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Risk Assessment Form





	Activity, topic or work to be undertaken: Martin House Charity Shop Volunteer
Location:  Martin House Retail
Assessor / Role: Matthew Ward (Head of Facilities and Health and Safety) and Heather Griffiths (Volunteer Coordinator)
Date of assessment: 23/08/2021
Review Date: 23/08/2022
Version: V2


	Guidance
	
	
	
	
	
	

	
	
	
	
	
	
	

	Use the hazard matrix below to calculate the risk rating for the activity
	
	

	Risk = Probability x Impact
	
	
	
	

	
	
	
	
	Impact
	
	

	
	
	Minor injury / illness (first aid not required)
	Minor injury / illness 
(first aid required)
	Injury / illness requiring medical / hospital attention
	Major injury / illness
	Fatality / disabling injury

	Probability
	
	1
	2
	3
	4
	5

	Almost certain
	5
	5
	10
	15
	20
	25

	Likely
	4
	4
	8
	12
	16
	20

	Moderate
	3
	3
	6
	9
	12
	15

	Unlikely
	2
	2
	4
	6
	8
	10

	Remote
	1
	1
	2
	3
	4
	5

	Use the following to rate the risk and plan corrective action:
	
	

	
	
	
	
	
	
	

	Risk level
	
	Category
	Tolerability
	Comments

	1 - 2
	
	VERY LOW
	Acceptable
	No further action is necessary other than to ensure that the controls are maintained

	3 - 4
	
	LOW
	Acceptable
	No additional controls are required unless they can be implemented at very low cost (in terms of time, money and effort)

	5 - 7
	
	MEDIUM
	Tolerable
	Consideration should be given as to whether the risks can be lowered, where applicable, to a tolerable level, and preferably acceptable level, but the costs of additional risk reduction measures should be taken into account. The risk reduction measures should be implemented within a defined time period

	8 - 14
	
	HIGH
	Tolerable
	Substantial efforts should be made to reduce the risk. Risk reduction measures should be implemented urgently within a defined time period and it might be necessary to consider suspending or restricting the activity, or to apply interim risk control measures, until this is completed. Considerable resources might have to be allocated to additional control measures.

	15 and above
	
	VERY HIGH
	Unacceptable
	Substantial improvements in risk control are necessary, so that risk is reduced to a tolerable or acceptable level


	Activity

List the activities to be undertaken
	Hazard

Identify the hazards associated with the activities
	Persons at risk 
Identify the groups who are exposed to the hazard 

	Control measures already in place to control the risk

List any safety measures that are already in place to control the risks
	Risk rating score with existing controls
	Additional controls required

List any additional safety controls or precautions that are required but are either not currently in place or are required to lower the risk rating
	Risk rating score with new controls

	1.

Stock

Sorting donated stock / Bought In Goods (BIG)
	Injuries such as puncture wounds, eg from knives and needles, manual handling injuries from poor posture etc (see below) when sorting donated bags of stock.
	Staff and Volunteers 
	Good supply of suitable protective gloves available and staff and volunteers encouraged to wear them when sorting. 

Initial ‘look’ done to identify any sharp objects etc that may pose a risk of injury. 
Sorting tables available. 

Staff / volunteers trained in safe systems of work when sorting, eg not to thrust hands into bags, to use the sorting table, do careful initial sift, bag rubbish safely, wash hands afterwards etc.
Remind staff / volunteers not to overfill rubbish bags.

Remind staff / volunteers to speak to manager if they think of ways to sort more safely.

Check condition and ensure, CE marked, PAT tested, etc..

Action any recalls / safety warnings immediately – communicate wider.

Volunteer Mandatory Training Booklet

	P1 x I3 =R3
	Manage influx of donations and have removal systems in place to get rid of unwanted items to asap.
Never put your hands into a bag always empty onto the sorting table gently to avoid breaking items.

Do not put glass into rubbish bags.

Please wrap and put in the boxes provided.


	P1 x I3 =R3

	2.

Manual handling
	Suffer back pain or pain elsewhere from handling heavy and/or bulky objects, or poor posture, eg sorting items on the floor.
	Staff and Volunteers
	All staff / volunteers trained by manager in how to move and handle items, eg lifting properly, pulling trolleys, wheelie bins etc. 

High shelves are for light goods only. 

Corridors / walkways kept clear. 

Sorting tables available.
Remind staff / volunteers that they should never lift anything that they consider may be too heavy for them.

Checks to make sure that heavy stock is not stored on high shelves.
Be careful when taking stock to the shed.

Manual handling risk assessment

Lift within own limitations

Trained on manual handling techniques
Volunteer Mandatory Training Booklet 


	P1 x I3 =R3
	
	

	3.

Slips, trips and falls
	Suffer sprains, fractures or bruising if they trip over objects, such as stock, or slip on spillages and fall.
	Staff, Volunteers, Contractors and Customers 
	Staff / volunteers ‘clean and tidy up as they go’. 

Wet floor warning signs used when appropriate. 

Shop floor only mopped when shop is closed. 

Door mats at entrance in wet weather. 

Floor in good condition – any uneven floor areas or doorways marked or cordoned off until repaired.  Regularly inspected.
Good lighting in all areas. 

Staff / volunteers wear sensible shoes (eg flat shoes with a good grip). 

No trailing cables, any temporary lines, eg extension leads etc, to be put in cable covers or taped down.
Remind staff / volunteers stocking shelves not to leave boxes of stock in aisles, if suddenly called to help on the till.
	P1 x I3 =R3
	Remind staff / volunteers that small spillages should be cleaned up immediately with paper towels and the floor left dry.

Establish contact landlord/building management services to ensure repairs to uneven floors etc.
	P1 x I3 =R3

	4.

Falling objects
	Suffer crush/impact injuries as a result of stock and other items falling from displays
	Staff, Volunteers, Contractors and Customers 
	Heavy items to be kept at low level, only small, lightweight items on upper shelves. 

Shelves and displays to be secure – fixed to walls, stocked in correct way (see above) to ensure stability.
Manager to check shelves are secure on weekly basis.

Staff / volunteers to be shown how to stock shelves, including guidance to only put light objects on higher shelves, heavier items at the bottom.

	P2 x I3 = R6
	
	

	5.

Violence and threatening behaviour
	Suffer assaults, threats and abuse from members of the public.
	Staff and Volunteers
	Staff / volunteers informed not to resist a robbery. 

Manager or deputy manager always on duty (so volunteers not left alone in the shop). 

Staff/volunteers informed to provide good, polite service, eg not to confront customers.  
Staff/volunteers report any incidents of abuse etc to manager for discussion/support. 

Contact local police station to get advice on what else can be done, eg safe procedures for opening up and closing.
Zero tolerance of assaults, threats and abuse from members of the public. Call the police immediately.
Panic’ alarm used on till to alert back room staff. Lone working devices to be used on the shop floor.
Volunteer Mandatory Training Booklet

	P1 x I5 = R5
	
	

	6.

Working at height Eg changing light bulbs and promotional displays.
	Falls from any height can cause bruising and fractures.
	Staff and Volunteers
	En 131 commercial step ladder (in good condition) provided. 

Weekly ladder inspections

Manager/deputy manager know how to use stepladder safely, including doing a pre-use check. 

Reiterate to volunteers they are not to use step ladders.
Trained staff only to use step ladders 


	P1 x I4 = R4
	
	

	7.

Hazardous substances Contact with bleach and other cleaning chemicals.
	Cleaning risk skin irritation or eye damage from direct contact with cleaning chemicals. Vapour may cause breathing problem.
	Staff and Volunteers
	Mops, brushes and strong rubber gloves are provided and used. 

Staff shown how to use cleaning products safely, eg follow instructions on the label, dilute properly and never transfer to an unmarked contain. Only use MH provided cleaning produce.
Housekeeping manager provides cleaning materials and Safety Data Sheets
Check for dry, red or itchy skin on their hands and tell manager if they notice any; and 

Wash gloves before taking them off carefully and storing in a clean place
Cleaning guidelines

PPE provided

COSHH risk assessments for any “hazardous substances”

Staff and volunteers reminded not to bring in own cleaning materials 


	P1  x S2 = R2
	
	

	8.

Electrical
	could get electrical shocks or burns from faulty electrics, including portable electrical equipment – heaters, fans etc.
	Staff, Volunteers, contractors and Customers 
	Staff / volunteers informed to spot and report to manager any defective plugs, discoloured sockets, damaged cable and on/off switches, and to take any defective equipment out of use. 

Staff know where the fuse box is and how to safely turn the electricity off in an emergency. 

Only staff who have been trained and checked by the manager may carry out minor repairs, eg changing a plug, replacing a fuse. 

Clear access to the fuse box.

	P1 x I5 = R5
	Qualified electrician does annual safety check of building electrics. 

Staff trained to do annual visual inspection of portable appliances. 

Qualified electrician to carry out PAT testing on appliances in accordance with HSE book, HSG107 Maintaining portable and transportable electrical equipment. 

Manager to do visual check of plugs, sockets, cables and on/off switches every three months.
	P1 x I5 = R5

	9.

Fire
	If trapped, could suffer fatal injuries from smoke inhalation / burns.
	Staff, Volunteers, contractors and Visitors 
	Fire policy and procedure 

Fire safety training

Fire marshal training 

Fire alarm system

Fire alarm maintenance contract 

Fire alarm monitoring contract 

Emergency lighting 

Portable firefighting equipment 

Fire signage 

Induction covers fire safety for new starters / contractors 

Planned maintenance schedule 

Fire exits and escape routes marked and kept clear at all times

Fire drill undertaken 6 monthly 

Fire risk assessment 

Premises built of fire resistant materials

Good housekeeping maintained
Volunteer Mandatory Training Booklet
	P1 x I5 = R5
	
	

	10. 

Vulnerable workers being harmed by otherwise low-risk hazards
	Vulnerable workers may be at greater risk from a range of low hazard issues.
	Staff and volunteers 
	Manager to go through main duties and health and safety controls with new recruits and ask if there are any problems. 

Manager to assess whether they can use the main means of escape safely and whether any other appropriate support is required.
Volunteer Mandatory Training Booklet

	P1 x I3 = R3
	Young people who might be more susceptible to certain risks, e.g. – Young Person Individual Risk Assessment prior to starting work
Lack maturity to deal with aggressive visitors? 
Manager agrees action plan to address any specific needs;
No moving of heavy items

Not permitted to use steamer and tagging gun 


	P1 x I2 = R2

	11.

Steaming / Tagging Clothes
	Cuts from needle on tagging gun / burns from steamer
	Staff / Volunteers
	Staff / volunteers trained on operation of work equipment before first use.

Volunteer Steamer training to be completed.

Staff / volunteers know to report any defective plugs, discoloured sockets, damaged cable and on/off switches, to the Manager of Assistant Manager and to take any defective equipment out of use. 
Tagging and steaming work carried out in a safe area away from other staff and volunteers

Extractor fans to be turned on / window to be opened when using the steamer

Undertake refresher training annually

Carry out pre-use checks on equipment
	P2 x I3 = R6
	
	


	Activity

List the activities to be undertaken
	Hazard

Identify the hazards associated with the activities
	Persons at risk 

Identify the groups who are exposed to the hazard 


	Control measures already in place to control the risk

List any safety measures that are already in place to control the risks
	Risk rating score with existing controls
	Additional controls required

List any additional safety controls or precautions that are required but are either not currently in place or are required to lower the risk rating
	Risk rating score with new controls

	12.

Regular use of display screen equipment
	Work-related upper limb disorders, muscular-skeletal disorders, eye and eyesight disorders or stress
	Staff / volunteers
	The only display screen equipment in use is the till and the monitor above the till point.

The till is used by all trained members of staff or volunteers on an intermittent basis

Shop manager to ensure that individual staff or volunteers spend excessive amounts of time on the till and duties are rotated where possible

Laptops used very infrequently


	P1 x I2 = R2
	
	

	13. 

Wellbeing

	Stress-induced ill health including mental problems and psycho-physiological disorders
	Staff / volunteers
	An ‘open door’ approach is encouraged for all staff and volunteers to discuss problems or concerns with managers

Additional support is available through management and staff at the Hospice
Refresher briefing required for all staff and volunteers on the support available

Wellbeing resource accessible through HR team 

HSWE Group meet regularly 


	P2 x I2 = R4
	
	

	14. 

Welfare facilities & workplace environment
	The facilities and environment cause general ill-health, stress, discomfort and lethargy
	Staff, volunteers, Contractors and Customers
	Adequate sanitary accommodation including toilet and wash hand basin is provided, kept clean and maintained to a reasonable standard

A suitable supply of handwashing materials and a facility to dry hands are provided

Staff monitor the condition of the sanitary accommodation and refer any issues back to the Shop Manager

Facilities to make a drink and prepare a meal are provided in the kitchen area on the first floor. A table and chairs are provided on the first and second floors to allow staff and volunteers to take a rest break

The general Health and Safety law poster and a copy of the Employer’s Liability Insurance Certificate are displayed in a prominent position.
Defined reporting / escalation process for maintenance & facilities reissued to all shops

Cleaning materials and cleaning guidelines

	P1 x I2 = R2
	
	

	15. 

First Aid
	Inability for injured persons to receive immediate first aid when required
	Staff, volunteers, customers, third-party contractors 
	First aid materials are available in sufficient quantities on the basis of one standard box to 20 people.
First aid kits are kept fully stocked and replenished promptly as materials are used.
Incident reporting procedure and electronic form – all accidents, incidents and near misses to be reported, however minor
Shop Manager has basic first aid training (refresher training to be undertaken when applicable).
Volunteer Mandatory Training Booklet

	P1 x I4 = R4

	
	

	16. 

Asbestos
	Exposed to asbestos fibres causing respiratory diseases including asbestosis, lung cancer or mesothelioma
	Staff, volunteers, customers, third-party contractors
	Asbestos management plans 

Staff asbestos awareness training

Asbestos declaration of understanding  - signed by staff, volunteers and contractors 

Asbestos surveys available on site 

Re-inspection surveys undertaken 

Asbestos declaration undertaken prior to works commencing

Asbestos risk assessment 


	P1 x I5 = R5
	
	

	17.

Cash handling
	Creating the opportunity for planned or impulse theft of cash through lack of process / training
	Staff and volunteers
	All staff and volunteers to be trained in cash handling


	P2 x I3 = R6
	
	

	Use of work equipment 
	Defective equipment
	Staff and volunteers
	PAT testing schedule / Electrical testing schedule 

Weekly PUWER inspections 

Pre use inspections carried out

Maintenance helpdesk available to report defects


	P1 x I5 = R5
	
	


	Action
	Responsible person
	Completion Date
	Date Completed

	
	
	
	

	
	
	
	


	PPE
	

	PPE/RPE requirements

Specification

(Type)


	Protection required (Include standard)
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Hand
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Hearing
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Eye
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Respiratory
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Fall
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Body
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Foot
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Hi-Viz
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Head

	APPLICATION
	Gloves for sorting / tagging / cleaning/  etc. 
	
	Cleaning (if required by COSHH assessment and SDS)
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