
Risk Assessment version 3.1
 How to view and manage concerns  



When any user who has access to the risk task list logs in, they will
see a widget on their dashboard. Managers and admins can view
concerns raised by their team by clicking on this widget. 

You will see a list of open concerns raised by users appear on the
screen. Depending on your level of access, some admins/managers
may have more concerns showing than others. At the top, there are
a range of filters where you can; toggle between viewing concerns
either by Indvidual or by concern, change the date period, filter by
assessment type, job function and department. 

View by individual:

Where line managers & admins can focus on concerns user specific.
You can see a total number of unresolved concerns, as well as a
breakdown of each concern by high, medium, or low concern. Click
on any of these figures for more information.
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View by concern:

Where line managers & admins can focus on concerns, concern
specific.
You can see the priority of the concern listed, as well as how many
users have raised a concern under the unresolved column. Click the
figure to view more information.

To view concerns raised, click on either of the numbers in the
column. These will be hyperlinked to the concerns.

In the example below, I have chosen to view concerns by individual.
Clicking on the number of open unresolved concerns for a user will
mention a list of all concerns raised. You can see new filter options
have been made available, where you can have an assessment
specific view, change the status (unresolved, in progress, resolved
etc) and the priority level (high, medium, low).
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How to view and manage concerns
In this specific example, you will see the concerns in the left-hand
column, any notes left (either by the user during the assessment or
any progress notes added by line managers/admins), the priority of
concern and the status.

The status will only change when an action has been taken on the
concern. By clicking on a concern, you will be able make new and
view existing actions.

You will also be able to see that line managers/admins have the
option to download the full risk assessment report taken by that
user by clicking the hyperlink.

By clicking on an open concern, you will be given the suggested
action that the user was given at the time of completing the
assessment. You can choose to add a progress note if multiple steps
need to be put in place for the concern to be resolved or set a
resolution if this is no longer a concern. With both options, the line
manager/admin will need to type up their next steps or resolution
plan.

As you can see there is a toggle switch to view by history. Here line
managers/admins can view all historic actions made against this
concern.
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As you can see there is a toggle switch to view by history. Here line
managers/admins can view all historic actions made against this
concern.

There is another option to toggle view by file. This will allow the
admin or line manager to see any pictures or documents uploaded
as part of the risk assessment.
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Clicking on the hyperlink will automatically open the file as a PDF in
another tab.

*** throughout the risk task list, line managers and admins are given
the option to print, download and email should they need to***
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