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	Completed by and role:   Stewart Neve – Fleet Commissioning Manager
	Initial assessment date:  28/04/2020

	Location of the risk:  Demonstrator / loan cars, vans – electric / hybrid

	Task / Hazard being Assessed:  The use of Demonstrator cars within the Trust (Non-operational)



	STEP 1
	STEP 2
	STEP 3
	STEP 4

	REF NO.
	ACTIVITY
	HAZARD
	PERSON(S) AFFECTED AND HOW
	CURRENT CONTROL MEASURES
	RISK RATING

L  x  C  =  R

	1
	Driving the vehicle
	Driver not familiar with systems and controls
	Driver – potential road traffic collision, hazard / injuries
	· Ensure the driver has referred to the driver’s handbook for information on drivers controls and working systems
· Supplying dealership to go through the vehicle system with driver when the vehicle is delivered

· Make enquiries with the supplying dealership regarding anything you don’t understand prior to using the vehicle
· Sit in the vehicle and familiarise yourself with the controls and layout

· Set the vehicles mirrors to maximise rear viewing prior to setting off

· Ensure the seat is set up in a position that maximises your position to the controls, including foot pedals and steering wheel

· Ensure the drivers licence is valid, in date and covers the category of vehicle being driven.

· Ensure the vehicle is covered on Trust / loan companies’ insurance

· Ensure that all rules of the road are followed at all times including, speed limits & road signs
· Ensure the correct fuel is placed in the vehicle fuel tank – read the supplied labels fitted to the fuelling area prior to starting refuelling process

· No eating or drinking to take place whilst driving the vehicle

· Ensure seatbelts are worn by all drivers and passengers at all times

· Adhere and address any hazard warning lights / signals on the dash

· If the vehicle has a “keyless system”, ensure the keys are within the vehicle prior to leaving site

· Ensure the vehicle has enough battery charge for the length of journey being taken

· Do not attempt to use the vehicle if low on charge

· Be aware that pedestrians around you may not hear you approaching them due to being quite – proceed with caution in these situations

· Be cautious that the vehicle could have rapid acceleration when pulling away
	2
	3
	6

	2
	Carrying loads in the vehicle
	Risk of injury and / or accident
	Driver and passengers get injured
	· Ensure all loads are carried securely within the boot area of the vehicle
· Any items carried in the seating area must be stood in the foot well when possible

· Use cargo nets / restraint straps when possible to retain load
· Any heavy items must be carried in the boot

· If items are moved whilst the seats are folded down, they must be securely retained
	2
	3
	6

	3
	Come across / involved in a Road Traffic Collision (RTC)
	Damage to vehicle / personal injuries
	Occupants of the car & third party
	· Stop in a safe location if you come across an RTC
· Assist where possible but without causing danger to yourself or other people

· Contact the emergency services as soon as possible if they are required

· Do not carry out an action which will cause additional dangers to the incident

· Switch off engines of all vehicles to reduce the risk of fire.

· Attend to injured persons, prioritising by injury. Use first aid kit.
· Stop traffic if it reduces the risk of further injuries
· Don’t move injured persons unless further risk is likely due to leaving them where they are.

· Ask for assistance from other people when required

· Take photos and swap details if you are involved in the incident

· Wear a Hi-Viz jacket 
	1
	3
	3

	4
	Breakdown
	Vehicle immobilized
	Driver and passenger
	· Where possible, get the vehicle to a safe location (Grass verge, layby, side road, garage forecourt, hard shoulder)
· Use warning triangles etc, to warn of hazard if unable to move the vehicle

· Keep safe distance away from vehicle when on busy roads. (A roads, B roads, Motorways, duel carriage ways)

· Consult drivers pack and follow instructions to get assistance

· Use motorway contact points where available

· Don’t accept to be towed unless by an approved authority (Breakdown company / highways agency)

· Don’t accept to be towed if you don’t feel comfortable being towed

· Don’t attempt to change wheels / tyres close to fast moving traffic

· Wear hi-vis jacket

· Do not attempt to work on the electrical system of the vehicle for any reason – only qualified persons on this type of vehicle should do this

· Make breakdown company aware of the fact the vehicle is 100% electrical
	1
	2
	2

	5
	Use of radio, comms radio & mobile phones
	Risk of road traffic collision
	Driver, passenger and third parties
	· Mobile phone must not be used whilst vehicle is being driven. Use can be limited if connected to the vehicles blue tooth / handsfree system.
· Where possible, ensure the mobile phone is retained within a cradle

· Comms radio should not be used whilst driving as the vehicle isn’t being used for operational use

· Don’t adjust the vehicles radio system unless using steering wheel / hand free system
	2
	2
	4

	6
	Carrying of gas bottles
	Insecure load / risk of road traffic collision
	All persons traveling in the car
	· No bottled gases to be carried in the vehicle at any time. There is no restraint system to hold them securely and a compressed gas label isn’t fitted
	1
	3
	3

	7
	Reversing
	Collision with object or person
	All persons in vicinity of the vehicle

Collision injury with other vehicles, pedestrians and banks person
	· Use of rear cameras and warning reverse alarm where fitted
· Use of banks person where the situation allows.

· Banks person wears high visibility tabard or jacket and remains well out of the reversing direction to the offside of the vehicle.
	2
	2
	4

	8
	Closing the doors and tailgate
	Figure trap hazard
	Driver and passengers
	· Staff driving vehicle receive familiarisation training and are reminded of the need to use on the dedicated opening and closing systems.

· Staff are reminded to avoid closing the door by using the end leaf as this is likely to cause injury.
	1
	2
	2

	9
	Vehicle security
	Theft of vehicle / vandalism
	Person responsible for the vehicle
	· Ensure the vehicle remains securely locked at all times when not being used
· Ensure the vehicle keys are stored in a secure location when not being used

· Do not leave high value items on display in the vehicle when parked
	1
	2
	2

	10
	Charging the vehicle
	Electric shock
	Person plugging vehicle in
	· Only use the supplied approved vehicle cable to charge the system

· Do not attempt to use any cable or socket that is damaged due to the risk of injury

· Ensure the vehicle is correctly parked and switched off prior to attempting to charge the vehicle

· Don’t stretch the cable that could then be tripped over

· Keep the charge cable routed close to the vehicle to avoid trip hazards
· Don’t allow the ends of the cable to lay in pools of water

· Do not attempt to remove the cable whilst the vehicle is locked as the cable will not release and could cause damage

· Ensure you have a valid charge card to enable charging in public locations
	2
	3
	6
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1. Risk scoring:
The risk score will be based upon the consequence of a risk and the likelihood of it being realised.  The Trust uses the risk scoring methodology and matrix previously published by the National Patient Safety Agency;
2. Scoring the Consequence: Consequence must be scored using the Table of Consequences as a guide:

	Table of Consequences

	Domain:
	Consequence Score and Descriptor

	
	1
	2
	3
	4
	5

	
	Negligible
	Minor
	Moderate
	Major
	Catastrophic

	Injury or harm Physical or Psychological
	Minimal injury requiring no / minimal intervention or treatment

No Time off work required
	Minor injury or illness requiring intervention

Requiring time off work < 4 days

Increase in length of care by 1-3
	Moderate injury requiring intervention

Requiring time off work of 4-14 days

Increase in length of care by 4-14 days

RIDDOR / agency reportable incident
	Major injury leading to long-term incapacity/disability

Requiring time off work for >14 days


	Incident leading to fatality

Multiple permanent injuries or irreversible health effects

	Quality of Patient Experience / Outcome
	Unsatisfactory patient experience not directly related to the delivery of clinical care
	Readily resolvable unsatisfactory patient experience directly related to clinical care.
	Mismanagement of patient care with short term affects <7 days
	Mismanagement of care with long term affects >7 days
	Totally unsatisfactory patient outcome or experience including never events.

	Statutory
	Coroners verdict of natural causes, accidental death or open

No or minimal impact of statutory guidance
	Coroners verdict of misadventure

Breech of statutory legislation
	Police investigation

Prosecution resulting in fine >£50K

Issue of statutory notice
	Coroners verdict of neglect/system neglect

Prosecution resulting in a fine >£500K
	Coroners verdict of unlawful killing

Criminal prosecution  or imprisonment of a Director/Executive (Inc. Corporate Manslaughter)

	Business / Finance & Service Continuity
	Minor loss of non-critical service

Financial loss of <£10K
	Service loss in a number of non-critical areas <6 hours

Financial loss £10-50K
	Service loss of any critical area

Service loss of non- critical areas >6 hours

Financial loss £50-500K
	Extended loss of essential service in more than one critical area

Financial loss of £500k to £1m
	Loss of multiple essential services in critical areas

Financial loss of >£1m

	Potential for patient complaint or Litigation / Claim
	Unlikely to cause complaint, litigation or claim
	Complaint possible

Litigation unlikely

Claim(s) <£10k
	Complaint expected

Litigation possible but not certain

Claim(s) £10-100k
	Multiple complaints / Ombudsmen inquiry

Litigation expected

Claim(s) £100-£1m
	High profile complaint(s) with national interest

Multiple claims or high value single claim .£1m

	Staffing and Competence
	Short-term low staffing level that temporarily reduces patient care/service quality <1day

Concerns about skill mix / competency
	On-going low staffing level that reduces patient care/service quality

Minor error(s) due to levels of competency (individual or team)
	On-going problems with levels of staffing that result in late delivery of key objective/service

Moderate error(s) due to levels of competency (individual or team)
	Uncertain delivery of key objectives / service due to lack of staff

Major error(s) due to levels of competency (individual or team)
	Non-delivery of key objectives / service due to lack/loss of staff

Critical error(s) due to levels of competency (individual or team)

	Reputation or Adverse publicity
	Rumours/loss of moral within the Trust

Local media 1 day e.g. inside pages or limited report
	Local media <7 days’ coverage e.g. front page, headline

Regulator concern
	National Media <3 days’ coverage

Regulator action
	National media >3 days’ coverage

Local MP concern

Questions in the House
	Full public enquiry

Public investigation by regulator

	Compliance Inspection / Audit
	Non-significant / temporary lapses in compliance / targets
	Minor non-compliance with standards / targets

Minor recommendations from report
	Significant non-compliance with standards/targets

Challenging report
	Low rating

Enforcement action

Critical report
	Loss of accreditation / registration

Prosecution

Severely critical report


3. Scoring the Likelihood: Likelihood must be scored using the Table of Likelihood as a guide:

	Description


	1

Rare
	2

Unlikely
	3

Possible
	4

Likely
	5

Almost Certain

	Frequency

(How often might it / does it occur)


	This will probably

never happen/recur

Not expected to occur for years
	Do not expect it

to happen/recur but

it is possible it may

do so

Expected to occur

at least annually
	Might happen or

recur occasionally

Expected to occur at least monthly
	Will probably

happen/recur, but it is not a persisting issue/circumstances

Expected to occur at least weekly
	Will undoubtedly

happen/recur,

possibly frequently

Expected to occur

at least daily

	Probability


	Less than 10%
	11 – 30%
	31  – 70 %
	71 - 90%
	> 90%


4. Risk Score and Grading: Once the Consequence and Likelihood have been determined, the over-all risk score can be measured using the Risk Score Matrix and should follow a linear pathway:

	1
Rare
	2
Unlikely
	3
Possible
	4
Likely
	5
Almost certain
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5. For grading risks: the scores obtained from the risk matrix are assigned grades as follows:
	
	15 to 25 Extreme Risk

	
	8-12 High Risk

	
	4-6 Moderate Risk

	
	1 to 3 Low Risk


6. Risk grading: Supports the Trust with setting its risk appetite, with the ‘Risk Rating - Actions Table’ used to define the guidance on the documentation/ registration of the risk on DATIX, the urgency of action to mitigate the risk and clarifies ownership, reporting and oversight:
	Score
	Risk Grade
	Action

*
	Risk Owner 

**
	Operational

Monitoring

***
	Organisation

Oversight

****
	Escalation Route
	Board Assurance

	1-3


	Low 


	Risk entered onto DATIX
	Principle Risk Lead
	Group

(described in each terms of reference)
	Management Group / Committee / Board

(described in each terms

of reference)
	Described in each:

Group/ Committee/ Board

terms of reference
	Quality and Patient Safety Committee

Finance & Investment Committee

Workforce and Wellbeing Committee

Audit Committee

	4-6


	Moderate


	
	
	
	
	
	

	8-12
	High


	
	
	
	
	
	

	15-25
	Extreme


	
	
	
	
	
	


7. Additional control measures may well be implemented following the registration of the risk onto the Trusts risk register. Subsequently risk scores may change. If this happens add the control measure to the risk assessment when implemented and update risk scores.
References:

I. Health and Safety Policy

II. Risk Management policy

III. Risk Management procedure

Assessment No.
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