Instructions for Documenting a Risk Assessment with GefDok light
(layout templates in Excel format)
These instructions help you with documenting the results of a risk assessment using GefDok light (Excel layout templates).
GefDok light is suitable for the fast documentation of risk assessments
· in small to midsize companies, and
· plant sections of larger companies.
For detailed information on conducting the risk assessment, see Code of Practice A 016e “Risk Assessment – Seven Steps to the Goal”. Code of Practice A 017e “Risk Assessment – Hazard Catalogue” contains typical risk factors and stress factors.
Technical requirements
The basic requirement for using GefDok light (Excel layout templates) is a computer that is capable of opening XLS files for editing. This is generally possible using various operating systems and a variety of products.
The existing XLS layout templates were prepared using Windows and Microsoft Excel 2010. They were saved in compatibility mode so that they should also be usable with older versions of Excel. Normally it should also be possible to use the existing layout templates with other applications (such as OpenOffice Calc). However, this is not generally guaranteed in view of the many different products and versions available in the market.
These instructions describe the process using Excel 2010. The process may vary for other programs and program versions.
General information
The existing XLS layout template consists of several worksheets needed for documentation purposes. You can switch between them by clicking the tabs at the bottom of the screen in Excel.
The specific worksheets are as follows:
Worksheet A: 
Risk Assessment – Cover Sheet
Worksheet B:
Risk Assessment – Company Organisation
Worksheet C1:
Factors for the Risk Assessment
Worksheet C2:
Risk Assessment – Documentation
Assessment Matrix:

Risk Evaluation 
Employee Survey: 
Determination of risks and stresses as part of the risk assessment
In the worksheets A, B, and C2, you can jump from one input field to the next by pressing the Tab key. Naturally you may also use the mouse.
To insert a manual line break in a text field if you do not find the results of the automatic line breaks satisfactory, press the key combination “Alt + Enter”.
If you want to begin text with the “-”, “+” or “=” symbols, for instance in the “Possible hazards/stresses” or “Safety objectives/measures” columns in worksheet C2, you have to enter an apostrophe (single quotation mark) as the first character so your text is not interpreted as a formula. The apostrophe is not visible in the expression!
Procedure
We recommend starting with worksheet A, where you enter the applicable ratings for the respective assessment. The “Firm”, “Effective Date” and “Company/Part of Company” fields are inherited by the subsequent worksheets, reducing the effort for data entry.
In worksheet B you can check off the work areas that exist in your company. If a work area is missing from the worksheet, you can add it in the available fields. Naturally you can also amend or add to the existing designations of the work areas.
You can manually enter the activities belonging to the respective work areas in the “Activities” fields next to the work areas.
Note:
It may make sense to maintain worksheet B in a separate Excel file; this applies whenever it forms the basis for all assessments. In order to do so, simply save a copy of the Excel file (for instance as WorkOrganisation.xls), delete all worksheets in this copy except worksheet B and then manually enter the information for “Firm” and “Effective Date” in this file. Ignore or delete the “Company/Part of Company” field. First deactivate write protection by selecting the “Unprotect Sheet” command in the “Review” tab.
In the Excel files with the assessments, you can then simply ignore worksheet B going forward or even delete it from the XLS file.
In worksheet C1, note all hazards relevant for the respective assessment by clicking the corresponding boxes.
In worksheet C2, you can define the risks relevant for the respective assessment in concrete terms, rate the risk and so on. In order to do so, first select a risk factor from the pull-down field in the first column and then complete the information accordingly. The worksheet “Assessment Matrix” can be used as the basis for the assessment. Simply mark the applicable risk with an “X” in the respective column.
Note:
Without macro functionality, it is unfortunately not possible to limit the contents of the pull-down field to only those factors selected on worksheet C1. Such functionality was omitted in order to maximise the compatibility of the template.
Printing the worksheets
To print the worksheets, click the printer symbol in the toolbar. For worksheets C2, note the following instructions:
When you click the printer symbol in worksheet C2, all 7 prepared pages are always printed regardless of whether you have filled them out or not. In order to avoid this and only print the edited pages, proceed as follows:
· In the “View” tab, select “Page Break Preview”. Here you can change the page breaks if desired. In any case, you see how many pages will be printed. Then go back to the “Normal” view.
· Click the “File” tab and select “Print...”. In the subsequent dialogue under “Settings”, enter the number of pages you just determined.
Special functions for worksheet C2
Inserting graphics
At times it may be useful to insert graphics in worksheet C2, for instance to document the original state at the time of the assessment. 
· In the “Review” tab, select “Unprotect Sheet”.
· Use the usual Excel functionality. For instance, choose “Insert > Graphic” and then select the graphic you want to insert. Alternatively you can also insert a graphic into the document from the clipboard with “Start > Paste”.
· Restore write protection by selecting “Protect Sheet” in the “Review” tab.
Inserting additional rows
If you want to insert an additional row (between two risk factors), proceed as follows:
· In the “Review” tab, select “Unprotect Sheet”.
· Select all rows below the place where you want to insert a row
· In the “Start” tab, choose the “Copy” command
· With the mouse, click where you want to insert the content 
(for instance 3 rows lower than the top of the selection)
· In the “Start” tab, choose the “Paste” command
· Now delete or overwrite the contents of the duplicated rows
· Restore write protection by selecting “Protect Sheet” in the “Review” tab.
Deleting a row
If you want to delete a row:
· In the “Review” tab, select “Unprotect Sheet”.
· Select the row you want to delete.
· Right-click the selected row and select “Delete Cells” from the context menu.
· Restore write protection by selecting “Protect Sheet” in the “Review” tab.
Editing or expanding the list of risk factors
The list of risk factors is found below the risk assessment in columns A and B. If you want to edit the list of risk factors, please ensure that column A is visible. Then scroll down using the scroll bar on the right edge until row 140 is visible – this is the start of the list you are looking for (“Data for selection list”). If you have added or deleted rows further up, the start of the list has shifted accordingly.
· In the “Review” tab, select “Unprotect Sheet”.
· Now select the row above which you want to insert a new row by clicking the row number on the left edge.
· Right-click the selected row and select “Insert Cells” from the context menu.
· Enter the new risk factor.
· Restore write protection by selecting “Protect Sheet” in the “Review” tab.
Deleting risk factors from the list
· In the “Review” tab, select “Unprotect Sheet”.

· Select the row you want to delete.

· Right-click the selected row and select “Delete Cells” from the context menu.

· Restore write protection by selecting “Protect Sheet” in the “Review” tab.

Printing the list of risk factors
· In the “Review” tab, select “Unprotect Sheet”.
· To print the list of risk factors, select the list and then select “Print...” in the “File” tab.
·  In the dialogue under “Settings”, select the “Print selection” option and then confirm with “Print”.
