

Advance Risk Assessment 

	Persons Affected
	
	Location/Site
	

	Assessor
Name
	 
	Title & Directorate
	 Services Manager
	Assessment Date
	



	Managing Risks – understanding the hazards, potential risks and control measures

	Hazards
	Risks
What are the risks?
Who may be harmed?
	What is already in place?
(Control Measures)
	Are additional control measures required?
	Action required by whom?
	Action by when?
	Done

	Fire

	· Faulty electrical appliances
· Flammable items too close to cooker
· Smoke alarms not working
· Cigarettes not extinguished appropriately










Customers & Staff
	· All portable electrical appliances are PAT checked annually.
· Smoke alarms, fire fighting equipment and means of escape route are checked and recorded regularly.
· Staff are to ensure Customers receive support set out in their PCIP’s, to ensure safety when cooking.
· Fire drills carried out with staff and customers every 3 months.
· All doors are safe for up to 1 hour during a fire.
· Advance only uses registered contractors to do repairs.
· The smoking policy states people should smoke away from the house in the designated area and there is a pot with water in to dispose of cigarettes.
· Fire plan is reviewed every 6 months.
· Contractor visits every year to check smoke alarms, Fire equipment and emergency lighting
· Carbon monoxide alarms tested and recorded regularly. 
	· No
	
Manager & Staff
	
Ongoing
	

	Work related stress

	· Feeling isolated
· Not getting enough support
· Overload of work
· Putting self under pressure
               
              Staff
	· Staff to have monthly supervision sessions with their Line Manager where any concerns; issues, work load and responsibilities is discussed. 
· Should issues arise before the supervision meetings Staff are advised to approach the Manager to discuss the issues.
· Services Manager to hold monthly Staff Meeting so all staff can attend and voice any issues.
· Staff are advised to phone the Manager during working hours or to contact the on-call number if she has the need to do so.
· Staff are also advised to call the Helpline for further support if needed.
	· No
	Manager & Staff
	Ongoing
	

	customer
	· Challenging Behaviour
· Physical Abuse
	· customer has her personal RA in place that all staff are to read and follow.
· Staff are to be aware that customer can present challenging behaviour, customer also has guidelines that state the signs to look for regarding challenging behaviour.
· Staff are aware never to challenge or confront customer over food, staff can give advice if customer asks for it, but only if customer asks for it, staff must never instigate the advice.
· Staff are aware never to be backed into a part of a room they cannot get out of without passing customer. Staff should remain with access to the escape route.
	· No
	
	
	

	Injury to Self and illness

	· Broken and dangerous items
· Sudden illnesses
· Contracting contagious illnesses
· Slips, trips and falls
· Pushing/lifting wheelchairs






Customers & Staff
	· Staff to remove or label the item and to make customers aware, also put a note on the communication book so others staff members are made aware.
· Staff to support customers to report the item/fault to the repairs team and fill in the maintenance file.
· There is an emergency at Schemes file at all properties for the procedure to follow if there is a major emergency.
· Staff are aware of their own safety.
· Staff to have access to a telephone, to call for help if needed.
· Customers complete emergency guidelines monthly and are aware of the procedures if staff have an accident or are taken ill whilst on shift.
· Staff to take extra care and to avoid carrying large or unusual loads when using the stairs.
· Staff are encouraged to attend First Aid training and Manual Handling regularly.
· There is a first aid box in each scheme and staff are responsible to check its contents monthly.
· Monthly Health & Safety checklists are carried out.
· All fire fighting equipments are regularly checked, appliances PAT checked annually by qualified contractors.
· Staff are required to familiarise themselves with the sickness policy and to follow the procedure accordingly.
· Staff to ensure they are fit for work and not going to spread any illnesses such as, sickness and diahorrea, tonsillitis etc, unnecessarily.
· Staff to all practice good personal hygiene and do online Infection Control training.
· Staff have regular one to one meeting with their line Manager and have a Return to Work meeting after a period of sickness.
· Staff are not expected to lift wheelchairs, taxis should be used and driver asked to put wheelchair in/out of the boot.
· If staff are concerned about pushing any Customers in wheel chairs then they should raise this with the Manager in apt time before their shift.
	· No
	Manager & Staff
	Ongoing
	

	COSHH
	· Using cleaning products
· Storing cleaning products

Customers & Staff

	· Staff to follow the Advance COSHH policies and procedures.
· All Chemical and cleaning materials have been COSHH assess. 
· Each Scheme has risk assessments in place for use of Hazardous products and this is reviewed every year. 
· Staff to attend COSHH training every 3 year.
	· No
	
	
	

	Abuse


	· Violent Customers
· Allegations of abuse from customers

           Staff 

	· If there was a risk of a Customer being violent towards a staff member then appropriate procedures would be put in place, and all staff would be made aware of the these.
·  Staff are made aware of the emergency contact numbers during their induction; all numbers are clearly displayed in each scheme and they have access to a telephone to call for help if needed.
· Staff attend Safeguarding, Challenging Behaviour and Professional Boundaries training every 3 years.
· Staff are aware of the Safeguarding Policy and Procedures.
· When Staff arrive on shift; they are to read the Communication file and customer Personal notes, also complete a record in the customers log books signing and dating it accordingly.
· If an incident has occurred whilst Staff was on shift, all properties have an incident/accident file where staff document the incident and make the Manager aware.
· Staff to ensure they follow the procedures in place for dealing with Customers finances.
	· No
	Manager & Staff
	Ongoing
	

	Being on their own
	· Intruder

Staff
	· All staff members are informed during their induction of the importance of keeping the house secure.
· Code for key safe changed regularly.
· If staff arrive on shift and the property has been forced open or suspects an intruder has been inside to call the Police immediately.
· Staff are advised to use the intercom before answering the door to anyone and to request for ID.
· Staff are aware that Advance Contractors always make appointments and never cold-call, staff are advised to inform Advance Customers services should the Contractors turns up without an appointment.
· Advance set up Guardian 24 for all staff to use whilst on shift.






	· No
	Manager & Staff
	Ongoing
	

	Risk Rating Summary
	Initial Risk Rating
	Low
	Medium 
	High
	Residual Risk Rating after all actions complete
	Low
	Medium
	High



	Notes:
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	Title
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	Approved by
	Name
	
	Title 
	
	Signature/date
	

	Distribution
	Method
	(to/via)
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	Re-assess
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