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Corporate Health and Safety Team

Generic Risk Assessment guidance for General Offices


	This is generic risk assessment guidance for general offices.

it must be altered as it does not take account of any individual circumstances.

Risk assessments must always be signed and dated and periodically reviewed.

You must also risk assess other hazards from the work being undertaken  eg. working from step ladders to access items in a store cupboard.


	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action is necessary?
	Action by who?
	Action by When?
	Date completed

	Work tasks  not risk assessed 
	Individuals may be harmed if tasks and hazards aren’t identified and controlled.
	· List tasks/jobs that people do, considering routine tasks as well as unusual circumstances, e.g. people who may occasionally work away from their normal place of work/work late and therefore may occasionally be classed as a lone worker.

· Identifying particular groups that may need a specific risk assessment or consideration e.g. visitors, young people, new and expectant mothers, or those with disabilities.
	Review as the situation changes.
	
	
	

	Slips, trips and falls due to poor house -keeping, damaged flooring, trailing cables, wet floors and weather conditions


	Staff  and visitors may suffer injuries such as sprains or fractures


	· Good housekeeping standards maintained.

· Cabinet drawers and doors kept closed when not in use.

· Trailing cables from electrical equipment managed.

· Floors, staircases and walkways cleaned on a regular basis by cleaners.

· Repairs and maintenance carried out when necessary and systems in place for reporting faults.

· Stairs are well lit and handrails provided.

· Entrances, exits and outside areas are well lit. Need to consider “little used” areas such as basements and also consider lighting during the winter months when it is dark in the morning and dark earlier in the evening.

· Procedures in place for gritting to ensure that walkways are safe during snow and ice.

· Is non-slip flooring provided in appropriate areas. 
	Good housekeeping to be discussed at staff meetings.

Supervisor/Line Manager to monitor housekeeping to maintain standards.

Instructions to be given that spillages must be cleaned up and dried immediately and that systems are in place to ensure this happens.
	
	
	

	Regular / Prolonged computer use
	Regular users of PC’s may experience aches and pains, visual fatigue or eyestrain after long periods of uninterrupted work.  


	· Display screen equipment (DSE) assessments carried out using self assessment check list.
· DSE assessments to be reviewed at regular intervals or if anything changes.

· If employee has particular problems or special requirements such as a bad back then the DSE assessment needs to be carried out by a trained DSE assessor.

· Provide adjustable equipment in accordance with the DSE regulations.

· Ensure that there is sufficient space at and around the workstation to allow sufficient movement.

· Eyesight tests must be provided free of charge to all designated users of computers.                      (a designated user is someone who users the computer for one hour or more every day or needs the computer to do their job)

· Single vision lens glasses to be provided for computer use where recommended by the Optician (see DSE Policy) 
· Blinds or tinted film may need to be fitted to windows to control light.
	Supervisor/Line Manager to have systems in place to ensure all staff have carried out a DSE self assessment on a regular basis, also 

Supervisor/Line Manager to ensure a system is in place for escalating problems.

Supervisor/Line Manager to ensure  staff know and have information on how to adjust equipment. 

Further advice can be found in HSE INDG36 (rev3) Working with VDUs
	
	
	

	Office furniture and equipment,

desks/ chairs
	Injury as a result of poorly maintained/ faulty furniture and equipment not fit for purpose.  
	· Office furniture should be kept in good condition and maintained / replaced when required.
· Reporting procedure should be implemented to report faulty/broken furniture.  All employees should be aware of this procedure.

· Buying unilateral desks are recommended as left and right hand desks may present problems.   Further advice can be obtained from the Health and Safety Team.
· All office furniture should be suitable for users and sourced from reputable companies.

· Ensure equipment meets the requirements for individual needs.
· Where chairs are provided for multi – user, ensure they comply with the requirements of the DSE regulations. 
	Supervisor/ Line Manager to ensure systems are in place for carrying out repairs and maintaining equipment.


	
	
	

	Electrical equipment / outlets 


	Fires could start or injuries may occur if  faulty electrical equipment is used.


	· Sufficient electrical sockets provided.

· 4 gang extensions / extension leads must be minimised to ensure sockets aren’t overloaded. 

· Portable Appliance Testing (PAT) and or formal visual inspection carried out at suitable intervals.

· For portable equipment, staff must carry out basic visual checks before use and at appropriate intervals for other equipment to ensure equipment it is in good condition.
· Staff must report defective plugs and equipment to manager e.g. cracked/ broken plugs and damaged cables etc. 
· Fixed electrical testing should be completed every 5 years. Depending on which building you are in, the fixed electrical installation testing will have been organised and carried out on your behalf. Contact Property & Asset Management.
	Staff instructed not to bring their own electrical equipment into work.

When purchasing equipment, ensure that equipment is CE marked and compliant with the  Provision and Use of  Work  Equipment Regulations (PUWER) 

Further advice can be found in HSE: INDG231 Electrical Safety and you. 
	
	
	

	Fire
	Staff and visitors in the building could be affected by heat and smoke.
	· Fire evacuation procedures in place, regularly reviewed and brought to everyone’s attention. Staff sign to say they’ve read and understand the procedure.

· Fire drills carried out every 6 months.

· Weekly testing of fire alarm. Ensure a different call point is tested each week.

· Exit routes and fire exits clearly marked. 

· Fire extinguishers provided and maintained.

· Fire alarms / smoke detectors / emergency lighting / and all equipment associated with fire safety needs to be maintained and records kept.

· Fire log book maintained.

· Fire exit routes kept clear. This should be part of a regular inspection, including general housekeeping that takes place e.g. on a weekly or monthly basis. This needs to include a check to ensure that the final fire exit door opens and that it hasn’t become jammed due to infrequent use.

· Waste bins emptied daily by cleaners.

· Personal emergency evacuation plans (PEEP’s) carried out for those staff that may need particular help in the event of a fire evacuation. 
	Training on the use of fire extinguishers for certain staff.

Supervisor/Line Manager to monitor fire evacuations and report on the findings. 

Consider if “Evac Chairs” are required


	
	
	

	Manual handling :

Paper deliveries

Office equip -ment.
	Staff could suffer muscular skeletal injuries such as back pain if they carry heavy or bulky objects.


	· Manual handling aids are used where possible e.g. trolley / sack cart to transport boxes of paper etc.

· Training given to designated staff.

· Only trained staff to move heavy office equipment and other heavy loads.

· Seek assistance from colleagues when lifting heavy/ awkward objects.

· In storage areas where shelves are in place, use top shelves for storage of light boxes, and heavy items stored at mid waist height.
See separate generic risk assessment for manual handling. 
	Manual handling training to be kept under review.

Supervisor/Line Manager to remind staff either at team meetings or use of toolbox talks that heavy equipment is           only to be moved by trained staff.

	
	
	

	Hygiene and welfare


	Staff could experience general discomfort.
	· Toilets supplied with hot and cold water, soap and clean towels or other means of drying.

· Provision of drinking water must be available and where possible a means of heating food.
· Where showers are provided, these are cleaned regularly by the cleaners and adequately maintained.

· Where showers are not regularly used, hot water is flushed though them on a weekly basis as part of the Legionella Management Plan. 

Workplaces should have sufficient toilets for both men & women and washing facilities to comply with the Workplace (Health, Safety and Welfare) Regulations. 
	Supervisor/Line Manager to monitor standard of cleaning and have a system for reporting faults or problems. 

Include in housekeeping inspection.
	
	
	

	Office equip -ment. /

Shredder machine   etc. 
	Staff could suffer injuries such as cuts  from operating equipment 
	· Follow manufactures instructions when operating equipment.

· Position equipment in areas where there is sufficient space to operate safely.

· In certain circumstances training may be required to operate hazardous equipment but not routine for general office work.
· Equipment maintained in accordance with manufactures instructions. 
	Supervisor/ Line Manager to ensure systems are in place for reporting faults and problems.

Injuries should be reported on the councils accident form HS3A 
	
	
	

	Photo -copiers / printers


	Staff could be exposed to 

odours.
Staff

Handling printer cartridges

Clearing paper Jams resulting in trapped and /or burnt fingers.


	· Use in a well ventilated area.

· Use in areas having large enough space and not in enclosed areas.  

· Sealed toner cartridges provided.

· Staff to follow operating instructions.

· Staff clean up any spillages immediately. 

· Instructions given to staff on safe use.

· Dispose of cartridges safely. 

· Follow manufactures instructions before exposure to moving parts.  

· Follow step-by -step procedure for clearing jams.

· Staff to report any faults to manager. 
· Follow guidance where training has been give by the supplier of the equipment. 
	Supervisor/ Line Manager to ensure systems are in place for reporting faults and problems.  

Injuries should be reported on the councils accident form HS3A

	
	
	

	Lone working 
	Staff working in office out of normal working hours. This also may include receptionists, security personal etc
	· Lone working risk assessment completed.

· Medical conditions of individuals considered. 

· Method of communicating with lone workers in place.

· Lone workers aware of actions to take in an emergency, i.e. fire.

· First aid arrangements in place. 
	Supervisor/Line Manager to ensure lone workers are aware of emergency procedures.  
	
	
	

	New and expectant mothers 
	New and expectant mothers, unborn child
	· New and expectant mother risk assessment completed on notification of pregnancy.


	New or expectant mother to inform Supervisor/Line Manager of any changes to allow the risk assessment to be reviewed. 
	
	
	

	Vulnerable people
	Those who are under the age of 18, those with disabilities
	· Individual risk assessments completed for vulnerable people.

· Reasonable modifications made to work place where required.

· Personal emergency evacuation plans (PEEP’s) carried out for those staff that may need particular help in the event of a fire evacuation.

	Supervisor / Line Manager to involve individual in the completion of the risk assessment.

Supervisor/Line Manager to regularly review individual risk assessment.

	
	
	

	Legionella
	Staff and visitors to the building 
	· Legionella risk assessment carried out.

· Legionella management plan in place.

For further details please refer to the legionella risk assessment and management plan.
Depending on which building you are in, the Legionella risk assessment, will have been organised and carried out on your behalf. Contact Property & Asset Management.
	
	
	
	

	Asbestos
	Contractors and maintenance workers, staff and visitors to the building
	· Asbestos survey completed in all buildings built before 2000.

· Asbestos management plan in place.
· Contractors / maintenance workers informed of location of asbestos.

For further information please refer to the asbestos management plan.
Depending on which building you are in, the asbestos survey will have been organised and carried out on your behalf. Contact Property & Asset Management.

	
	
	
	

	Under normal day to day office work it is unlikely that hazardous substances are present, however, Managers need to undertake a review of all tasks and consider if there are any areas of work that involve handling or the use of hazardous substances.



	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action is necessary?
	Action by who?
	Action by When?
	Date completed

	Hazardous

substances


	Staff /cleaners handling hazardous substances.


	· All materials should be supplied with manufactures safety data sheets. Ensure these are obtained for every hazardous substance purchased and located with the hazardous substance.

· Carry out COSHH assessments.

· Safe working instructions produced and used.

· Staff provided with training.

· Protective equipment provided and maintained.

· All hazardous substances are stored in locked cupboards/areas. 

Substances to consider are cleaning materials, solvents, aerosols and other substances labelled as hazardous. 
	Consider replacing products with safer alternatives.

Supervisor/Line manager to monitor the use of hazardous substances and ensure that staff have been trained and are aware of what to do should there be a spillage.
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