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Risk Assessment

Box 1

	Service Branch:

TP Mod Ops
	Name of Assessors:
Insp Joe Naulls and Stephen yeldham Band ‘D’
	Assessment No.:
TP Non Op 20
	Type of Assessment:

Corporate

	Assessment Date:
7th November 2006
	Date of Last Assessment:
New
	Review Date:
6th November 2008
	


Box 2

	Task/Activity Assessed

	 Borough MVP Managers

The co-ordinators are band ‘D’ police staff therefore MPS health and safety polices and guidelines apply to them.

Risk assessments on the corporate risk assessment site are to be used in conjunction with this risk assessment.
The following documents must be reviewed in conjunction with this risk assessment.

MVP Standard Operating Procedures.

MVP Corporate Guide.

MVP Role Profiles.

Read corporate risk assessment for organising events when planning and event for guidance.




Box 3

	Hazard
	Persons at Risk
	Pre-Control Risk Rating*
	MPS Control Measure
	Post-Control Risk Rating*

	
	
	S
	L
	R
	
	S
	L
	R

	Met Volunteer Co-ordinator role

Dangerous or inappropriate activity.

Variation in activity changing risks.

Dangerous or inappropriate location.

Inadequate training.

Inadequate support

Sense of Isolation

Awareness of role/ responsibilities

Working environment

(Office)

Office environment

Lone working

Disabled staff

 Fire

Lack of near miss/accident reporting procedures to identify potential risks.

Welfare

Stress due to overworking/type of work under taken

Unidentified risks

Use of private vehicles

· Road traffic accidents

· Personal injury

· Third parties being injured

Interviewing on MPS premises

· Assault

· Verbal Abuse

· Isolation

· Stress

Interviewing away from an MPS  premises

· Assault

· Verbal Abuse

· Isolation

· Stress

· Poor

communications

Assault by member of the public.

Threats from member of the public.

· Isolation

· Stress

· Poor

communications


	Police officers, police staff and members of the public.
	4
	5
	20
	Risk assessments

Corporate risk assessments are to be used as templates when completing written risk assessments.

Dynamic risk assessment to be carried out for all activities to consider.  
· Activity

· Is it safe?

· Is it practicable?

· Is it appropriate?

· Is it necessary?

· Can it be supervised and monitored correctly?

· Working hours. 

· Time of day.

· Minimum staffing levels for safety of co-ordinators.

· Rest breaks.

· Location

· Access/Egress.

· Route to/from.

· Parking.

· Security.

· Alarms.

· Community tensions or issues in vicinity.

· Other persons/supervision available at location.

· First aid equipment and support.

· Lighting.

· Facilities.

· Communications.

· Emergency fire procedures.

A written record should be kept of your reasoning and decisions this is to assist if the activity arises again or in the event of any incidents that may arise.

Continuous dynamic risk assessments to be conducted in all of the above areas by co-ordinators especially when working away from MPS premises.

Any situation that arises from a dynamic risk assessment that may put the co-ordinator or others in immediate harm is to be terminated immediately. 

Training

· Suitable training is to be provided to enable co-ordinators to complete the activity safely.  To incorporate.

· Interview techniques.

· Health and Safety (To include dynamic risk assessment at level appropriate to their role and how to conduct DSE work station assessment) etc.

· Local induction training.

· Freedom of Information Act.

· Data Protection Act.

· Emergency fire procedures for location.

· Manual handling 

· Conflict management.

· Personal Safety Awareness Training.

· CS awareness if working at an operational station.

· Emergency Life Support.

· Communication skills 

Standard operating procedures
· The role of co-ordinator is governed centrally from the Met Volunteer Programme and laid out in the corporate handbook.

· Each BOCU is to establish a Borough Steering group to support the programme.

· Cluster group meetings to beheld regularly.

· Line manager to give support and advice.

Office environment

· A suitable working area is to be provided on borough to allow for.

· Interviews

· Storage of personnel files

· Confidential information

· Aware/Computer access

· Cash

· Regulations require a minimum area of space within an office of 11Mtr Sq per person not including fire escape routes and storage (Notice 22/99 item 9).

· Local (B)OCU 

· Risk assessment for working in an office are to read as guidance.

· Lone working policy is to be read and followed.

· Staff/Visitors with disabilities are to have a specific risk assessment around their needs.

To incorporate (Special notice 21/98)

· Evacuation & contingency planning

· Disabled safe haven

· Access/Egress to building

· Workstation

· Fire procedures are to be read and understood.

Accidents and welfare

· All accidents/near misses involving Co-ordinators should be reported to line manager, to allow for the evaluation and review of risks and the effectiveness of the control measures.

· Injuries and near misses to be reported via Metair.

· To report any welfare issues to the line manager and Met Volunteer Programme team immediately.

· Hours worked and type of work under taken to be monitored by line manager.

· Advice to be sought from occupational health if required.

· Regular cluster meetings to be held between Co-ordinators to review role/activities and identify any risk issues.

· All incidents involving Co-ordinators should be reported to Met Volunteer Programme team and line manager to allow for evaluation of risks and the effectiveness of the control measures.

Use of private vehicles

· Co-ordinators must not use their own motor vehicles for travelling while on MPS business without prior written permission form (B)OCU commander/head of department. 
· The authority must indicate the use the vehicle is intended for.
· Carrying third parties in the vehicle is only covered by the drivers insurance and not MPS insurance.
· Co-ordinators requirement.

· Must hold a full current driving licence.

· No more than six current penalty points.

· Must disclose any additional points received.

· Fully comprehensive insurance (covering business use).

· Valid road tax

· Must comply with all road traffic legislation while driving.

· Must comply with the Highway Code while driving.

· Vehicle requirement.

· Must be suitable for purpose.

· Have a current MOT certificate if required.

· Be road worthy and well maintained.
Interviewing

· Formal interviewing of potential volunteers should be carried out on MPS premises (Police Station) where possible.

· Interviewing on MPS premises.

· Prior to any interviews taking place a pre telephone vet should be carried out using the corporate questionnaire.  

· A suitable and appropriate room is to be used for interviewing, allowing for the Co-ordinator an easy means of escape if the situation becomes confrontational or likely to cause harm.

Co-ordinators to

· Terminate an interview if the situation becomes confrontational or likely to cause harm.

· Call for police assistance if situation becomes confrontational or violent.

· Carry their personal attack alarms when carrying out an interview.

· Have another member of staff present when an interview is being carried out.  If a mps member of staff is not available consider a suitable person from the met volunteer programme on the borough.

· Interviewing potential volunteers away from an MPS premises.

· Continuous Dynamic risk assessment is to be carried out while carrying out the interview.

· A MPS mobile phone to be issued for safety while working away from MPS premises.

· Prior to any interviews taking place a pre telephone vet should be carried out using the corporate questionnaire.  

· A suitable location needs to be identified for the interview (Consideration should be given to the items that are identified in the dynamic risk assessment section at the start of this RA).

Co-ordinators

· Not to carry out interviews without taking another MPS member of staff with them (Consider a uniform person).

· Terminate an interview if the situation becomes confrontational or likely to cause harm.

· Take themselves to a place of safety.

· To notify Control Room/IBO to set up a CAD for interview away from an MPS premises giving.

1. Location

2. Time of interview

3. Who you are seeing

4. Contact number

· To notify Control Room/IBO when they are at the location, and give an expected time of leaving.

· To notify Control Room/IBO when leaving the location, and time expected back at office or at home.

· Carry their personal attack alarm at all times. 

Attending public event

· Co-ordinators attending public meetings/events on behalf of the MPS.

To

· Complete a dynamic risk assessment prior to attending a public meeting/event and any risk that may arise should be noted and control measures put in place to deal with.

· To notify Control Room/IBO to set up a CAD for public meeting/interview away from an MPS premises giving.

1. Location

2. Time of interview

3. Who you are seeing

4. What the meeting/event is about

5. Contact number

· To notify Control Room/IBO when they are at the location, and give an expected time of leaving.

· To notify Control Room/IBO when leaving the location, and time expected back at office or at home.

· Carry their personal attack alarm at all times.

· Carry out continuous dynamic risk assessment while attending public meeting/event.

· Terminate activity if the situation becomes confrontational or likely to cause harm.

· Take themselves to a place of safety.

· An MPS mobile phone to be issued for safety while working away from MPS premises.

Supervision

· Borough commander/Control room/IBO to monitor activities to provide guidance and support.

· Inspector/PS to attend all critical or potentially critical incidents.

Equipment
· To be assessed relevant to activity.

· MPS mobile phone.

· Personal panic alarms.

Specialist support

· OH

· Risk and Safety management department (HR5).

· Met Volunteer programme management.
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Box 4

	Is the risk rating for this task post control acceptable and can all controls be immediately implemented?     Yes    FORMCHECKBOX 
     No    FORMCHECKBOX 

If ‘No’, Box 5 and Box 6 require action must be signed off.

Risk Assessor   Stephen Yeldham……………………………………………………………… Signature……………………………………………………………………..…………………… Date……7th November 2006………………………………………………



Box 5

	Hazard
	Action by
	Action Required
	Target

Date
	Completion

Date
	Signature when completed
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Box 6

	Management Confirmation

	I have noted the above assessment and will take appropriate steps to ensure all the action raised are completed satisfactorily.

Name (block capitals)……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

(Corporate Sponsor/Business Group Director/Department Head/BOCU Commander)

Signed…………………………………………………………………………………………………..…….…..………………………………………………………………………………………………………………...…………………………………………… Date……………………………………………………



Box 7

	E = Employed; VP = Vulnerable Persons, such as new or temporary staff, young persons, lone workers, disabled persons or new/expectant mothers; Con = Contractors: Pub = Public; Vis = Visitors




*Box 8

	Risk Rating
	Rating Action Bands

	Severity
	Likelihood
	Band
	Action Required

	1 No injury
	1 Improbable
	1- 5 Low Risk
	Manage for continuous improvement.

	2 First aid injury
	2 Remote
	6 – 15 Medium Risk
	Implement control measures or further control measures, where possible, to reduce risk rating to as low as is reasonably practicable.

	3 Lost time injury (over 3 days)
	3 Possible
	16 – 25 High Risk
	Consider stopping activity. Implement  control measures or further control measures to reduce risk rating to as low as is reasonably practicable immediately.

	4 Major injury
	4 Probable
	
	

	5 Death
	5 Very likely to occur
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