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	Risk assessment form
Department of Mechanical Engineering, The University of Hong Kong

	Date:
2000/00/00
	Assessed by[footnoteRef:1]: [1:  This risk assessment form should be completed by team leader, whose name and signature are put in this box.] 


	Validated by[footnoteRef:2]:  [2:  This form must be reviewed by your project supervisor(s). Supervisor’s name and signature should be put here before submitting this form.] 


	Location:

	Next review date[footnoteRef:3]: [3:  Typically, door access right is only valid for the academic year, and this form should be re-submitted accordingly to maintain the access. Yet, risks must be re-assessed if there is a change in project nature.] 



	Name of the Users:
	UID/Staff ID:
	Contact info:

	
	
	

	Introduction to Risk Assessment

	Before completing this form, it helps to understand what a risk assessment involves.
A risk assessment is the process of identifying potential hazards in your project, evaluating how likely they are to cause harm and how serious that harm could be, and deciding on suitable control measures to reduce these risks. In short, you are asking:
· What could go wrong? (Hazards)
· Who might be affected, and how? (Risk evaluation)
· How can this be prevented or minimised? (Control measures)
This form provides a starting point, along with examples of common hazards and controls. Not all examples will apply to your project—you should identify the hazards specific to your own work rather than simply copying generic items. Control measures should always be proportionate to the level of risk, and both you and your supervisor are responsible for ensuring the assessment is properly completed.
You will be asked to:
1. Provide your project information
2. Identify and assess project-specific risks
3. Propose a risk control plan, where necessary
This assessment is a mandatory part of the "Safety Awareness Declaration & Door Access Application Form," in accordance with departmental policy (MECH Portal). Please also report any incidents or near misses to the department for monitoring.
For building safety or security issues (e.g., leaks, break-ins, theft) on campus, contact Security at 3917 2882 (24-hour Security Control Centre) or 3917 2883 (Lost and Found).



	Project title / Group name

	

	Summary of Tasks

	





	Risk Assessment

	Ref#
	Activity/Task
	Vulnerable Group(s)
	Nature of Harm
	Existing Measures to Control Risk
	Risk Severity
	Current Risk Score
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	· 
	· 
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	· 
	· 
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	4
	
	
	· 
	· 
	
	

	5
	
	
	· 
	· 
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	· 
	· 
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	Risk Control Plan

	Ref#
	Further action required
	New Risk Score
	Expected Date of Implementation
	Responsible Person(s)
	Signature

	
	
	
	
	
	






Notes to General Risk Assessment Form

(1) [bookmark: _Ref188266743]Risk severity:

	Risk severity
	Potential impact

	Low
	No injury, injury or ill-health requiring first aid treatment only - includes minor cuts and bruises, irritation, ill-health with temporary discomfort

	Medium
	Injury requiring medical treatment or ill-health leading to disability, includes lacerations, burns, sprains, minor fractures, dermatitis, deafness, work-related upper limb disorder

	High
	Fatal, serious injury or life-threatening, occupational disease, includes amputations, major fractures, multiple injuries, occupational cancer, acute poisoning and fatal diseases




(2) [bookmark: _Ref188266752]Suggested risk scoring system

	Risk Score

	
	Likelihood

	
	Unlikely
	Possible
	Likely

	Severity
	Low
	1
	2
	3

	
	Medium
	2
	4
	6

	
	High
	3
	6
	9




(3) Result:

	Risk score
	Risk control level
	Risk acceptability
	Recommended action

	1-2
	Trivial
	Acceptable
	No additional risk control measurement.
Use for very low risk activities to show that you have correctly identified a hazard, but that in the particular circumstances, the risk is insignificant.

	3-5
	Adequately controlled
	Moderately acceptable
	Risk is considered adequately controlled if all legislative and university requirements met.
Tasks should be carried out carefully according to the risk control measures.

	6-7
	Inadequately controlled
	Unacceptable
	Risk must be identified and controlled before executing the tasks.
These tasks require a risk control action plan, which clearly states the necessary actions, by whom it is carried out, and an estimated date of implementation. While some action plans are complex documents, most should be completed with a few actions in a short timeline.

	8-9
	Uncontrolled
	Unacceptable
	Should NOT execute.
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