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Getting
Started

Successfully managing risks will
prevent mistakes, which leads to a
safer work environment, happier
employees, and increased productivity.



= |dentify hazards and risks

= Update control measures

WOrkShOp \O/_ " |dentify risk management

Objectives g techniques

= Qutline a disaster recovery plan

= Communicate to the organization
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MODULE TWO

Identifying Hazards and Risks

Determining the difference between a hazard and a risk will
increase the effectiveness of the risk management program.




What Is a Hazard?




What s a
Risk?

A risk is not a hazard. It
is the chance of harm
coming from a hazard.




Consult with Employees

e Safety inspections
e Purchasing or repairing equipment

e Workflow charts




Likelihood
Scale

0 — Impossible

1 — Low possibility

2 — Medium possibility
3 — High possibility




= \What Is a Hazard?

Practical \Of_ = What Is a Risk?

I"UStratiOn & = Consult with Employees
= Likelihood Scale




Module Two: Review Questions

1. What is Not a potential hazard?

| ] |




Module Two: Review Questions

2. A loss to an employee’s property is part of which of the

follows?




Module Two: Review Questions

3. What places an employee’s hearing at risk?
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Module Two: Review Questions

4. What is necessary to identify first in risk management?




Module Two: Review Questions

5. When should you consult employees?




Module Two: Review Questions

6. What feedback should you pay attention to from

employees?




Module Two: Review Questions

7. Which score would you give to an impossible event?




Module Two: Review Questions

8. Which score would you give to a risk that has a greater

than 25% chance of happening?




Module Two: Review Questions

are/is necessary to protect the company

and the employees.




Module Two: Review Questions

10. A risk is not a hazard.







MODULE THREE

Seeking Out Problems Before

They Happen (l)

By paying attention to potential problems, you will improve
the overall health and success of your business.




Unique to Your Business




Walk
Around

e Different methods
used to complete
tasks

e Purpose of each tool

e Materials used




Long Term and Short
Term

When you are identifying potential problems
and issues, always keep in mind the long- and
short-term implications.




Common
Issues

e Slip and fall areas
e C(Clutter

e Extension cords




= Unique to Your Business

PraCticaI = Walk Around
"IUStratiOn = Long Term and Short Term

= Common Issues




Module Three: Review Questions

1. A business built on a fault line faces which type of risk?




Module Three: Review Questions

2. Which of the following is an example of a physical risk?




Module Three: Review Questions

3. Which area of the organization should be walked around?




Module Three: Review Questions

4. When should you make a list of potential problems?




Module Three: Review Questions

5. What is an example of a long-term problem?




Module Three: Review Questions

6. What is an example of a short-term problem?




Module Three: Review Questions

7. What will help prevent common problems?




Module Three: Review Questions

8. A slip-and-fall area is an example of which of the

following?




Module Three: Review Questions

9. The purpose of a risk assessment is to




Module Three: Review Questions

10. Each business will have its unique :
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MODULE FOUR

Seeking Out Problems Before

They Happen (ll)

Seeking out problems before they occur requires you to ask
guestions.




|
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Ask “What Would
Happen If...?”

e

mpact

i

X

High Mot
Impact mpact
T



External
Events

Customers
Visitors
Traffic
Parking




Worst Case Scenarios

Part of risk management is preparing for the
worst-case scenario in every situation.




Consequence
Scale

e Insignificant
e Minor

e Moderate
e Major

e (Catastrophic




= Ask “What Would Happen If ...?”
Practical \Of_ = External Events

I"UStratiOn ‘'S = \Worst Case Scenarios

= Consequence Scale




Module Four: Review Questions

1. Which level of impact would you place on something that

requires more information?




Module Four: Review Questions

2. Which level of impact would you assign to a problem that

can be remedied easily?




Module Four: Review Questions

3. Which type of event is less predictable?




Module Four: Review Questions

4. What is Not an example of an external event?




Module Four: Review Questions

5. What happens when everything goes wrong at once?




Module Four: Review Questions

6. What determines the worst-case scenario?




Module Four: Review Questions

7. What would an event that results in hospitalization be

considered?




Module Four: Review Questions

8. What event would result in multiple deaths?




Module Four: Review Questions

9. Seeking out problems before they occur requires you to




Module Four: Review Questions

10. Determining the level of impact will establish
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Abraham Lincoln




MODULE FIVE

Everyone’s Responsibility

If everyone works to prevent problems before they begin,
everyone will enjoy a safe and smoothly run work
environment.




See It, Report It!

Unauthorized
individuals

Broken
equipment

Broken locks




If It’s Not
Safe, Don’t
Do It

Make sure that
employees are taught
the safety rules and that
those rules are
consistently followed.




Take Appropriate
Precautions

|: Safety equipment :|

T
I
|: Safety training :l




Communicating
to the
Organization

e Consider the
audience

e Create the
communication

e Choose
communication
methods




= See It, Report It!

Practical \O, = |f It’s Not Safe, Don’t Do It

- = Take Appropriate Precautions

lllustration g

= Communicating to the
Organization




Module Five: Review Questions

1. How will employees know what to report?

| | |




Module Five: Review Questions

2. What should be posted in case problems are identified?




Module Five: Review Questions

3. What message does it send when leaders ignore safety

rules?




Module Five: Review Questions

4. What allows employees to choose if the workplace is

safe?




Module Five: Review Questions

5. Who determines the appropriate precautions?




Module Five: Review Questions

6. What is Not a common safety precaution?




Module Five: Review Questions

7. What is necessary for communicating risks and

precautions?




Module Five: Review Questions

8. What is necessary when considering the audience?




Module Five: Review Questions

9. Who is responsible for upholding safety standards?




Module Five: Review Questions

10. How are safety issues reported and documented?
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MODULE SIX

Tracking and Updating Control

Measures

Updated control measures ensure that the work
environment is safe for everyone and that it remains safe as
changes occur within the organization.




What Is a Control
Measure?

Eliminate

Protective equipment




Your
Business
Procedures

The needs of the business
determine how you
develop your business
procedures and your
control measures.




Are They Adequate?

e Surveys and checklists
e Employee interviews

e Changes in the number of incidents




Updating
and
Maintaining

By creating rituals that

are connected with goals,

you will not have to
schedule certain tasks.

Rt ]| [ |



= \What Is a Control Measure?

PraCticaI \Of_ = Your Business Procedures

I"UStratiOn ‘S = Are They Adequate?
= Updating and Maintaining




Module Six: Review Questions

1. What is the most desirable control measure?




Module Six: Review Questions

2. What determines which type of control measure is used?




Module Six: Review Questions

3. What determines the business procedures?

| | |




Module Six: Review Questions

4. What type of organization would require inspections

done more frequently?




Module Six: Review Questions

5. When is it Not necessary to evaluate control measures

and procedures?




Module Six: Review Questions

6. When do control measures change?




Module Six: Review Questions

7. What is necessary to determine if key activities are in

compliance?




Module Six: Review Questions

8. What external change would require an update?




Module Six: Review Questions

9. What allows you to track control measure?




Module Six: Review Questions

are actions or activities that are in place to

limit or prevent risks.
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MODULE SEVEN

Risk Management Techniques

The management technique that you use will vary
according to the severity of the risk and the current stability
of the organization.




Reduce the Risk

e Retrofit a building to prepare for severe
weather

e Sprinkler systems with fire alarms

e Training programs




Transfer the
Risk

Indemnification

Certificates of
insurance

Additional insurance
status




Avoid the Risk

When avoiding risks, however, the purpose is to
eliminate the risk or simply not engage it.




Accept the
Risk

When accepting a risk,
you are accepting full
responsibility if
something goes wrong.




= Reduce the Risk

Practical \Of_ = Transfer the Risk

lllustration 4= = Avoid the Risk
= Accept the Risk




Module Seven: Review Questions

1. What limits the severity of a risk?




Module Seven: Review Questions

2. What should be considered when choosing a way to

reduce the risk?




Module Seven: Review Questions

3. What places the legal liability on a specific party?




Module Seven: Review Questions

4. What does certificate of insurance offer?




Module Seven: Review Questions

5. What is the purpose of avoiding risk?




Module Seven: Review Questions

6. What should be considered before avoiding a risk?




Module Seven: Review Questions

7. Which of the following has a plan of action?




Module Seven: Review Questions

8. Which of the following is an example of acceptance?




Module Seven: Review Questions

9. Generally, how many risk management techniques are

there?




Module Seven: Review Questions

10. In which situation would risk reduction be used?




. )
'Sa}’ety doesn’t happen by accident.

ﬂ . Anonymous
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MODULE EIGHT

General Office Safety and

Reporting

While it is important to try and prevent accidents in the
office, it is equally important to be prepared in the event
that accidents occur.




Accident Reports

N
Employee
J
2
Supervisor
J
2
Medical Provider




Accident
Response
Plans

e Establish the chain of
command

e Determine procedures
for different level of
accidents

f

G-




Emergency Action Plan

Procedures to report emergency
Evacuation procedures
Critical employee procedures

Accounting for employees after evacuation



Training
and

Education

Electrical safety
Housekeeping
Falls

Awareness




= Accident Reports

Practical \Of_ = Accident Response Plans

I"UStratiOn ‘'S * Emergency Action Plan

®" Training and Education




Module Eight: Review Questions

1. Which section of the accident report may not be

completed?




Module Eight: Review Questions

2. What should be provided along with the Medical Provider

information?




Module Eight: Review Questions

3. What should be done after analyzing evidence?




Module Eight: Review Questions

4. What level of accident requires an accident response

plan?




Module Eight: Review Questions

5. When may emergency action plans be verbally

communicated?




Module Eight: Review Questions

6. When should employees first be exposed to the

emergency action plan?




Module Eight: Review Questions

7. When does safety education begin?




Module Eight: Review Questions

8. What should be done when new risks are identified?




Module Eight: Review Questions

9. Accidents need to be reported when?




Module Eight: Review Questions

are put in place to help prevent

accidents from happening again.




—

‘r' —-/

,Whe last analysis, sound judgment will prevail.
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Joseph Cannon



MODULE NINE

Business Impact Analysis

The risk assessment identifies the potential losses that the
organization faces, as well as severe risks.




Gather Information

Reports Research Interviews

Conference

Questionnaires
calls




Identify
Vulnerabilities

The risks identified in the
risk assessment will
facilitate the
identification of threats.




Analyze Information

e How would losing this function affect the
business?

e What would losing this function cost?

e Do other systems rely on this function?
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= Gather Information

Practical = |dentify Vulnerabilities
"IUStratiOn = Analyze Information

" |[mplement Recommendations




Module Nine: Review Questions

1. Information gathered needs to be




Module Nine: Review Questions

2. Which method of research is typically used in the

business impact analysis?




Module Nine: Review Questions

3. What becomes a potential emergency?




Module Nine: Review Questions

4. Which threat is likely to cause the vulnerability of a power

outage?




Module Nine: Review Questions

5. What is the first step to analyze information?




Module Nine: Review Questions

6. What is the best method to verify data?




Module Nine: Review Questions

7. What do you need before implementation?




Module Nine: Review Questions

8. What is necessary after implementation?




Module Nine: Review Questions

9. The business is used to calculate the

consequences of potential disruptions.




Module Nine: Review Questions

10. What do you need to do before you can determine your

business’ priorities?
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MODULE TEN

Disaster Recovery Plan

The disaster recovery plan outlines the procedures that
need to be followed in the event of a disaster.




Make It Before You
Need It

mm People

o Facilities

s lechnology

m SUppliers




Test, Update,
and Repeat

e Collect results
e FEvaluate results

e Update the plan




Hot, Warm, and Cold
Sites

Many, companies choose warm sites because
they offer more protection than cold sites, but
they are less expensive than hot sites.




Keep
Documentation
Simple and Clear

e Objective
e Assumptions

e Criteria to invoke the
plan




= Vake It Before You Need It

= Test, Update, and Repeat

Practical

= Hot, Warm, and Cold Sites

lllustration

= Keep Documentation Simple and
Clear




Module Ten: Review Questions

1. When should disaster recovery plans be made?




Module Ten: Review Questions

2. What do the necessary factors help with?




Module Ten: Review Questions

3. What are testing measurements?




Module Ten: Review Questions

4. What should you do after testing the plan?




Module Ten: Review Questions

5. Which type of site resembles the work site?




Module Ten: Review Questions

6. Which type of worksite is most popular?




Module Ten: Review Questions

7. Documentation needs to be




Module Ten: Review Questions

8. What needs to be documented first?




Module Ten: Review Questions

9. Every organization needs a




Module Ten: Review Questions

10. What percentage of businesses do not recover from

disasters?
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If you treat risk management as a part-time job, you might
soon find yourself looking for one.




MODULE ELEVEN

Summary of Risk Assessment

The ability to apply risk assessment techniques in the office
will improve safety for employees and the organization.
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What are the Hazards?

e Talk to employees
e Walk around the workplace
e FEvaluate operations

e Read operation manuals



Who Might

Be
Harmed?

Pregnant women
The elderly
Children

People with disabilities




Are Current Control
Measures Sufficient?

Control measures are necessary for the risk
assessment, and they will depend on the hazard
of the organization.




If Not, Change
Control
Measures

Monitor the measures for
their effectiveness and
evaluate the results to
determine if they are
sufficient.




= \What are the Hazards?

Practical <l = Who Might Be Harmed?

. _/Q y = Are Current Control Measures
lllustration = et

= |f Not, Change Control Measures




Module Eleven: Review Questions

1. What should be done while trying to identify hazards?




Module Eleven: Review Questions

2. What should be done after you have established a list of

hazards?




Module Eleven: Review Questions

3. Who does Not need to be considered when determining

who could be harmed?




Module Eleven: Review Questions

4. An employee injured while handling chemicals

experiences which kind of harm?




Module Eleven: Review Questions

5. What will have its own control measure?




Module Eleven: Review Questions

6. Control measures need to meet




Module Eleven: Review Questions

7. You come up with new control measures. What do you

need to do first?




Module Eleven: Review Questions

8. What would a piece of equipment with a hazard of flying

debris require?




Module Eleven: Review Questions

9. The first step in a risk assessment is identifying




Module Eleven: Review Questions

10. How can you identify risks?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Risk Assessment and
Management is just beginning.




Words From the Wise
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Risk is like fire: If controlled When our leaders accept the To make a mistake is only Those who cannot
it will help you; if status quo, we run the risk human; to persist in a remember the past are
uncontrolled it will rise up of disaster. mistake is idiotic. doomed to repeat it.

and destroy you.
- Max Bazerman - Cicero - George Santayana
- Theodore Roosevelt




	Slide 1: Risk Assessment and Management
	Slide 2: Getting Started
	Slide 3: Workshop Objectives
	Slide 4
	Slide 5: Identifying Hazards and Risks
	Slide 6: What Is a Hazard?
	Slide 7: What Is a Risk?
	Slide 8: Consult with Employees
	Slide 9: Likelihood Scale
	Slide 10: Practical Illustration
	Slide 11: Module Two: Review Questions
	Slide 12: Module Two: Review Questions
	Slide 13: Module Two: Review Questions
	Slide 14: Module Two: Review Questions
	Slide 15: Module Two: Review Questions
	Slide 16: Module Two: Review Questions
	Slide 17: Module Two: Review Questions
	Slide 18: Module Two: Review Questions
	Slide 19: Module Two: Review Questions
	Slide 20: Module Two: Review Questions
	Slide 21
	Slide 22: Seeking Out Problems Before They Happen (I)
	Slide 23: Unique to Your Business
	Slide 24: Walk Around
	Slide 25: Long Term and Short Term
	Slide 26: Common Issues
	Slide 27: Practical Illustration
	Slide 28: Module Three: Review Questions
	Slide 29: Module Three: Review Questions
	Slide 30: Module Three: Review Questions
	Slide 31: Module Three: Review Questions
	Slide 32: Module Three: Review Questions
	Slide 33: Module Three: Review Questions
	Slide 34: Module Three: Review Questions
	Slide 35: Module Three: Review Questions
	Slide 36: Module Three: Review Questions
	Slide 37: Module Three: Review Questions
	Slide 38
	Slide 39: Seeking Out Problems Before They Happen (II)
	Slide 40: Ask “What Would Happen If…?”
	Slide 41: External Events
	Slide 42: Worst Case Scenarios
	Slide 43: Consequence Scale
	Slide 44: Practical Illustration
	Slide 45: Module Four: Review Questions
	Slide 46: Module Four: Review Questions
	Slide 47: Module Four: Review Questions
	Slide 48: Module Four: Review Questions
	Slide 49: Module Four: Review Questions
	Slide 50: Module Four: Review Questions
	Slide 51: Module Four: Review Questions
	Slide 52: Module Four: Review Questions
	Slide 53: Module Four: Review Questions
	Slide 54: Module Four: Review Questions
	Slide 55
	Slide 56: Everyone’s Responsibility
	Slide 57: See It, Report It!
	Slide 58: If It’s Not Safe, Don’t Do It
	Slide 59: Take Appropriate Precautions
	Slide 60: Communicating to the Organization
	Slide 61: Practical Illustration
	Slide 62: Module Five: Review Questions
	Slide 63: Module Five: Review Questions
	Slide 64: Module Five: Review Questions
	Slide 65: Module Five: Review Questions
	Slide 66: Module Five: Review Questions
	Slide 67: Module Five: Review Questions
	Slide 68: Module Five: Review Questions
	Slide 69: Module Five: Review Questions
	Slide 70: Module Five: Review Questions
	Slide 71: Module Five: Review Questions
	Slide 72
	Slide 73: Tracking and Updating Control Measures
	Slide 74: What Is a Control Measure?
	Slide 75: Your Business Procedures
	Slide 76: Are They Adequate?
	Slide 77: Updating and Maintaining
	Slide 78: Practical Illustration
	Slide 79: Module Six: Review Questions
	Slide 80: Module Six: Review Questions
	Slide 81: Module Six: Review Questions
	Slide 82: Module Six: Review Questions
	Slide 83: Module Six: Review Questions
	Slide 84: Module Six: Review Questions
	Slide 85: Module Six: Review Questions
	Slide 86: Module Six: Review Questions
	Slide 87: Module Six: Review Questions
	Slide 88: Module Six: Review Questions
	Slide 89
	Slide 90: Risk Management Techniques
	Slide 91: Reduce the Risk
	Slide 92: Transfer the Risk
	Slide 93: Avoid the Risk
	Slide 94: Accept the Risk
	Slide 95: Practical Illustration
	Slide 96: Module Seven: Review Questions
	Slide 97: Module Seven: Review Questions
	Slide 98: Module Seven: Review Questions
	Slide 99: Module Seven: Review Questions
	Slide 100: Module Seven: Review Questions
	Slide 101: Module Seven: Review Questions
	Slide 102: Module Seven: Review Questions
	Slide 103: Module Seven: Review Questions
	Slide 104: Module Seven: Review Questions
	Slide 105: Module Seven: Review Questions
	Slide 106
	Slide 107: General Office Safety and Reporting
	Slide 108: Accident Reports
	Slide 109: Accident Response Plans
	Slide 110: Emergency Action Plan
	Slide 111: Training and Education
	Slide 112: Practical Illustration
	Slide 113: Module Eight: Review Questions
	Slide 114: Module Eight: Review Questions
	Slide 115: Module Eight: Review Questions
	Slide 116: Module Eight: Review Questions
	Slide 117: Module Eight: Review Questions
	Slide 118: Module Eight: Review Questions
	Slide 119: Module Eight: Review Questions
	Slide 120: Module Eight: Review Questions
	Slide 121: Module Eight: Review Questions
	Slide 122: Module Eight: Review Questions
	Slide 123
	Slide 124: Business Impact Analysis
	Slide 125: Gather Information
	Slide 126: Identify Vulnerabilities
	Slide 127: Analyze Information
	Slide 128: Implement Recommendations
	Slide 129: Practical Illustration
	Slide 130: Module Nine: Review Questions
	Slide 131: Module Nine: Review Questions
	Slide 132: Module Nine: Review Questions
	Slide 133: Module Nine: Review Questions
	Slide 134: Module Nine: Review Questions
	Slide 135: Module Nine: Review Questions
	Slide 136: Module Nine: Review Questions
	Slide 137: Module Nine: Review Questions
	Slide 138: Module Nine: Review Questions
	Slide 139: Module Nine: Review Questions
	Slide 140
	Slide 141: Disaster Recovery Plan
	Slide 142: Make It Before You Need It
	Slide 143: Test, Update, and Repeat
	Slide 144: Hot, Warm, and Cold Sites
	Slide 145: Keep Documentation Simple and Clear
	Slide 146: Practical Illustration
	Slide 147: Module Ten: Review Questions
	Slide 148: Module Ten: Review Questions
	Slide 149: Module Ten: Review Questions
	Slide 150: Module Ten: Review Questions
	Slide 151: Module Ten: Review Questions
	Slide 152: Module Ten: Review Questions
	Slide 153: Module Ten: Review Questions
	Slide 154: Module Ten: Review Questions
	Slide 155: Module Ten: Review Questions
	Slide 156: Module Ten: Review Questions
	Slide 157
	Slide 158: Summary of Risk Assessment
	Slide 159: What are the Hazards?
	Slide 160: Who Might Be Harmed?
	Slide 161: Are Current Control Measures Sufficient?
	Slide 162: If Not, Change Control Measures
	Slide 163: Practical Illustration
	Slide 164: Module Eleven: Review Questions
	Slide 165: Module Eleven: Review Questions
	Slide 166: Module Eleven: Review Questions
	Slide 167: Module Eleven: Review Questions
	Slide 168: Module Eleven: Review Questions
	Slide 169: Module Eleven: Review Questions
	Slide 170: Module Eleven: Review Questions
	Slide 171: Module Eleven: Review Questions
	Slide 172: Module Eleven: Review Questions
	Slide 173: Module Eleven: Review Questions
	Slide 174: Wrapping Up
	Slide 175: Words From the Wise

