Appendix 9
How to Access School Medication Risk Assessment Audit in Sphera

1. Using Internet Explorer, log on to Sphera - https://www.rivosafeguard.com/logon.aspx.

N.B. It is essential to access Sphera using Internet Explorer (not Google Chrome) otherwise the
data you put in will not save.
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2. Click on the risk area field and select your risk area from the drop-down menu.
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3. Select the risk assessment (‘Provision of medicine to pupils — Generic things to consider’) from
the list and open it by clicking on Options.
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4. Make amendments to
the risk assessment as may be required.

Standard risk assessment

‘What is being asseszsad?

Fleass enter the description of the activity being assessed.
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5. Once amended, click on review and the Head Teacher can thereafter sign off the assessment.
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Training can be arranged through Business Support Managers, or by Contacting Corporate
Health and Safety on 01506 281418 or 01506 283226.

General guidance on risk assessment can be accessed at
https://intranet.westlothian.gov.uk/article/29177/Risk-Assess ment
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