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Building a risk assessment




Building a risk assessment

Locating the risk assessment builder

From the dashboard go to menu > search risk assessment 3.0 using
the smart search function. You will then be taken to the following
screen:

Risk Assessments

Filter by status + Create a new assessment
v

All

Title

To build a new risk assessment, select the blue ‘Create a new
assessment’ button in the righthand corner. A pop-up box will

appear.
Create a Risk Assessment

Add a title

Import data from a Risk Assessment 2.0

Name your risk assessment under the ‘Add a title’ box. If you wish to
use an existing risk assessment as a template, tick the ‘Import data
from a Risk Assessment 2.0’ and use the dropdown to select the
assessment. This option will download the data from an existing
version?2 risk assessment where you will be able to make edits to
questions and or concerns. If you have access to version 3 risk
assessment templates, you can select a template to copy down. If
you are creating an assessment from scratch, ignore this step and
click on ‘create assessment.’
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Creating a Risk Assessment

When you click on ‘create assessment’ you will then be taken to the
risk assessment builder where you will start to put your assessment
together. The builder is split into two sections; details and questions
which you can toggle between at any time.

Details: In this part of the risk assessment builder, you will be asked
to populate the details of the risk assessment. This includes
description, duration, default job function (if applicable), default
answers, opening text, closing text and imagery.

Details Questions

Title*
risk assessment tes

Description

Drag and drop an image or
click to upload
Duration (minutes)
0
Version
Q.0
Default Job Function

[, Default Answers ©
Yes

No

Add default answe

Opening Text
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Questions: This section will look slightly different to the details
screen, as we are beginning to build our risk assessment.

Questions

Risk Assessment Title

Status: Draft

® Reorder Content

You will see when you toggle over to questions, that you can begin

your risk assessment by creating sections or you can add a profiling
question. In the screenshot below, | have added a profiling question
scoping out which department learners are in. As you can see, these
are free type boxes with an option to add additional answer options.

Risk Assessment Title
Status: Draft

i Question Text
@ Rearder Content
9 profiling Questi Which department are you in?
= Profiling Question :
@ section Title > Answer Options
o Customer Success

9 Sales

Customer Support

Add a section
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Once you have added your profiling question (should you choose to
do so) you will then begin creating sections for your risk
assessment. Every section will be titled, where you can add a
description and an image. You can add as many or as little sections
as you want by clicking the blue ‘Add a section’ button on the left.
To set a section title, add a description or an image, click the three
dots.

Risk Assessment Title
Status: Draft X
a Chair
(] Reorder Content

2 Profiling Question

© chair v PN chair height
@ Chair height

. Question Text Set Title
Add a section
Set Image

Answer Options

You can then start to add questions. Like sections, you will be able
to title, add a description and add imagery per question using the
same three dots to the right. You will also be able to attach files if
you so wish.

a Chair height

Question Text

Can you adjust your chairs height so that you are properly positioned and comfortable?
Answer Options
Yes

No

Add answer option
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How to view and manage concerns

In the question text box, put in the question that you are looking to
ask. The answer options are defaulted to yes/no (this can be
changed by toggling back to details) but are free type boxes so you
can amend this to whatever suits. Next to each answer you will see
two options: skip section and action.

Skip section - This works the same as a filter question. If you tick
this box next to an answer, learners who select this answer will
automatically skip the rest of the section with the idea behind it
being that it is not applicable to them. IE. If your section is on work
from home, learners who answer ‘no’ to ‘do you work from home’
will skip the home working section as it is not relevant to them.

Actions - This is where we will set up concerns to be raised off to
the Risk Task List. By clicking on the hazard icon, you will be
prompted with the pop-up box below:

Add a Concern

Concern Settings Actions

Concern escalates to

PR P LY PR Ty T N -
Assign the concern to a specific Job Function

Automatically escalate this concern

Concern will be raised directly to the Risk Task List, the user will not re

Priority Level

Low
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How to view and manage concerns

Here you will be able to manage the concern settings. You can
allocate a specific job function per concern if it is something a
specific department or person looks after. Automatically escalate is
ticked by default but can be unticked if you wish. You can also
amend the priority level.

If you toggle to actions, you will be given more options to edit.

Action settings

Here you can change who this action is visible to, add an attachment
and decide whether you want learners to add a note. Ticking ‘user
note’ and ‘user required to add note’ will mean the user will have no
option but to leave more information when escalating a concern.
This will show in the risk task list history.

<« Add an action

Action Settings © Action visible to

Suggested Action Both User and Admin

Visible Buttons @)

@ Add attachment

(@ User note

U User required to add a note
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How to view and manage concerns

Suggested action

You can type up a suggested action that learners will be prompted
with. This option is commonly used with low priority concerns. |E.
Screen visibility and increasing the brightness.

<« Add an action

Add a suggested action to resolve the concern (&

Action Settings

Visible Buttons (%)

Visible buttons

Finally, you can amend which buttons are visible using a toggle
switch next to each one.

<« Add an action

Button Description Visible

Resolved ) ing this button E ng your concern &

Escalate t U a
i

Add
Progress
Note

Final Please fill in the tex

Resolution concern has beenr

Add To My By clicking this button you will adc
Task List action to your task list to be completed at a later

date.
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Once you have made your changes, you can continue the process of
adding questions and sections until you are happy your risk
assessment is complete. When you are finished, you can preview

and publish your risk assessments using the options at the top
right-hand corner.

When you have published your risk assessment, you will see it here:

Title Status Actions

Risk Assessment - Demo Draft | v ‘ = ‘

—
Expectant mothers risk assessment | 4 ‘ T ‘

Risk Assessment - test for Optima Published
risk assessment test

Published

Finally, you can amend which buttons are visible using a toggle
switch next to each one.
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