SAMPLE RISK ASSESSMENT

Risk assessments should be shown to volunteers as part of their induction, so they are aware of their Health and Safety responsibilities.

Location:  Office

Date of Assessment: _______________________________

Signed: __________________________________________

Date to be reviewed: ________________________________

	Volunteer Role


	Hazard
	Preventive Action

	“In house”


	Personal Injury whilst carrying out authorised volunteering duties

Claims made against individual volunteers whilst carrying out authorised duties

General Public/Volunteers acquiring personal details

Office Equipment;

e.g.

Photocopier

Shredder

Guillotine 


	The Organisation to ensure that:

all volunteers except those aged 80yrs and over are covered by Personal Injury insurance.  Provide protective clothing where appropriate.

Appropriate training e. g.  Lifting & Handling, is given

Suitable resources are provided

e. g. trolley/carrying cases

The Organisation is to ensure that all volunteers are covered by public liability insurance.

T

raining – boundaries. Do not give last name, address or phone number.

Induction training. Relevant office equipment training

Instructions for use are displayed adjacent to equipment.

Member of staff to inspect and repair (if possible) any equipment that is not fully operational.




Continuation of “In house” risk assessment 

	Volunteer Role


	Hazard
	Preventive Action

	“In house”


	Eye strain due to operating VDU

Rejection/Verbal abuse

Car accident on the way to or from authorised volunteering duties.

Unforeseen
	Ensure that volunteer is aware of the need to take regular breaks away from the computer. Volunteers who regularly use VDUs should have regular eye examinations, carried out by qualified optician.

If this type of incident occurs during a telephone call, transfer to member of staff. If this is not possible then immediately terminate call.  The next incoming call is to be answered by a member of staff.

If it occurs with a person in the building, call member of staff immediately. Ensure all volunteers know where panic buttons are located.

All incidents must be reported and staff will support the volunteer.

Volunteers to inform insurance company that they may be using their car to carry out voluntary work. _______________do not assume any responsibility.

Health & Safety issues are discussed at every _______________meeting.




BLANK RISK ASSESSMENT

Location:  

Date of Assessment: ________________________________

Signed: __________________________________________

Date to be reviewed: _________________________________ 

	Volunteer Role


	Hazard
	Preventive Action
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