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A risk assessment is simply the way in which an organisation checks that everything it is doing is safe. It 
ensures that the organisation has thought about the potential hazards of its activities and put procedures 
in place to minimize or deal with them. 
 
A generic risk assessment covers the entire organisation and its facilities. It is a careful examination of 
what could cause harm to anyone or the work of an organisation as a whole so that an assessment can 
be made as to whether enough precautions have been taken to prevent or reduce risk.  
 
All organisations should assess any potential hazards or risks to staff, volunteers, clients, users, 
members of the general public and the work that it does in a structured way. (Registered charities have 
a legal duty to report any serious incident that has resulted or could result in a significant risk to the 
charity. For more information about this see the legal update Reporting Serious Incidents to the 
Charity Commission.) 
 

 
Step 1 – Identify the hazards 
This involves looking at what you do and asking the question, ‘What could go wrong?’ The aim here 
should be to draw up a list of any hazards that pose a risk to people or to the organisation.  
Five areas worth considering are: 

 People – staff, volunteers, clients, users and the general public; 

 Property – premises, equipment, vehicles; 

 Finance – depreciation of assets, current and future income streams; 

 Goodwill – reputation with users, supporters, funders, the local community etc.; 

 Liability – legal and moral, claims and associated costs. 
 
Step 2 – Decide who might be harmed and how 
After looking at what you do, where you do it and who you do it with, the next step is to decide who or 
what might be harmed and how. In each case, try to identify the nature of the risk, e.g. back injury etc. 
 
Step 3 – Evaluate the risks and put measures in place to control them  
Thereafter, it’s a case of assessing the risks and determining whether any existing precautions being 
taken are adequate or whether more needs to be done. This is worked out on the basis of how likely it is 
that something will happen and how serious it would be if it did. 
 
One way of making this assessment might be to adopt a scale of 1 to 3 for each of the above 2 
dimensions, i.e. likelihood of occurrence/probability of happening and severity of impact/degree of harm, 
and multiplying the scores together to produce a co-efficient for the level of risk. The important thing, 
however, is deciding whether a hazard is significant and whether satisfactory precautions have been 
taken so that the remaining risk is low. In its guidance, the Health & Safety Executive stress that the law 
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does not require organisations to eliminate all risk, i.e. risk assessments should be ‘suitable and 
sufficient – not perfect’, but it does require them to do what is ‘reasonably practicable’. 
 
Once all potential risks have been identified and assessed, the next step is to put measures in place to 
control them. In taking action, the key questions to ask are, ‘Can I get rid of the hazard altogether?’ and, 
if not, ‘How can I control the risks so that harm is unlikely?’ 
 
Step 4 – Record your findings 
It is good practice to keep a written record of your assessment. By law, if you employ 5 or more people 
you must record the significant findings of your assessment. This is because you need to be able to 
show that: 

 a proper check was made; 

 you asked who might be affected; 

 you dealt with all the obvious significant hazards, taking into account the number of people who 
could be involved; 

 the precautions are reasonable and the remaining risk is low. 
 
Keeping a written record not only helps you to show that you have done what the law requires, but it can 
also be useful for future reference by reminding you to keep an eye on particular hazards and 
precautions.  
 
A wealth of information is also available on the Health & Safety Executive’s website at 
http://www.hse.gov.uk 
 
Step 5 – Review your assessment and revise it as necessary 
Again, it is good practice to review your assessment from time to time, e.g. annually or when significant 
changes take place, and revise it as necessary to make sure that the precautions you are taking are still 
working effectively. 
 
 

SLOUGH Get Involved is an infrastructure organisation that provides support to the 
voluntary sector in Slough. However, we cannot offer legal advice – for such you 
should consult a legal expert. 
 


