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	Subject
	Risk(s) Identified
	Level of Risk L/M/H
	Management of Risk
	Assess/
Revise/
Review/
Adequate

	

	




EMPLOYEE(S)
	Verbal abuse - Clerk may be subjected to abuse over the phone or email
	L


	Clerk to report it to the Chair. Refer to Grievance policy.
	Ongoing

	
	Long term sickness of clerk
	L
	A councillor in the absence of clerk would take minutes.  Councillors would carry out any necessary actions.
Temporary employment of a Locum Clerk.
	Adequate

	
	Unexpected or tragic circumstances
	L
	All documents, laptop and printer are held at clerk’s home.  Chair has a sealed envelope which contains council passwords.
	Annually

	
	Travelling alone
	M
	Clerk is to ensure mode of transport is safe and suitable to travel. 
Regularly check vehicle for sufficient fuel, screen wash, tyre pressure and warm blankets in the event of a breakdown.
Mobile phone has sufficient battery.
	

	


RISKS WITHIN THE WORKING ENVIRONMENT
	Injury or harm from misuse, prolonged use

	L
	Clerk is aware of best practice whilst using the laptop; the need to take regular breaks, posture and position of screen.

	Ongoing

	
	Malfunctioning and causing harm
	L
	Clerk checks equipment regularly for defects and ensures equipment is used following recommended guidelines.
	Ongoing

	
	Risk of harm from fire
	L
	Smoke detectors installed in clerk’s home.  Paper stored away from electrical appliances.
	Ongoing

	
	Risk of tripping
	M
	Clerk ensures working environment is clutter free and access is clear.
	Ongoing

	
	Faulty Equipment
	M
	Clerk to maintain council equipment to a high standard.
Inform the council as soon as possible of any faulty equipment and cease use.
	Ongoing

	


LINE MANAGER RESPONSIBILITY
	Worker is competent to work alone
	L
	Good working relationship with the clerk.
	Ongoing

	
	Unable to contact the clerk
	L
	Must raise the alarm. Refer to the Lone Home Emergency Contact Scheme Form.
	Adequate

	
	Clerk does not return home following meetings
	L
	Must raise the alarm. Refer to the Lone Home Emergency Contact Scheme Form.
	Adequate

	
	Ensure employee(s) are aware of the Lone Home Worker policy
	L
	Provide a copy of the policy as part of induction.
	Adequate
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