HSF 19 

Staffordshire County Council

General Risk Assessment Record Form

1. Section/Service/Team………………………………………………  2. Assessor(s)……………………………………………………

3. Description of Task/Activity/Area/Premises etc. …Driving Personal Car for Work/Work Car   - Low Risk Low Milage ……………………
	What are the hazards?
	Who might be harmed and how?
	What are you already doing?

List the control measures already in place
	What is the risk rating – H, M, L?
See section 5
	What further action, if any, is necessary, if so what action is to be taken by whom and by when?
	Action Completed

State the date completed and sign.
	What is the risk rating now – H, M, L?

See Section 5

	1. Driver not competent to drive.
	Resulting in breakdown accident or injury to driver, passengers or other persons. Damage to property.
	· Driver holds the required licence for the vehicle.

· Driver to follow the Highway Code

· Business Insurance to cover driving for work in place.

· Annual check by manager on all documentation listed above.
	Low
	Consideration if any higher risk activities being completed. If so, then more detailed risk assessment to be completed and consideration if driver awareness/ advance driver trianing needed. 
	
	

	2. Defective equipment

	Resulting in breakdown accident or injury to driver, passengers or other persons. Damage to property.
	· Car visually checked before use. Such as tyres, lights etc.
· Car maintained and serviced according to manufacturers recommendations.
· Car roadworthy with in date MOT and Road Tax.

· Annual check by manager on MOT certificate.
	Low
	
	
	

	3.  Collision with other traffic, person or street furniture.

	Driver/Passengers and other road users injured through driver/third party fault.
	· Driver complies with highway code and road traffic act.

· Driver assesses route and considers weather conditions.
· Driver wears any required glasses.

· Driver wears suitable footwear.

· Work equipment being transported should be secured in the boot of the car to prevent injury from these items in a collision.
	Low
	
	
	

	4. Poor journey planning and preparation 
	
	· Driver undertake a pre journey check of the vehicle to ensure car is in effective working order and safe to drive.
· The driver must make themselves familiar with the route, using for example multimap, road map, or GPS system if available.
· Ensure sufficient time is allowed for the journey to prevent unnecessary haste or stress. 
· Ensure the journey and the work activity is such that the return journey can be completed without excessive fatigue. Consider if overnight accommodation needed.
· Consider weather conditions as part of journey planning.
	Low
	In some circumstances it may be necessary to complete an individual risk assessment where there are additional risks for the person or particular journey
	
	

	5. Adverse weather conditions
	Accident or injury due to accidents caused by weather (ie slipping on ice or snow, high winds, poor visibility due to heavy rain etc).

	· Driver checks that car lights working effectively.

· Driver assesses whether alternative transport arrangements are needed.
· Assessment on critical nature of the journey/ or the route to be taken considered if adverse weather conditions.

· Driver must ensure they are wearing suitable clothing for the conditions - suitable footwear for when they get out of the car for example and appropriate clothing.
· Windscreen and all windows and mirrors to be cleared of snow and ice before proceeding and the internal windows have been demisted, driver must have clear all round vision.
· Driver to find safe place to stop if during journey they find adverse weather is impacting on their ability to drive safely.
· Keep Managers informed on location and any decisions taken.
	Medium
	Check with manager on the critical nature of the journey and any organisational wide communications.
	Low
	

	6. Risk of accident or injury due to vehicle breakdown 
	Breakdown, risk leads to accident or injury and creating stressful situation to be managed by driver. Need to adequately protect any passengers.
	· Drivers to ensure that their car is adequately services and maintained.

· Pre journey checks completed.

· Drivers to consider ensuring they have adequate breakdown assistance.

· Driver aware of how to change the tyre/ use emergency repair kits provided. Alternatively have breakdown cover access.
	Low
	
	
	

	· 7. Drive ill health impact’s ability to drive safely.
	· Driver becoming unwell or is unwell and Driver becoming unwell or is unwell
	· If Driver become unwell and unfit to drive, then they must pull over to a safe place and summon help. 

· All employees should ensure that any medication does not affect their ability to drive, if medication is likely to affect their driving ability, then they should not drive until they are sure they are safe to do so. 

· Employees must advise their manager if they feel their health or medication could affect their ability to drive safely. Occupational Health advice can assist with potential adjustments.

· Some conditions mean that it is unsafe for someone to drive. All drivers must be aware of their responsibilities under the Road Traffic Act 1988.


	Low
	
	
	

	8. Using a mobile phone or other device whilst driving
	Lack of attention due to using mobile phone or other device whilst driving resulting in accident or injury to driver, passengers or other persons
	· The use of a mobile phone while driving is against the law. 

· While a mobile phone is often available to drivers, and their car may allow Bluetooth hands free device, when driving for work drivers are required to ensure that they are parked in a safe place and engine turned off before making/taking any calls.

· If in car devices are required as part of the job role then detailed risk assessment must be completed and agreed with HSW Service.
	Medium 
	
	
	

	9. Driving whilst under the influence of drugs, alcohol or prescribed medication.
	Lack of attention due to being under the influence resulting in accident or injury to driver, passengers or other persons.
	· Drivers informed that they must never drive while under the influence of alcohol or drugs. 
· Drivers must not drive while under the influence of medication that affects your ability to drive. All employees should check with their pharmacist, or GP and the medication data sheet if they are unsure regarding any medication. Occupational Health advice may also assist in determining any adjustments that would support safe driving.
· Alcohol and Drug testing to be implemented inline with HR Policy if role is safety critical and where testing for cause criteria is meet.
	Low
	· 
	
	

	10. Driving a work vehicle
	Unfamiliar with the vehicle. 
	· SCC vehicles are managed internally; therefore maintenance, statutory inspections and insurance issues are covered. 

· Drivers must follow the requirements regarding the use of company vehicles as per the Drivers Hand Book.

· A valid driving licence must be held by the employee and presented when requested.

· Pre journey checks must be completed and any concerns reported to Fleet Care.
· Driver to make themselves familiar with the vehicle operation before starting the journey.

· Drivers not to use vehicle for personal activities as insurance is for work use only.
	Low
	
	
	


4. Tick (() if any of the identified hazards relate to any of the following specific themes: 

	Hazardous Substance
	Manual Handling
	Display Screen Equip
	Fire
	Work Equip / Machinery
	Stress
	Individual Person such as Young Person

New/ Expectant Mother or Service User

	
	
	
	
	
	
	


If any are ticked a specific risk assessment form must be completed separately.  For example a COSHH form must be completed if a hazardous substance is used.

5. Risk Rating

The risk rating is used to prioritise the action required.  Deal with those hazards that are high risk first. 

	
	
	Potential severity of harm   (this may injury, loss or damage)

	
	
	Minor Harm

1
	Moderate Harm

2
	Serious Harm

3

	Likelihood of harm occurring
	Highly unlikely

1
	Trivial 

1
	Low

2
	Medium

3

	
	Unlikely

2
	Low

2
	Medium

4
	High

6

	
	Likely

3
	Medium

3
	High

6
	High

9


	Risk Rating
	Action Priority

	High (6-9)
	Immediate action required

	Medium (3-4)
	Actions to control the risk must now be considered and steps to manage the risk until control measures can be provided must implemented.

	Low (2)
	Implement reasonable control measures and monitor.

	Trivial (1)
	No action required unless level of harm or likelihood changes.


6. Assessment 

Signature of Assessor(s):






Signature of Line Manager:

Print Name:









Print Name:

Date Assessed:








Review Date:

7.  Communication and Review

This risk assessment should be communicated to all employees and relevant persons who may come into contact with the hazards being assessed.  The assessment must be reviewed annually or following a significant change, accident or violent incident.

HR 39 Risk Assessment Policy


