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Palace Gate Building Services Limited 

Risk Assessment Policy and Procedure 

 

DATED:  12 APRIL 2025  

PURPOSE  

1. This policy outlines the procedure for completing the Palace Gate Building 
Services Limited Risk Assessment Form. It ensures compliance with health and 
safety regulations, protects employees, customers, contractors, and the public, 
and helps maintain a safe working environment. The policy explains the legal 
requirements, the importance of the form, and provides clear step-by-step 
instructions for its completion. 

Legal Requirement  

2. Under The Management of Health and Safety at Work Regulations 1999, 
Regulation 3, employers with five or more employees must carry out a “suitable 
and sufficient” risk assessment for every job. This involves identifying hazards, 
assessing risks, and implementing appropriate control measures. 

3. As Palace Gate Building Services Limited employs five or more staff, we are 
legally required to document these assessments. Failure to comply may result 
in fines, prosecution, increased risk of workplace accidents, injury, or legal 
liability. Completing and submitting a risk assessment form for every job 
ensures we meet these legal obligations and prioritise safety. 

Importance of the Risk Assessment Form  

4. The risk assessment form is a vital tool that allows us to systematically identify 
potential hazards, evaluate the level of risk, and implement effective control 
measures before any work begins. It protects everyone involved — including 
employees, customers, contractors, vulnerable people (such as children, the 
elderly, or disabled individuals), and members of the public — by reducing the 
likelihood of accidents or harm. 

5. The completed form also serves as an official record for auditing purposes. All 
assessments are stored digitally for a minimum of three years (or 40 years for 
any COSHH-related assessments). 

Structure of the Risk Assessment Form  

6. The form is divided into three main sections. All sections must be completed 
thoroughly to ensure a comprehensive assessment and full compliance with 
legal and company standards. 

Section 1: General Details  
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7. This section records essential information about the job, including: 

§ The activity or area being assessed (e.g. flooring installation at a customer’s 
home or commercial property). 

§ The customer’s name and full job address. 

§ Who might be affected (e.g. employees, customers, public, vulnerable people). 

§ The estimated number of people potentially affected. 

8. This information sets the context for the assessment and ensures that risk 
controls are tailored to the specific job and environment. 

Section 2: Risk Assessment  

9. This section addresses 11 key hazard categories relevant to our work: 

§ Manual Handling 

§ Trips/Slips/Falls 

§ Working at Height 

§ Machinery 

§ Hand Tools 

§ Electrical 

§ Chemical/Dust/Fumes 

§ Noise/Vibration 

§ Fire/Explosion 

§ Hot/Cold 

§ Other (e.g. asbestos, confined spaces, lone working) 

10. For each hazard, you must: 

§ Indicate whether the hazard applies or mark it as “Not Applicable”. 

§ If applicable, describe the specific location and type of hazard. 

§ Assess the risk level (Trivial, Tolerable, Moderate, Substantial, or 
Intolerable) based on likelihood and severity. 



 
 

Our registered company office address is:  

The Gallery, Kings Wharf, The Quay, Exeter, Devon, EX2 4AN 
info@palacegatebuildingservices.co.uk - 07361 111 630 - www.palacegatebuildingservices.co.uk 

Palace Gate Buildings Services Limited is registered with Companies House as a private limited company 

in England and Wales.  Our company number is 09909134. 

§ Select relevant control measures from the frequent-use list and mark them 
as “Planned” or “Actioned”. 

§ Add any additional control measures if required. 

§ Specify the timescale for implementing actions (before work begins, during 
work, or within one week). 

§ Record the date the actions were completed and the name of the person 
responsible. 

11. Thorough completion of this section ensures all potential hazards are 
identified and controlled, demonstrates due diligence, and provides clear audit 
trails. 

Section 3: Sign-Off  

12. This section requires: 

§ The name and date of the person who completed the assessment. 

§ Sign-off by a senior responsible person (Tim O’Donnell or Savannah 
O’Donnell) and date. 

13. The sign-off confirms that the assessment has been properly reviewed and 
approved, ensuring accountability. 

Procedure for Completing the Risk Assessment Form 

Step 1: Access the Form  

14. All risk assessments must be completed on the designated company laptop 
provided for health and safety documentation. This laptop is pre-configured with 
access to the Google Forms template and a secure company login. Using the 
company laptop ensures secure digital completion and prevents issues associated 
with paper records. 

§ Log into the company Google account to open the form template. If you 
experience any technical issues, contact Tim O’Donnell immediately before 
starting work. 

Step 2: Complete Section 1 – General Details 

§ Select the relevant activity/area. 

§ Enter the customer’s name and full job address. 

§ Tick all groups who might be affected. 

§ Estimate the number of people potentially affected. 
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§ Complete all mandatory fields (marked with *). 

Step 3: Complete Section 2 – Risk Assessment  

15. Review each of the 11 hazard categories carefully. For every hazard: 

§ Mark “Yes” if it applies, or “Not Applicable” if it does not. 

§ If “Yes”, describe the specific hazard (e.g. “lifting heavy flooring planks in 
the hallway”). 

§ Assess the risk level using the provided definitions. 

§ Select appropriate control measures from the list and mark them as “Planned” 
or “Actioned”. 

§ Add any extra control measures if needed. 

§ Specify the required timescale for actions. 

§ Record the completion date and the name of the person responsible. 

16. Be thorough but concise. Marking hazards as “Not Applicable” where appropriate 
is important for audit clarity. 

Step 4: Complete Section 3 – Sign-Off  

§ Enter your name and the date as the assessor.  

§ Submit the form to Tim O’Donnell or Savannah O’Donnell for senior review 
and sign-off. 

Step 5: Submit the Form 

17. Once the senior sign-off is complete: 

§ click the “Submit Form” button at the end of the Google Form.  

18. Submission is mandatory for every job. It logs the assessment in our digital 
system for compliance tracking and future reference. 

19. Assessments are stored digitally for three years (or 40 years for COSHH-
related jobs). Failure to submit the form may result in non-compliance with 
legal requirements and company policy. 

Using the Company Laptop  

20. The dedicated company laptop is kept in the van and must be used for all risk 
assessments. It is pre-configured for secure access and data protection. Handle 
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the laptop with care and return it to its designated location after use. Any 
technical problems should be reported to Tim O’Donnell immediately. 

Training and Support  

21. All employees will receive training on completing the risk assessment form, 
using the company laptop, and understanding the hazard categories and control 
measures. Refresher training will be provided annually or as required. 

22. If you are unsure about any aspect of the form or process, speak to Tim 
O’Donnell, before starting the job. 

Why Submission is Critical  

23. Submitting the completed form finalises the risk assessment process and 
ensures it is properly recorded. This is essential for legal compliance, auditing, 
and demonstrating that all hazards have been assessed and appropriate controls 
are in place. Non-submission may lead to incomplete records, legal risks, unsafe 
working conditions, and potential disciplinary action. 

Monitoring and Review  

24. Tim O’Donnell (or another designated senior person) will review all submitted 
risk assessments to ensure they are accurate and complete. The company will 
also carry out periodic audits of stored assessments to verify compliance and 
identify opportunities for improvement. Employees are encouraged to provide 
feedback on the form or process to help enhance safety and efficiency. 

Policy Compliance  

25. Completing and submitting a risk assessment form for every job is a mandatory 
requirement of employment at Palace Gate Building Services Limited. Failure to 
comply may result in disciplinary action, up to and including termination, and 
could expose both the company and individual employees to legal risks. 

26. By consistently following this policy, we maintain a safe, compliant, and 
professional working environment for everyone. 

Signed:  

  
Timothy O’Donnell  

Managing Director  
Palace Gate Building Services Ltd  
 

Date: April 12, 2025  
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