	Risk Assessment – Specific Activity/Situation
	

	Risk Assessment Reference No: 
	MO-18-10_19


	Workplace Activity:
	Receiving school supply deliveries
	Date:
	October 2019


	Persons at Risk- Affected by Activity:
	Maintenance Staff
	Number
	4

	Any Vulnerable Persons Affected by Activity:
	Staff suffering from musculoskeletal disorders
	Number
	TBC


	Setting the Scene:

Delivery vehicles driving onto the school premises between the hours of 8am – 4pm, crossing staff car park.  Deliveries to school include stationery supplies, consumables (paper towels, soap, toilet roll, cleaning products etc), kitchen supplies.


	Potential Hazards
	Assessment of Risk

	Ref.
	
	Low
	Med
	High

	1.
	Backing injury from moving boxes from point of delivery to storage area.
	
	X 
	

	2.
	Slips, trips and falls from blocked access – boxes stored in reception or doorways
	X 
	
	

	3.
	Collision with pedestrians when deliveries coincide with start or end of school day.
	
	
	X 

	4.
	Vehicle damage caused by delivery driver manoeuvring in car park.
	X 
	
	

	5.
	Food deliveries exposed to vermin or weather damage, if delivery is made prior to school opening times.
	
	X 
	

	
	
	
	
	


	Existing Control Measures

	1a. Mechanical equipment (sack barrows etc) are to be used to move large boxes where required. 

· Staff are to stack heavy objects on shelves at waist height, lighter objects on the higher shelves 

· Staff have attended Manual Handling training to understand the principle of TILE assessments (Task, Individual, Load & Environment) and to adhere to good lifting techniques.

	2. Staff are instructed to move goods promptly after delivery to the allocated storage area.
· Maintenance Officer or Reception staff will inform delivery drivers of safe zones to drop off deliveries when the driver reports to reception.  Preferable drop off points will be in a secondary entrance to the school (not in main reception area).

	3. Maintenance Officer will request any drivers who arrive close to the start or end of school day to wait off premises.  If this is not possible, the MO will monitor pedestrian movement when delivery vehicle is entering / exiting the site.

	4. Staff members must park in allocated parking area, to reduce risk of damage caused by visiting vehicle drivers, particularly the drivers who are required to reverse on to the premises.

	5. Food storage boxes are situated in the car park for food (bread and milk) deliveries arriving before school starting times.

	

	


	Initial Assessment of Overall Risk
	Low
	
	Medium
	x 
	High
	


	RISK RATING = SEVERITY x LIKELIHOOD

	Rating
	SEVERITY of injury/disease
	LIKELIHOOD of occurrence

	HIGH
	Fatality; major injury or illness causing long term disability
	Certain or near certain to occur

	MEDIUM
	Injury or illness causing short term disability
	Reasonably likely to occur

	LOW
	Other injury or illness
	Unlikely to occur


	ADDITIONAL CONTROL MEASURES - (IF APPLICABLE)
	PERSON RESPONSIBLE

FOR IMPLEMENTATION
	COMPLETION

DATE

	Put up signage in car park to inform delivery drivers where they should park and to report to reception, before unloading vehicle.
	
	

	Plan where deliveries should be put i.e. kitchen deliveries directly to kitchen entrance door, consumables and stationery to safest entrance to reduce risk of blocking exits or causing trips.
	
	

	
	
	

	
	
	


	RESIDUAL ASSESSMENT OF OVERALL RISK
	LOW
	X 
	MEDIUM
	
	HIGH
	


Note:
Re-assessment required if overall residual risk is High
	ADDITIONAL INFORMATION:

(Notes, comments, further details, outline procedures, safe systems of work, standards, drawings, etc.)

	Prepare a plan of the site, to identify to drivers where you wish deliveries to be placed.  
Maintenance Officer attends Manual Handling Training on 3 yearly basis.  Any staff who are involved with moving deliveries are required to undertake Manual Handling training.  Manual Handling assessments will be carried out for unusual deliveries (such as furniture or equipment that requires specific arrangements for moving and storage).


	Risk Assessment Circulation List  (tick box)

	Employees
	
	Management
	
	Contractors
	

	Other – Specify:
	
	
	
	
	

	Signature of responsible person:
	Date:

	
	

	Assessor:
	Adele Partridge CMIOSH, MIIRSM

Health & Safety in Care
	Signature:
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	Date Assessed:
	October 2019
	Review Date:
	October 2020


	RISK ASSESSMENT REVIEW - COMMENTS
Date:

	

	Reason for Review

	

	Reviewed By:
	
	Signature:
	


	RISK ASSESSMENT REVIEW - COMMENTS
Date:

	

	Reason for Review

	

	Reviewed By:
	
	Signature:
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