	All volunteers and staff aware of emergency ‘switch off’ points for all services.
Gas appliances to be inspected annually by a ‘Gas Safe’ registered engineer and recorded on HSV: 114.  

If gas bottles are used; they must be stored securely and changed by a competent person.

Fixed electrical installation inspected and tested every five years and recorded on HSV: 114. 

If faults occur; cordon off the area and immediately and contact the owner.
	1
	3
	3

	13.8
	Heating, ventilation and lighting
	Fire, electric shock, contact with hot surfaces.
	2
	3
	6
	Heating and ventilation suitable and sufficient.  Lighting suitable and sufficient in all areas; task lighting available for more intricate work.  
Shop/ day centre/ garage: checked weekly and recorded on HSV: 112.
Holiday homes: checked at beginning and end of each season and recorded on HSV: 212.

Volunteers/ members of staff must avoid spending long periods in buildings prone to temperature extremes.
No naked flames in any building.  

If air conditioning units or portable heaters used; they must never be covered or stored next to combustible materials.  All equipment that is likely to get hot must be labelled as such.  
	1
	3
	3

	13.9
	Shops selling electrical appliances
	Electric shock workers or members of the public, fire, no protection for Group if sell a product that is dangerous.
	3
	3
	9
	Testers must have city and guilds 2377/002 or equivalent. Products must be tested in accordance with the IEE code of practise. The testing area must have a circuit breaker, a suitable fire extinguisher and a rubber mat. There must be regular audit inspections of the process to ensure compliance. 

Items to be sold must be tagged with the date of test and held in register (HSV: 116). A list of electrical items not to be offered for sale must be posted in a prominent position.

MS Society disclaimer (HSV: 150) to be given with all products sold.
	1
	3
	3


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	Section C: Hazardous substances

	14.1
	Training
	Exposure to chemicals leading to burns.
	3
	3
	9
	Anyone volunteering/ working in the property on behalf of the Group must know the hazardous/ dangerous substances they are using; study the safety data sheets for risks and know the precautions to take in event of exposure.
	1
	3
	3

	14.2
	Building structure 
	Collapse of building, contamination from hazardous materials. 
	3
	3
	9
	Buying building: procure a survey to check for structural damage or hazardous materials.  Set up an inspection and maintenance schedule for the building.

Leasing building: Group to do a visual check of the building before signing the lease.  If lease owner does not complete regular building inspections, Group to request them.
	1
	3
	3

	14.3
	Asbestos
	Exposure to asbestos with long term ill health and death.
	3
	3
	9
	Determine if asbestos survey has been carried out.  If asbestos is  present:

· Keep records available showing the location in an asbestos register.
· Develop a plan detailing how the risk from the material will be managed.

· Ensure individuals read the asbestos register before commencing any type of invasive work.  

Where no survey; assume asbestos is present and do not allow work that could disturb the material such as drilling walls, installing electrical items or painting.  

Liaise with the landlord about having an asbestos survey carried out.
	1
	3
	3

	14.4
	Fuel

Oil

Aerosols

Cleaning products
	Fire, chemical burns, exposure to fumes, slips trips and falls resulting in injuries.


	3

2

2

2
	3

3

3

2
	9

6

6

2
	Do not store spare fuel or other flammable materials in the property.
Shop/ day centre/ garage: where possible replace cleaning products with orange hazardous substance labels with safer options.  Alternatively request safety data sheets from the manufacturers and follow their guidelines. Keep all cleaning products in their original labelled bottles. Store in a locked container and restrict access to those trained to use the products.  Make gloves and eye protection available.  A volunteer/member of staff should check monthly to ensure this process is being followed and recorded on HSV: 112.

Holiday homes: all cleaning products to be removed by the cleaner from property on a weekly basis and recorded on HSV: 211A
If cleaner uses hazardous cleaning products they follow the precautions laid out in the safety data sheets
	1

1

1

1
	1

2

2

2
	1

2

2

2


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	14.5
	Sharps

Waste
	Cuts, infections from dirty needles, contact with bodily fluids
	3

2


	3

3
	9

6
	Shops, day centres and garages:

Personal protective equipment (e.g. disposable gloves, aprons etc) must be available for volunteers/ members of staff handling sharps or waste. Sharps bins must be available for all syringes/ pricing gun needles. 
Sanitary products, contaminated or flammable waste must be disposed of in accordance with manufacturers’ instructions. 

Once an individual has completed a task they are responsible for clearing it. All waste (including food) must be adequately disposed of in secure units. 
Individuals who visit a rubbish dump on a regular basis should keep their anti-tetanus vaccination up to date.  Nuisance masks, high visibility vests and cold weather clothing should be available as appropriate.

Holiday homes:

Initial communication with visitors and a copy of HSV: 243 in the holiday home visitor’s pack inform visitors that there is no facility for storing needles in the holiday home and they must take them home with them.

Visitors pack informs visitors on how to dispose of waste.
	1

1
	3

3
	3

3

	14.6
	Legionnaire disease
	Respiratory infections, death
	3
	3
	9
	Shops, day centres and garages:

Initial risk assessment to be carried out by competent person. In addition to any specific issues each Group must ensure that a system is put in place that will manage the ongoing checks that are needed. 
Holiday homes:

In addition to the above:

· Mains cold water should be turned off during the winter season and all cylinders, tanks and systems to be drained down, record on HSV: 212.
· Water outlets (all showers, taps etc) must be flushed (run on full for one or two minutes) prior to the holiday homes re-opening, record on HSV: 212.
	1
	3
	3


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	Section D: Moving around

	15.2
	Outside 
	Slips, tips and falls leading to injury.
	3
	2
	6
	Properties have appropriate disabled access, segregated traffic and pedestrian areas, clearly marked parking spaces.  Outside areas adequately lit and free from slip and trip hazards. Any ramp or steps are anti slip.

Adequate arrangements in place for delivery of stock to ensure users safety.  

If entrance or car park is uneven; (e.g. potholes) ensure individuals using it are capable of dealing with the environment and aware of their surroundings.

For inclement weather, provide a secured mat of a type that removes excess moisture from footwear without causing a trip hazard.  
	1
	2
	2

	15.3
	Inside 
	Slips, tips and falls leading to injury.
	2
	2
	4
	Shops, day centres and garages:

Glazing in entrance doors and windows to be marked where there is a risk of injury. Suitable restraints provided to prevent falls from windows.  

The layout of sales area, backroom, cellar, attic, office’s, main entrance areas, social areas and therapy rooms designed to allow sufficient space for occupants to move about comfortably.  

Floor surface suitable for tasks being carried out, in good condition, cleaned on a regular basis and spillages and dropped items cleared as soon as they are noticed.  Caution signs available to warn of trip or slip hazards.

Stairways have at least one handrail and non slip surface with a contrasting colour edge. Walkways, stairs and landings not to be used for storage.

Floor level changes, low doorways or ceilings clearly marked with signage or contrasting tape.  

Shop fitting room accessible to all; otherwise appropriate returns policy in place.

All these areas checked daily and recorded in HSV: 112.

Holiday homes:

Layout of the holiday home allows sufficient space for visitors to move around comfortably.

Bathroom floor surface is slip proof; alternatively slip proof mat and plastic flip flops available
Suitable restraints provided to prevent falls from windows where needed.
	1
	2
	2

	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	15.4
	Fixtures, fittings and furniture
	Shelves, hooks, equipment falling leading to injury or breakages.
	2
	2
	4
	All fittings, overhead rails, shelving, display units and free standing units to be:

· Adequate for the task and free from obvious defects or damage.

· Securely installed and appropriate to products stored or displayed.

· Set up so as not to restrict access.

· Easily accessible to any visitor to the property.

· Inspected by the volunteer/member of staff every quarter, maintained as necessary and recorded on HSV: 112.
Furniture adequate for the task and free from obvious defects/damage.  
Filing cabinets fitted with anti-tilt mechanism, secured to the wall or labelled saying only one drawer to open at any one time.
	1
	2
	2

	15.5
	Working at height
	Falls from height leading to injury.
	3
	3
	9
	Look at alternatives to step ladders for instance long handled grips or kick stools.

Where these tools used ensure they are suitable for the task, the person does not have to overreach or overload themselves.  

When using stepladders; volunteers/ members of staff to follow the process laid out in HSV: 147 - Safe use of stepladders poster including the pre-use checks.  

A detailed visual inspection of all stepladders must be carried out every six months and documented in HSV: 117.  

When planning to replace stepladders, Groups should consider looking at the improved designs that include longer handrails and larger platforms.

Those using stepladders on a daily basis should also be encouraged to complete training on the safe use, inspection and maintenance of stepladders.
	1
	3
	3


	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	Section E: Moving and handling

	16.1
	Training
	Injuries due to incorrect lifting, poor posture from prolonged bending and twisting, repetitive moving and handling
	3
	3
	9
	Anyone volunteering or working in any building on behalf of the Group must learn how to use the manual handling assessment tool developed by the Health and Safety Executive (HSV: 141) to ensure any new task they face is safe to carry out. 

Volunteers/ members of staff who carry out manual handling tasks as part of their everyday operations should be encouraged to attend manual handling training along with refresher training every three years.
	1
	3
	3

	16.2
	Collecting stock
	Incorrect lifting or carrying, dropped objects leading to injuries or musco-skeletal conditions.
	2
	3
	6
	If using vehicles to collect stock; complete transport risk assessments VTRA: 004A and 009A.

Volunteers/ members of staff who collect stock must be encouraged to attend manual handling training along with a refresher every three years.

Collection handling equipment should be used at all times. 
Stock collectors must carry identification.

Volunteers/ members of staff must wear protective gloves and stout footwear where heavy objects being moved.
	1
	3
	3

	16.3
	Moving and handling loads 

	Injuries due to incorrect lifting or poor posture.
	3


	2


	6


	Where possible, volunteers/ members of staff must avoid moving and handling any loads.  

Mechanical aids such as sack trucks, trolleys or roll cages should be made available in buildings where manual handling is an everyday task. Volunteers/ members of staff should be rotated if the task is of long duration or long distances are to be covered. 

Two man lifts should be used where the package is bulky as well as heavy.

Donated goods should be broken down to make them more manageable. They should be weighed using scales to a maximum weight of 7Kg preferably 5Kg.

Volunteers/staff must use the correct lifting technique as laid out in HSV: 146; on all loads when working alone.

Gloves to be available and stout footwear worn whenever heavy objects are being moved.
	1


	2


	2




	Hazard
	Accident 
	L
	S
	RF
	Control Measures
	L
	S
	RF

	16.3
	Moving and handling people
	Injuries due to incorrect lifting or poor posture.
	3
	3
	9
	Moving and handling of people should only be undertaken by competent volunteers/ members of staff who have undergone intensive training and are experienced in these tasks.

Where individuals need regular assistance; they must bring a carer with them - see personal care policy for details.
	1


	2


	2



	16.4
	Storage
	Overreaching, twisting, pushing, pulling leading to falls or musco-skeletal injuries.
	2
	2
	4
	Shops (other properties where appropriate):

Consideration should be given to storage in terms of:

· Layout of storage areas ensuring items that are used the most often are to hand whilst heavier items are stored at a low level. 

· Stock control system to be in operation to prevent hoarding of stock and overcrowding of work areas.

· Increase the number of people sorting so less storage is needed.

· Increase frequency of waste collections to avoid cluttered areas.
· Volunteers/staff to refuse donations if no storage space is available.

· Quarterly stock inspection to ensure it is stored safely, record on HSV: 112.
	1
	2
	2

	16.5
	Sorting operations
	Touching unknown objects such as needles or bodily waste, poor posture from prolonged bending and twisting, repetitive moving and handling
	3
	3
	9
	Shops (other properties where appropriate):

Volunteers and staff to adopt a safe sorting system as laid out in HSV: 145:
· Set up a sorting area preferably at waist height; so that there is minimum need to bend or twist the body.

· Share sorting tasks between all volunteers/ members of staff and ensure they take regular breaks.

· Use suitable tools such as retractable blades for opening packages.

· Heavy duty gloves to be used for initial sorting.
· Do not thrust hands into sacks; empty contents onto a flat surface.

· Look through for needles; sharp, broken or soiled items.

· If sharps are found, remove using tweezers and put in a sharps box.

· Dispose of sharp or broken items by wrapping them in newspaper.  

· Use bag openers or holder to keep rag sacks etc open while filling up.

· Short term storage/ regular collections to be arranged for unsalable stock.
	1
	3
	3
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