	Risk Assessment – Specific Activity/Situation
	


	Workplace Activity:
	Office Safety
	Date:
	1/7/18


	Persons at Risk- Affected by Activity:
	Office staff/visitors/contractors/customers
	Number
	

	Any Vulnerable Persons Affected by Activity:
	Customers
	Number
	


	Potential Hazards
	Assessment of Risk

	Ref.
	
	Low
	Med
	High

	1.
	Electrical hazards – staff may receive electric shock/burns etc from faulty electrical items
	
	(
	

	2.
	Scalds from hot water in kitchen and restrooms
	
	
	(

	3.
	Walkways/escape routes obstructed
	(
	
	

	4.
	Insufficient lighting
	(
	
	

	5.
	Poor housekeeping
	(
	
	

	6.
	Inappropriate work station layout
	
	(
	

	7.
	Welfare provision
	(
	
	

	8.
	Ergonomics
	
	(
	

	9.
	Fire
	
	(
	

	10.
	Use of Contractors
	
	(
	

	11.
	Manual Handling
	(
	
	

	12.
	Chemical agents
	(
	
	

	13.
	Stress
	
	
	(

	14.
	Security
	(
	
	

	15.
	First Aid Provision
	(
	
	


	Existing Control Measures

	1.  Ensure sufficient sockets available not to overload
 Report all defects to Office Manager

 Large office items are subject to service agreements

 Staff to visually check equipment allocated to them to ensure cables/plugs and sockets     are not damaged

 PAT testing is undertaken

	2.  Staff to be vigilant when using water urns 
 Kettles to be replaced when necessary

 Any faulty equipment to be reported to the Office Manager and removed from use

 Notify Office Manager of any issues with hot water in restrooms

 Where necessary signage to be provided warning of hot water

	3.  Ensure all walkways/exit routes are kept clear at all times
 Ensure all cables are secured and not laid across walkways/exit routes

	4.  Ensure suitable lighting is provided throughout the building
 Ensure suitable lighting is located on the stairs 

 Ensure lighting is switched on when using the stairs

 Ensure suitable lighting is located in the car park


	5.  Cleaning contract is in place and cleaning is undertaken daily
 Clear Desk Policy is adopted to ensure security of information

 Fridges are cleared on a regular basis to ensure stale/mouldy food is removed

 Suitable recycling and waste receptacles are provided throughout the office

 Spillages are cleaned immediately

 Suitable storage facilities are provided on each floor

 Heavy items are stored at low levels

 Filing cabinets positioned so that they do not open onto walkways wherever possible

 Manual handling training provided where necessary

 Portable trolleys provided for movement of items

	6.  DSE self assessments are undertaken annually
 Where issues identified additional assessment is undertaken

 Free eye tests are provided to all DSE users

 Pre-employment checks are undertaken

	7.  Suitable toilets are provided throughout the building including accessible toilets on the ground floor
 Hot and cold water supply is provided throughout the toilets, kitchens and shower room

 Dishwashers are provided on the ground and first floor – all staff are required to place items in the dishwasher themselves – this is not a cleaner task

 Chilled water dispensers are provided
 No smoking is permitted throughout the property – a smoking area is located outside away from the building

	8.  Suitable lighting is provided throughout the property
 Blinds are provided to reduce the risk of glare and sunshine

 Staff provided with free eye tests 

 Induction training provided

 Staff undertake DSE self assessments

 Actions from DSE assessments completed within 6 weeks where possible and monitored on a regular basis through supervision

	9.  Fire risk assessment is undertaken by a qualified assessor
 Fire risk assessment actions are undertaken within the specified timeframe

 Routine testing of fire alarm, emergency lighting and fire exit checks – records available

 Fire drills are undertaken on a regular basis

 Fire wardens are in place

 Extinguishers are located throughout the property

 All fire equipment is under a service contract

 Electrical mains testing is undertaken every 5 years

 All escape routes are kept clear at all times

 Waste is removed on a daily basis

 Staff required to make general observations for fire hazards and to report them  accordingly

	10.  Only approved contractors are permitted to work on site
 Approved contractors to provide suitable risk assessments and method statements on request

 All contractors must abide by the Health & Safety requirements of Advance

	11.  Manual handling is minimal within the offices
 Manual handling training is provided on Care Academy

 Portable trolleys are provided for movement of larger items if necessary

 Stationery items to be placed in suitable places by the delivery person where possible

	12.  COSHH data sheets are available in the cleaners cupboard
All cleaning should be undertaken by trained cleaners only

 COSHH risk assessment is completed by the cleaning contractor 

 Dishwasher tablets are used by cleaners only

 Toner is replaced in photocopiers and printers by trained staff and following instructions


	13.  Where necessary stress risk assessment should be undertaken for staff complaining of stress issues
 Company stress policy in place

 Regular supervision and APR’s in place for staff to highlight any issues

	14.  All exit doors should be kept closed where possible
 Front and rear doors have security keypads

 All staff advised to question persons on site that are not known

 All windows and doors to be closed at the end of each day

 All staff to call 999 if an issue arises

	15.  First aid boxes are located on each floor
 Trained first aiders are available throughout the building – identification of first aiders is located on the first aid signs on each floor

 First aid boxes are checked on a monthly basis

 No medication is permitted in the first aid boxes

 Any person with a specific first aid need must advise their line manager and the first aiders – a risk assessment for the specific person should also be undertaken.



	


	Initial Assessment of Overall Risk
	Low
	(
	Medium
	
	High
	


	RISK RATING = SEVERITY x LIKELIHOOD

	Rating
	SEVERITY of injury/disease
	LIKELIHOOD of occurrence

	HIGH
	Fatality; major injury or illness causing long term disability
	Certain or near certain to occur

	MEDIUM
	Injury or illness causing short term disability
	Reasonably likely to occur

	LOW
	Other injury or illness
	Unlikely to occur


	Additional Control Measures - (If Applicable)
	Person Responsible for implementation
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Residual Assessment of Overall Risk
	Low
	(
	Medium
	
	High
	


Note:
Re-assessment required if overall residual risk is High

	Additional Information:

(Notes, comments, further details, outline procedures, safe systems of work, standards, drawings, etc.)

	


	Risk Assessment Circulation list  (tick box)

	Employees
	(
	Management
	(
	Contractors
	

	Other – Specify:
	

	Signature of responsible person:
	Date:

	John Smyth
	1/7/18

	Assessor:
	Marion Virgo CMIOSH
	Signature:
	

	Date Assessed:
	1/7/18
	Review Date: 
	1/7/19



