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Develop procedures to control 
risks to health and safety

Fundamental to running a business is an 

understanding of the process involved in creating 

clear workplace health and safety procedures for 

people to follow. The terms “hazard” and “risk” 

are clearly defined and it is very important that 

they are understood

This involves:

1. identifying hazards

2. assessing the risks and developing procedures 

to control the risks

3. reviewing these procedures and checking 

whether they are effective in the workplace

What you need to do

• set realistic objectives to ensure a healthy and safe workplace for all people in the workplace

• develop health and safety procedures which meet legal requirements and are appropriate to

 the type of work carried out, and

 the workplace

• identify individuals to whom people must report accidents, report health and safety risks, and 

obtain first aid

• state clear measures to check the effectiveness of the workplace health and safety procedures

• specify the arrangements for recording health and safety data to meet legal requirements

• develop plans for health and safety training which are relevant to the needs of the workplace, the 

people in the workplace and meet legal requirements

• communicate health and safety procedures to all people in the workplace in a professional and 

considerate manner

• identify any changes to legal regulations or guidance affecting current working practices

• identify changes in the workplace affecting current workplace health and safety procedures

• provide responsible persons with opportunities to give feedback about the implementation of 

health and safety procedures

• identify and obtain further information and advice from reliable and recognised sources of 

expertise
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• record, accurately

 the details of any review carried out, and

 the plans to improve current health and safety procedures

• alert all people in the workplace, promptly, to the revised health and safety procedures

• set effective measures in place for monitoring the revised health and safety procedures

What you need to know and understand

Health and safety legislation

• employers’ and employees’ legal duties for health and safety in the workplace as required by the 

Health and Safety at Work Act 1974

• your responsibilities for health and safety as defined by any specific legislation covering your job 

role

Health and safety procedures

• how to prepare and write effective policies and procedures

• the different types of working practices present in the workplace

• what would constitute a breach of legal health and safety requirements

• what hazards exist in your workplace

• what the particular health and safety risks are which may be present in your own job role and 

precautions to be taken

• the importance of remaining alert to the presence of hazards in the whole workplace

• the importance of dealing with or promptly reporting risks

• what are the appropriate measures for checking different types of health and safety procedures
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Workplace health and safety

• the work areas and people for whom you are responsible and covered by the health and safety 

procedures

• the commonly used working practices

• the information that may be required about health and safety within the workplace

• the specific organisational health and safety procedures covering your job role

Effectiveness of health and safety procedures in your workplace

• changes in the workplace in respect of:

 working practices

 plant, machinery or materials, and

 personnel

• information and advice in respect of:

 systems for assessing and recording degree of risk

 specific legal requirements

 specific equipment and process risks

• the work areas and people for whom you are responsible

• job roles of the people for whom you are responsible

• what information may be available on health and safety in the workplace

• appropriate channels of communication within the workplace
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Health and safety review

• ways of conducting an effective health and safety review

• how to check the impact of any changes that occur in the workplace on the health and safety 

policy

• what changes are needed to improve health and safety in the workplace

• what records need to be kept about health and safety data (for example, complaints, incidents, 

accidents, illnesses, fire evacuation drills, test certificates, training records and the results of 

monitoring)

Key words and phrases which you might see used frequently within health 
and safety

The Health and Safety Executive (HSE) is the body appointed to support and enforce health and safety 

law. They have defined two important concepts as follows:

• Hazard

 “a hazard is something with potential to cause harm”

• Risk

 “a risk is the likelihood of the hazard’s potential being realised”

• Almost anything may be a hazard, but may or may not become a risk, for example:

 A trailing electric cable from a piece of equipment is a hazard. If it is trailing across a    

 passageway there is a high risk of someone tripping over it, but if it lies along a wall out of the  

 way, the risk is much less.

 Toxic or flammable chemicals stored in a building are a hazard, and by their nature may   

 present a high risk. However, if they are kept in a properly designed secure store, and handled  

 by properly trained and equipped people, the risk is much less than if they are left about in a  

 busy workshop for anyone to use – or misuse.
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 A failed light bulb is a hazard. If it is just one bulb out of many in a room it presents very little  

 risk, but if it is the only light on a stairwell, it is a very high risk. Changing the bulb may be a   

 high risk, if it high up, or if the power has been left on, or low risk if it is in a table lamp which  

 has been unplugged

 A box of heavy material is a hazard. It presents a higher risk to someone who lifts it manually  

 than if a mechanical handling device is properly used.

• Workplace:

 this word is used to describe the single or multiple areas in which you carry out your work.

• Working practices:

 Any activities, procedures, use of materials or equipment and working techniques used in   

 carrying out your job. In this unit it also covers any omissions in good working practices which  

 may pose a threat to health and safety.

• Workplace policies:

 This covers the documentation prepared by the employer on the procedures to be followed  

 regarding health and safety matters. It could be the employer’s safety policy statement, or   

 general health and safety statements and written safety procedures covering aspects of the  

 workplace that should be drawn to the employees’ (and “other person”) attention.

• Other persons:

 This phrase refers to everyone covered by the Health and Safety at Work Act including: visitors,  

 members of the public, colleagues, contractors, clients, customers, patients, students, pupils.

• Personal Presentation:

 This includes, personal hygiene; use of personal protection equipment; clothing and    

 accessories suitable to the particular workplace.

• Responsible persons:

 The person or persons at work to whom you should report any health and safety issues or   

 hazards. This could be a supervisor, line manager or your employer.
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Key points regarding health and safety legislation and regulations

The Health and Safety at Work Act 1974 is the main piece of legislation under which nearly all the 

other regulations are made. It is for this reason that only this piece of legislation is specifically referred 

to in this Unit.

Employers have a legal duty under this Act to ensure, so far as is reasonably practicable, the health, 

safety and welfare at work of the people for whom they are responsible and the people who may be 

affected by the work they do.

Under this Act it is also important to be aware that all people at work, not just employers, have a duty 

to take reasonable care to avoid harming themselves or others through the work they do.

Risks should be reduced “so far as is reasonably practicable”. This term means the duty-holder (in 

most instances the employer) can balance the cost against the degree of risk although obviously any 

Health and Safety Inspectors would expect that relevant good practice is followed.

According to the Act:

Employers must safeguard so far as is reasonably practicable, the health, safety and welfare at work 

of all the people who work for them and “other persons”. This applies in particular to the provision 

and maintenance of safe plant and systems of work, and covers all machinery, equipment and 

substances used.

People at work also have a duty under the Act to take reasonable care to avoid harm to themselves 

or to others by their working practices, and to co-operate with employers and others in meeting 

statutory requirements. The Act also requires employees not to interfere with or misuse anything 

provided to protect their health, safety or welfare in compliance with the Act.

Other legislation

There is an array of health and safety regulations and codes of practice which affect people at work. 

There are regulations for those who, for example, work with electricity, or work on construction 

projects, as well as regulations covering noise at work, manual handling, working with VDUs, or 

dealing with substances hazardous to health, etc. The specific requirements for all or any of these can 

be obtained from HSE local offices.

As many of the regulations are only relevant to certain workplaces or working practices no specific 

reference has been made in the knowledge requirements (i.e. What you need to know) to any of these 

regulations. The phrase “your responsibilities for health and safety as required by any specific 
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legislation covering your job role” is intended to relate to those specific pieces of legislation important 

to your workplace and/or working practices which you should be able to find out about.
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Keep up to date with current 
legislation affecting your business

It is important to make sure that your business, 

including your staff, customers and suppliers, is 

legally protected. You do this by ensuring that 

you are meeting statutory laws and regulations 

affecting your business.

This involves:

1. investigating current regulations and laws to 

do with setting up and running a business

2. developing appropriate systems and/or 

procedures to comply with company law and 

legislation

3. setting terms and conditions in contracts or 

agreements (such as with suppliers) that meet 

legal requirements

What you need to do

• find out about current laws and regulations that affect your business

• decide what tasks need to be done, when and by whom, to comply with laws and regulations

• identify the people and organisations where you can get advice and support on laws and 

regulations

• decide what terms and conditions that conform to trading standards you will offer your customers 

and suppliers

• decide if you need to protect any part of your business by using copyright or patenting

• look at how your business will affect the environment and think about any changes you need to 

make to lessen the effect

• decide how you will meet health and safety laws and regulations related to your business
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What you need to know and understand

Law and regulations

• what the requirements are for your business in order to trade legally. (For example licences, 

planning permission, health and safety, employment law, trading standards, consumer protection, 

contracts and record-keeping.)

• how the law can protect you and your business

• what the thresholds are for some laws and regulations. (For example the amount of turnover 

before you must register for VAT.)

• who has the power to inspect your business activities to enforce laws and regulations

• what can happen if you fail to operate your business within the law and other regulations

Legal and statutory requirements

• what system to use to make sure that forms are completed or tasks done so that you continue to 

meet the legal requirements of your business

Agreements and contracts

• why it is important to agree terms and conditions with your customers, suppliers and backers. (For 

example dealing with late payments and poor performance of suppliers.)

• why it is important to take professional advice about contracts and agreements

Copyright

• why and when you might apply to patent or copyright your trading name or products

• how to apply for a patent or copyright
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Health and safety

• what health and safety regulations apply to your business

• what environmental laws apply to your business

Professional advice and information

• what information on laws and regulations is available and from which organisation

• why it is important to use proper advice to find out about law and regulations and how to use free 

and paid for sources of advice

• what role the professional adviser has
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VAT registration and returns

All businesses need to regularly check whether 

they need to register for VAT. You can also 

consider voluntarily registering for VAT. If you 

are registered you will need to complete a VAT 

return. This is a legal obligation for registered 

businesses and they can incur fines if they do not 

complete their VAT return in a timely manner.

This involves:

1. deciding if your business should be registered 

for VAT

2. preparing a VAT return

3. asking for professional help when you need it

What you need to do

• check whether you need to be VAT registered, or whether registering voluntarily would benefit 

your business, and therefore need to complete a VAT return

• choose the scheme for accounting for VAT that best suites your business

• ensure your invoices include the right rate and amount of VAT and your VAT number

• identify what information you will need to fill in a VAT return

• set up appropriate recording systems for information so that it is available when you need it

• make sure that submissions are made in accordance with current legislation

• identify the products or services you have bought and sold and the VAT that applies to them

• complete and submit your VAT returns correctly, using data from appropriate recording systems

• make sure that guidance is sought from the VAT Office when required in a professional manner

• obtain independent, specialist help and advice when you need to

• allow enough time to fill in your VAT return and send it in within the statutory time limit
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What you need to know and understand

VAT registration and accounting

• whether you need to register for VAT, whether voluntary registration would help your business 

and how to do it

• the different schemes you can use for accounting for VAT

• when your VAT return is due and how long it is likely to take you to fill in

Records for VAT

• the information you need to fill in a VAT return (for example, accounts including details of invoices 

and sales)

• how to record accounting information (for example, computerised ledgers, manual control 

account and cash book, VAT receipts and invoices)

• how specialist software can help you keep your accounts

Current legislation

• where to find out the current rules and regulations about VAT and filling in a VAT return (for 

example, HM Customs and Excise guides or website)

• the types of VAT that apply to the products or services you have bought and sold (for example, 

standard supplies, exempt supplies, zero-rated supplies, imports and exports)

Getting specialist advice

• how to follow guidance about filling in your VAT return and how to get more information

• how to find a recognised and reliable specialist when required
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Assess the environmental impact 
of your business

There are environmental laws and regulations 

which all businesses must comply with and those 

for specific industry sectors. Good environmental 

practices can be cost-effective when recycling 

methods are being used. Operating measures 

to protect the environment can enhance a 

business’s reputation and can also contribute to 

the profitability of your business.

This involves:

1. knowing about current laws and regulations 

that can affect small businesses

2. putting in place measures to comply with 

environmental legislation

3. developing good environmental practice

4. reviewing the effectiveness of your business’s 

environmental practices

What you need to do

• find out about current key environmental laws and regulations

• identify regulations and requirements that are specific to your industry sector

• decide which laws and regulations apply to your business, its products or services

• decide what tasks need to be done, when and by whom, to comply with the laws and regulations

• identify the people and organisations where you can get advice and support on environmental 

practice

• look at other ways in which in which your business could affect the environment and think about 

any changes you could make to lessen the effect

• decide what additional measures you can take to make your business environmentally friendly

• investigate the cost-benefits of introducing these measures

• decide who should be involved in implementing environmentally friendly practices and what their 

role should be

• identify how adopting any of these measures might enhance the reputation of your business

• carry out regular reviews of environmental practices of your business and identify further steps to 

improve their effectiveness
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What you need to know and understand

Laws and regulations

• what laws and regulations you must comply with to reduce the harm your business may cause to 

the environment (such as those covering emissions to air, noise, waste, raw materials, packaging, 

energy use, and water use)

• how to meet the requirements of environmental laws and regulations

• who has the power to assess your businesses to enforce environmental laws and regulations

• what can happen if you fail to comply with environmental law and other regulations

Good environmental practice

• why it is a good idea to improve your business’s environmental performance, even if you are not 

required to do so by law

• how to assess your business’s environmental impact and identify what could be improved

• what simple changes you can make to improve environmental performance, such as saving 

energy, recycling, reducing travel and using less water

Business benefits

• how good environmental practices can help benefit your business’s reputation

• how to communicate your environmental commitment to shareholders, investors, customers, 

employees and the general public

• how involving employees in environmental discussions can improve their motivation

• what financial incentives there may be to make changes (such as Capital Allowances and Carbon 

Trust loans)

• how being able to show your business has sound environmental policies and procedures helps in 

getting competitive insurance premiums
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Professional advice and information

• what information on environmental law is available and from which organisations

• why it is important to use proper advice to find out about law and regulations

• what role the professional adviser has

• how to use free and paid for sources of advice
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Choose a legal format that suits 
your business

It is important to choose the most appropriate 

way of setting up your business in line with the 

law. If your business fails, then the format can 

affect your rights and responsibilities. There are 

a number of options available and you need 

to choose the legal format that best suits your 

specific business requirements.

This involves:

1. finding out about legal options for setting up 

and running a business

2. comparing legal format options

3. selecting an option that is best for your 

business

What you need to do

• research the legal format options for your business

• look at how relevant options will affect your customers, suppliers, any other stakeholders and the 

future activities of your business

• compare the advantages and disadvantages of each legal format

• find out about legal agreements and seek advice about what they mean for you and your business 

aims

• consider the views of your backers when you choose a trading option

• use up-to-date and credible advice and information to help you decide what you have to do

• make sure that the way you set up your business meets all that is legally required

What you need to know and understand

Legal format

• what are the different types of legal status that a business can have. (For example sole trader, 

partnership, limited company or not for profit community interest companies and industrial and 

providence societies.)
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• what effect different options will have on your business in terms of customers and suppliers

• which type of trading status is best for meeting the commercial and other needs of your business

• what is the effect of different options on your tax position

• what liabilities you and your business will have including insurances, planning permission, local 

regulations and byelaws, health and safety regulations, fire regulations, trading standards rules, 

copyright and patent rules

• what financial risks are involved

Law and regulations

• which aspects of national and local law and regulations apply to your sort of business

• which aspects of national and local law and regulations apply to all businesses, including your own

Information and advice

• What information on law and regulations is available and from which organisation

• Why it is important to use proper technical and professional advice to find out about laws and 

regulations

• What role the professional adviser has

• How to use free and paid for sources of advice
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Conduct an assessment of risks in 
the workplace

Fundamental to running a business is an 

understanding of the process involved in carrying 

out a risk assessment according to regulatory 

requirements.

This involves:

1. identifying hazards in the workplace

2. assessing the level of risk and recommending 

action

3. reviewing your workplace assessment of risks

What you need to do

• define, clearly why and where the risk assessment will be carried out

• confirm that all the information available to you on statutory health and safety regulations is up-

to-date and from recognised and reliable information sources

• recognise your own limitations and seek expert advice and guidance on risk assessment when 

appropriate

• select a method of identifying hazards appropriate to the workplace being assessed

• make sure your investigation fully identifies those areas in the workplace where hazards with a 

potential for serious harm to health and safety are most likely to occur

• identify hazards which could result in serious harm to people at work or other persons

• record those hazards in a way which meets legal, good practice and workplace requirements

• research different suppliers of equipment, tools and materials

• report the results of the process to the responsible person in an agreed format and timescale

• review all legal requirements that are appropriate to your workplace and working practices to 

ensure effective control measures are in place

• confirm that industry standards and all other reasonable precautions are in place

• identify hazards that could be eliminated

• for hazards that cannot be eliminated, you start your risk assessment with those hazards that are 

most likely to cause serious harm to people at work or other people

• assess the level of risk and consider how the risks can be controlled to minimise harm

• list unacceptable risks in priority order including all breaches of relevant health and safety 

legislation and workplace procedures
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• prepare a risk assessment report containing recommendations for minimising risks

• present the results of the risk assessment to responsible persons in the agreed format and 

timescale

• compare the latest risk assessment to current workplace and working practices

• identify, accurately, any significant differences between previous and new working practices

• investigate the action taken as a result of your recommendations specified in the latest risk 

assessment

• identify, accurately, new hazards arising from changes in the workplace or working practices

• make changes to your risk assessment in line with the review

• inform, promptly, everyone affected by the changes

What you need to know and understand

Methods of identifying hazards

• methods of identifying hazards including direct observation, examining records, or interviews, the 

work areas and people for whom you are carrying out the assessment

• the work areas and people for whom you are carrying out the assessment

• work activities of the people in the workplace where you are carrying out the risk assessment

• resources required for a risk assessment to take place

• information sources for risk assessments (e.g. HSE publications)

• where to find expert advice and guidance

Your remit and responsibilities

• your own limitations, job responsibilities and capabilities

• the work areas and people for whom you are carrying out the assessment

• work activities of the people in the workplace where you are carrying out the risk assessment

• resources required for a risk assessment to take place

• effective communication methods
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Health and safety legislation

• the responsibilities for risk assessments as required by the Management of Health and Safety at 

Work Regulations 1992 and other related regulations

• your legal duties for health and safety in the workplace as required by the Health and Safety at 

Work Act 1974

• your duties for health and safety as defined by any specific legislation covering your job role

Risk assessment

• effective procedures for carrying out a risk assessment

• the purpose, legal implications and importance of carrying out risk assessments

• what to do with the results of the risk assessment

• hazards that are most likely to cause harm to health and safety

• the particular health and safety risks which may be present in your own job role and the 

precautions to be taken

• the importance of remaining alert to the presence of hazards in the whole work place

• the importance of dealing with or promptly reporting risks

Key words and phrases which you might see used frequently within health 
and safety

The Health and Safety Executive (HSE) is the body appointed to support and enforce health and safety 

law. They have defined two important concepts as follows:

• Hazard

 “a hazard is something with potential to cause harm”

• Risk

 “a risk is the likelihood of the hazard’s potential being realised”
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• Almost anything may be a hazard, but may or may not become a risk, for example:

 A trailing electric cable from a piece of equipment is a hazard. If it is trailing across a    

 passageway there is a high risk of someone tripping over it, but if it lies along a wall out of the  

 way, the risk is much less.

 Toxic or flammable chemicals stored in a building are a hazard, and by their nature may   

 present a high risk. However, if they are kept in a properly designed secure store, and handled  

 by properly trained and equipped people, the risk is much less than if they are left about in a  

 busy workshop for anyone to use – or misuse.

 A failed light bulb is a hazard. If it is just one bulb out of many in a room it presents very little  

 risk, but if it is the only light on a stairwell, it is a very high risk. Changing the bulb may be a   

 high risk, if it high up, or if the power has been left on, or low risk if it is in a table lamp which  

 has been unplugged

 A box of heavy material is a hazard. It presents a higher risk to someone who lifts it manually  

 than if a mechanical handling device is properly used.

• Workplace:

 this word is used to describe the single or multiple areas in which you carry out your work.

• Working practices:

 Any activities, procedures, use of materials or equipment and working techniques used in   

 carrying out your job. In this unit it also covers any omissions in good working practices which  

 may pose a threat to health and safety.

• Workplace policies:

 This covers the documentation prepared by the employer on the procedures to be followed  

 regarding health and safety matters. It could be the employer’s safety policy statement, or   

 general health and safety statements and written safety procedures covering aspects of the  

 workplace that should be drawn to the employees’ (and “other person”) attention.

• Other persons:

 This phrase refers to everyone covered by the Health and Safety at Work Act including: visitors,  

 members of the public, colleagues, contractors, clients, customers, patients, students, pupils.
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• Personal Presentation:

 This includes, personal hygiene; use of personal protection equipment; clothing and    

 accessories suitable to the particular workplace.

• Responsible persons:

 The person or persons at work to whom you should report any health and safety issues or   

 hazards. This could be a supervisor, line manager or your employer.

Key points regarding health and safety legislation and regulations

The Health and Safety at Work Act 1974 is the main piece of legislation under which nearly all the 

other regulations are made. It is for this reason that only this piece of legislation is specifically referred 

to in this Unit.

Employers have a legal duty under this Act to ensure, so far as is reasonably practicable, the health, 

safety and welfare at work of the people for whom they are responsible and the people who may be 

affected by the work they do.

Under this Act it is also important to be aware that all people at work, not just employers, have a duty 

to take reasonable care to avoid harming themselves or others through the work they do.

Risks should be reduced “so far as is reasonably practicable”. This term means the duty-holder (in 

most instances the employer) can balance the cost against the degree of risk although obviously any 

Health and Safety Inspectors would expect that relevant good practice is followed.

According to the Act:

Employers must safeguard so far as is reasonably practicable, the health, safety and welfare at work 

of all the people who work for them and “other persons”. This applies in particular to the provision 

and maintenance of safe plant and systems of work, and covers all machinery, equipment and 

substances used.

People at work also have a duty under the Act to take reasonable care to avoid harm to themselves 

or to others by their working practices, and to co-operate with employers and others in meeting 

statutory requirements. The Act also requires employees not to interfere with or misuse anything 

provided to protect their health, safety or welfare in compliance with the Act.
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Other legislation

There is an array of health and safety regulations and codes of practice which affect people at work. 

There are regulations for those who, for example, work with electricity, or work on construction 

projects, as well as regulations covering noise at work, manual handling, working with VDUs, or 

dealing with substances hazardous to health, etc. The specific requirements for all or any of these can 

be obtained from HSE local offices.

As many of the regulations are only relevant to certain workplaces or working practices no specific 

reference has been made in the knowledge requirements (i.e. What you need to know) to any of these 

regulations. The phrase “your responsibilities for health and safety as required by any specific 

legislation covering your job role” is intended to relate to those specific pieces of legislation important 

to your workplace and/or working practices which you should be able to find out about.


