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	1.0
	Statement of purpose/objectives

	
	This arrangement will assist in meeting Shropshire Council’s core value to care for all employees and also meet the legislative requirements. The main requirements are to create a safe working office environment by ensuring effective control measures are provided for all office staff.


	2.0
	Scope

	
	The scope of this arrangement is to promote an active safety culture whilst working in an office environment and applies to all Shropshire Council office staff. Shropshire Council has a general duty of care to protect the health, safety and welfare of its office staff so far as is reasonably practicable by ensuring safe working conditions for all office staff.



	3.0
	Definitions

	
	For the purpose of this arrangement: 
· A photocopier (also known as a copier or copy machine) is a machine that makes paper copies of documents and other visual images quickly and cheaply. Most current photocopiers use a technology called xerography, a dry process using heat. (Copiers can also use other technologies such as ink jet)

· A laser printer is a printer that uses a focused beam or light to transfer text and images onto paper


	4.0
	Assessment of Risk at the Workplace

	
	Managers and staff must work together to identify potential hazards and the subsequent risk from photocopiers and laser printers.  A suitable and sufficient risk assessment must be carried out for all work place activities.


	5.0
	Managing photocopiers and Laser printers safety

	
	It is very important that all staff feel safe using photocopiers and/or laser printers in their work environment.  If anyone considers these unsafe, strategies should be adopted to manage their safety. These strategies should be controlled by managers using the risk assessment format. See the frequently asked questions for details.  


	6.0
	Information, instruction and training

	
	Appropriate information and training are essential components in enabling staff to establish and maintain safe working activities in relation to photocopiers and laser printers. Managers must ensure training needs for office staff are identified. For example, during induction, appraisal or risk assessment.


	7.0
	Implementation

	
	Management guidance in the form of Frequently Asked Questions will be provided and updated to support the implementation of the arrangement.



	8.0
	Compliance 

	
	This arrangement will enable Shropshire Council to conform to statutory requirements and current best practice.  Further information and references are provided in the frequently asked questions section of the arrangements.


	9.0
	Review of Arrangements

	
	This arrangement will be reviewed by The Health & Safety Team every three years unless there are legislative changes or circumstances in the workplace change.



Approving Body

Consultation - Health, Safety & Welfare Group – October 2008

Approval – Health and Safety Forum – March 2009

Reviewed – HR&D Health & Safety Team August 2014
Reviewed – HR&D Health & Safety Team January 2017
 
Reviewed – Workforce & Transformation Health & Safety Team October 2018
Reviewed -  Occupational Health and Safety Team 2021
 
Photocopiers and Laser Printers
Frequently Asked Questions
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	1.0
	Roles and responsibilities/who does what?

	1.1
	Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with Health and Safety legislation.



	1.2
	The Chief Executive and Corporate Management Team are responsible for ensuring:

· The implementation of the photocopier and laser printer arrangement across all service areas to ensure consistency of approach.

· The allocation of suitable and sufficient resources.



	1.3
	Directors and Heads of Service are responsible for ensuring:
· The implementation of the photocopier and laser printer arrangement and that all staff are familiar with the contents of the arrangement insofar as it is relevant to their role and responsibilities.
· Divisional office health and safety standards and performance are monitored.

· Suitable levels of competency for managers, supervisors and staff, enabling them to undertake work activities safely.

· The allocation of sufficient Divisional resources to effectively maintain office standards.


	1.4
	Line Managers/Supervisors are responsible for:

· Identifying staff where use of photocopiers and laser printers are part of the staff’s working practice within an office environment.
· Ensuring risk assessments are undertaken for use of photocopiers and laser printers and that control measures are communicated to the appropriate people.

· Ensuring that all staff receive appropriate information, instruction and training relating to their work place activities.

· Reporting any work place issues to The Health and Safety Team.
· Reporting any work-related accidents, in accordance with the Council Accident Reporting System (CARS).
· Ensuring, in conjunction with line managers, that risk assessments are reviewed annually or more frequently where there has been any significant change or incidents, and if new legislation requires change to best working practice.


	1.5
	The Health and Safety Team is responsible for:

· Providing advice and guidance to enable managers to carry out their duties and responsibilities effectively.

· Providing advice and guidance to managers on specific training available.

· Ensuring, in conjunction with managers, that work place activities are monitored on a regular basis via self-monitoring and auditing processes.
· Monitoring to ensure risk assessments are undertaken for photocopier and laser printer activities and the results are communicated to the appropriate persons.  See 3 & 4 risk assessments and Appendix 1.



	1.6
	All employees of Shropshire Council are responsible for:

· Complying with the requirements of the photocopier and laser printer arrangement.

· Assisting with the risk assessment process, as required.

· Co-operating with the safe systems of work as identified to enable Shropshire Council to comply with its health & safety responsibilities.
· Reporting immediately to their line manager, any adverse incidents that have arisen within their office environment.


	2.
	What are the common hazards of photocopiers and laser printers?

	
	Electrical/mechanical
Regardless of the various types of the mechanical workings of a photocopier or laser printer, it is a piece of work equipment which is predominately electrical and electronic. Most equipment will require no more than a single-phase supply and can be moved easily, plugged into the nearest socket and be ready for use. This presents few problems when it comes to simple office moves but it means any existing hazards are transferable. Larger production type machines will not be portable and will often require a three-phase supply ‘hard’ wired fixed directly from the mains supply to the machine.  

· It should be noted all photocopier machines that are relocated during office moves must be completed by the supplier.  If this is not done and the photocopier machine is damaged, we may be liable for any costs


Managers should ensure that their workplaces have achieved electrical supply installation certification from a competent person, ensure that the supply wiring to the machine is adequate and safe. It should then be confirmed that the machine itself remains electrically safe, and written confirmation of this will need to be provided usually in the form of a dated inspection/test register.


It is important that machine electrical checks are conducted by the service engineer and not a general electrician. Earth continuity checks may appear to fail because of the internal circuitry of a photocopier or laser printer and the service engineer is trained to understand the readings and by-pass various components in order to achieve an effective test.

Chemicals and emissions
The list of the chemicals used, and given off by a variety of photocopier and laser printers can appear to be hazardous e.g.: 

ozone*

toner*

nickel

selenium & cadmium sulphide

tellurium

arsenic

solvents

carbon monoxide

ammonia

nitrogen oxide

Extensive tests, both by the manufacturers and by independent experts, have shown that the quantities emitted are significantly below the accepted Workplace Exposure Limits (WELs).
*Among the list there are two that need special mention - ozone and toner.
Ozone
Ozone is formed by the interaction of energy and oxygen it gives off a smell that some people associate with the seaside. Ozone exists naturally and rises to higher levels on bright sunny days. Lightning can also cause high levels by charging the air, as do vehicle exhaust emissions, by way of particles released into the atmosphere.

The internationally accepted level of ozone is 0.1ppm (parts per million) and photocopier and laser printer manufacturers aim for a level far below this. Staff should, therefore, not experience any problems from well-maintained machines sited in well-ventilated areas. Furthermore, photocopier and laser printers should all be fitted with ozone filters, these will sometimes need to be changed as part of the regular maintenance programme, although some machines have filters designed to last the lifetime of the machine.
Notwithstanding the above, a poorly maintained machine, or one with little ventilation, can allow an unacceptable build-up of ozone. Most of us are capable of smelling ozone at about 1/10 of the safe limit however; if users detect a persistent smell of ozone and/or they feel unwell they should immediately switch off the machine and report the problem to their line management.

At higher concentrations, ozone will irritate the eyes, nose and throat. Some people may also experience headaches. While there are no known lasting effects from exposure to high levels of ozone, it can clearly lead to deterioration in workplace conditions and its build-up must therefore be avoided.
Toner
Toners are fine powders composed of thermoplastic polymers, colorants and additives. Different photocopier and laser printers require different toners. Black toners are clearly different from colour toners in the sense that colour requires dyes and pigments. Also, toners used in black and white copiers may differ.
Over the years there has been much debate about the safety of toners which often contain carbon black using polycyclic aromatic hydrocarbons (PAH) as a constituent. PAH is known to cause cancer and inevitably concern has been expressed. Carbon black used in modern photocopier and laser printers is encapsulated in plastic containers which mean that the risk of exposure is greatly reduced. Furthermore, it is generally accepted that the particles lie outside of the respirable fraction - in other words they are too big to be breathed into the lungs.
High concentrations of toner will be released during accidental spillage. Where this happens people should be removed from the area until it has been cleaned. It is best to vacuum up as much as possible and wash the rest with cold water, however it may be necessary to get a specialist cleaning company to perform this task, when cleaning large spillages suitable dust masks should be worn and disposable gloves will stop hands from becoming stained. Toner is not known to cause skin problems, but it stains badly.
Noise
Noise is usually only a problem where large (production) runs are undertaken and where the machines are used in a mixed work activity office. Intermittent use of an office photocopier or laser printer does not usually generate sufficient noise to cause nuisance and loss of efficiency.
High usage machines are best located in an area apart from general office activities and production machines should of course be kept remote in purpose print facility.  Only during high usage/production will noise approach levels which could be harmful to hearing - See Noise Control.
Heat
All electrical equipment produces heat and in an area with a high concentration of PCs, copiers, printers and faxes, the heat build up will be significant and may over-stretch the buildings ventilation system (whether natural or mechanical). If the build-up of heat is excessive, photocopier and laser printer machine manufacturer/suppliers can be requested to provide local exhaust ventilation to individual machines. This is particularly relevant for the larger machines that may produce 5 or 6 kw of constant heat.
Fire
In the early days of photocopying, office fires were far from rare, however these days it is an unlikely occurrence, although the problem has not been completely eradicated.  These are little more than overheated paper that is jammed in the machine, but potentially the consequences of such fires can be more serious.

To reduce the risk of fire, managers should ensure that:

· the means of electrical isolation is not located behind the copier, where it is difficult to reach quickly. 

· a Carbon Dioxide (CO2) (not water or foam) fire extinguisher is placed close to each printer/copier. 

· someone turns off all printer/copiers overnight and at weekends - leaving them in standby mode adds to the risk as well as wasting energy and money. 

· no-one tampers with or attempts non-competent repairs to, photocopier or laser printers.

	3.
	What are photocopiers or laser printer risk assessments?

	
	Managers must take responsibility at all times for their staff and ensure adequate safe systems of work are provided.  Risk assessments will help identify potential hazards, advise how to eliminate them and confirm that the work place is safe. 


	4.
	Who should carry out photocopier or laser printer risk assessments?

	
	The risk assessment should be carried out by line managers with the full co-operation from the office staff.  The risk assessment should be reviewed as often as is necessary.  Please see appendix 1 for an example Generic Risk Assessment.

The outcome of the risk assessment will show that all hazards have been identified and the risks assessed and control measures put in place.



	5.
	What is a safe system of work (SSoW)?

	
	The SSoW will provide a method for photocopier and laser printer users to carry out their day to day work activities safely. A competent person will undertake a thorough risk assessment and ensure that adequate control measures have been put in place and are routinely tested as necessary.


	6.
	What are the manual handling requirements for using photocopiers and 
laser printers?

	
	There may be occasions when staff lift a ream or box of photocopier paper.   Manual Handling Operations Regulations refers to the minimum health and safety requirements for the manual handling of loads. During the working day we may lift many objects and it would be impossible to conduct a formal written risk assessment for them all. Generally, in an office environment, a formal written manual handling risk assessment would not be expected (although a particular task may require it). Managers should consider the basic factors involved in manual handling risk assessment especially those who have control over the activities carried out in the office.
A risk assessment based on office factors would show us, generally that:

· Heavy loads should be broken down where possible (e.g. opening the box of paper and carrying the packs of paper individually) will reduce the weight.

· Heavy objects should be stored as close to where they are needed as possible.

· When storing items on shelves do not place heavy items up high. They will be difficult to place on or remove from the shelves and if they were to fall, they could cause serious injury. Place them at waist height or closer to the floor.


	7.
	Maintenance of photocopiers or laser printers?

	
	Most photocopiers or laser printers have a service agreement with the company from where they were purchased or leased. Such companies will provide guidance on what should and should not be done with the machine. Usually, users will be expected to refill toner or replace toner cartridges, re-load paper and clear jams.

A well sited and well-maintained modern copier is generally a low risk piece of equipment. Good management practices along with training and effective control of contractors who service the photocopiers will ensure a low risk activity.


	8.
	7.0 Dealing with Paper Jams?

	
	Even though the majority of photocopiers and laser printers cut out when opened, they should be switched off before attempting to extract jammed paper. Avoid contact with surfaces that can be very hot and remember to wash hands immediately after paper removal.

Only remove paper jams if you are trained or have experience with the machine.

8.0 

	9.
	9.0 What is electrical safety for photocopiers and laser printers?

	
	The Electricity at Work Regulations states that: “As may be necessary to prevent danger, all electrical systems shall be maintained so as to prevent, so far as reasonably practicable, such danger”.
Defective plugs, sockets and leads cause more electrical accidents than the appliances themselves. Trailing cables can create some quite serious risks of slips, trips and falls. Overloading of sockets or adapters can lead to fire hazards.  Therefore, by carrying out visual inspections of plugs and leads before using the photocopier or laser printer and getting them repaired as necessary will prevent potential fire risks.


	10.
	Are there any restrictions on the use of multi-socket extension leads?

	
	Extension leads should only be used as a temporary measure, pending a more permanent solution. Where such office equipment is being used frequently, a proper socket outlet should be added to the system. 
Extension leads can only be used in the office environment if issued and tested by the approved contractors or the nominated and approved person.


	11.
	Are there any health and safety requirements for pregnant workers?

	
	The Management of Health and Safety at Work Regulations require the manager to carry out a risk assessment to establish what measures are necessary to minimise risk to pregnant workers or nursing mothers. This must be carried out at a regular frequency during the pregnancy as there will be physical changes to the pregnant worker during the 1st, 2nd and 3rd trimesters,  
Further information and advice can be obtained from the Occupational Health Team at Shropshire Council and the arrangements on New & Expectant Mothers at Work, available on the intranet.


	12.
	How are chemical risks of photocopier and laser printers assessed?

	
	The Control of Substances Hazardous to Health Regulations requires a COSHH risk assessments to be carried out and recorded where hazardous substances are produced or used in areas, processes or equipment. For toner products used in photocopiers and laser printers this means that the result would normally be a decision to follow manufacturer’s instructions. All substances carrying a specific health warning can be provided with an MSDS (material substance data sheet) which will be a document provided (often upon request only) by the manufacturer or supplier providing safety and technical information on a particular product. See COSHH arrangement.


	13.
14.
	Are there any location considerations?
To ensure compliance with the Regulatory Reform (Fire Safety) Order 2005 with respect to fire escape routes; corridors and stairwells that form part of escape routes should be kept clear and hazard free at all times. As Photocopiers and Printers are a source of ignition and fuel they should not be located on any corridor or stairwell that will be used as an escape route.
What are the requirements for ventilation?

	
	Much can be done to alleviate concerns about photocopier and laser printers by giving careful consideration to the location of the machine in relation to the employee workstations. Large machines which are capable of collating, or are used regularly for long copy runs, should ideally be sited in dedicated copy rooms with adequate natural or mechanical ventilation. If this is not possible, they should be placed well away from staff workstations and long runs of printing or copying carried out at times when the minimum of stress will be caused to staff e.g. break times. 
Consideration should also be given to the use of the print unit if long copy runs are required.
Smaller machines which are not capable of collating, etc, and are not used regularly for long runs, may be housed within a room occupied by staff, however, it is prudent to observe the following points: 
· Preferably site photocopiers and laser printers in separate well-ventilated rooms. If this is not possible, then site them away from workers where good ventilation is ensured. Do not site busy photocopiers or laser printers on or next to workers desks. 
· Ventilation is crucial! Ensure that the area in which the machine is sited has a complete change of air every hour.  That the exhaust vent is kept free of obstruction and no-one is situated next to the exhaust vent of the machine. If someone is employed specifically to operate photocopiers and/or laser printers it is essential to ensure the room is well ventilated. Machines should not be sited in clusters or in very small rooms.
For most offices opening windows will provide adequate ventilation. Shropshire Council will provide ventilated workplaces for all employees. 
 

	15.
	What are the requirements for good housekeeping?

	
	A tidy well laid out office is a basic requirement for ensuring health and safety. The standard of housekeeping has a direct bearing on the cause of accidents in two main ways:
· Unsafe acts carried out or failure to act correctly

· Unsafe conditions which influence how people act.

Minimising the risk of accidents means keeping the workplace tidy by putting items away after use, especially at the end of the day or work period. When a regime of tidiness is not applied, a casual attitude soon develops, affecting many of the office staff.

Good housekeeping requires a combination of self discipline, cleanliness, organised storage, effective supervision, proper management and training to develop the right attitude. Good housekeeping may be regarded as a matter of common sense, but regular planned, systematic checks of the workplace are therefore essential if cleaning and good housekeeping are to be fully effective.


	16.
	What are the fire arrangements?

	
	The Management of Health and Safety at Work Regulations specifies that a sufficient number of competent persons must be appointed to implement procedures for fire evacuation. 
General Fire Precautions will be applied in the office and this term is used to describe the equipment, systems and procedures required to ensure the ability of all people to safely evacuate in the event of fire occurring. For further information regarding fire safety provision refer to the Shropshire Council Fire Safety Arrangements and section 15 of the Regulatory Reform (Fire Safety) Order 2005.


	17.
	Where can I get further information and references?

	
	Essentials of health and safety at work (Forth edition) HSE Books ISBN 9780717661794 
The Workplace (Health, Safety and Welfare) Regulations 

COSHH (control of substances hazardous to health) ISBN 0 7176 2982 1

Management of Health and Safety at Work Regulations 
Health and Safety at Work etc. Act 1974 

Provision of Use of Work Equipment Regulations (as amended)


Appendix 1 – Example Use of Photocopiers and Laser Printers 

  Risk Assessment

Please see below.
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	A. Outline of activity or task to be assessed:                                                    


	Form No
	

	Work Activity
	Use of Photocopiers and Laser Printers
	
	

	Workplace/Team:
	
	
	

	Date of Assessment:
	
	Date for Re-assessment:
	

	Name of Assessors:
	
	Signature:
	

	Manager/Headteacher:
	
	Signature:
	


	Hazard is something with the potential to cause harm. Risk is the likelihood of someone being hurt multiplied by the severity of the occurrence.                       

                            Level of risk = likelihood x severity
B.  Risk Matrix – This section is used for guidance to complete section C.
	
	PRIORITY OF ACTION

High 17 - 25    Unacceptable – Stop work or activity 
                                until immediate improvements can
                                be made.

Medium 10 – 16    Tolerable but need to improve within
                                 a reasonable timescale, e.g., 1-3 
                                 months depending on the situation.

Low    5 - 9
         Adequate but look to improve by next                 review.

Very Low 1 – 4          Residual risk acceptable and no
                                   further action will be required all the
                                   time the control measures are 
                                   maintained.

	5 x 5 RISK ASSESSMENT MATRIX
	
	

	Increasing consequence or severity  (
	5
	5 low
	10 med
	15 med
	20 high
	25 high
	
	

	
	4
	4 very low
	8 low
	12 med
	16 med
	20 high
	
	

	
	3
	3 very low
	6 low
	9 low
	12 med
	15 med
	
	

	
	2
	2 very low
	4 very low
	6 low
	8 low
	10 med
	
	

	
	1
	1 very low
	2 very low
	3 very low
	4 very low
	5 low
	
	

	
	1
	2
	3
	4
	5
	
	

	
	Increasing likelihood or probability (
	
	



C. Use information from section B to identify level of risk for each hazard

	HAZARD


	Who’s Affected
	Existing Controls
	Risk Level

Low/Med/High
	What else is required
	Risk Level

Low/Med/High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Photocopier or Laser Printer
	Staff


	· Ensure equipment is assembled/installed according to the manufacture’s guidelines.

· Where required ensure COSHH assessments are undertaken.

· Where required ensure staff are instructed in the use of equipment.

· Equipment to be tested according to the manufacturer’s instructions or annually if none given. 

	Low
	· The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual risk assessment must be undertaken for each piece of equipment, operation, or event. This may be a confirmation that the existing controls are in place.
	
	
	

	2
	Replenishing toner - inhalation of fine toner powder
	All staff trained in this procedure and others in the vicinity
	· Trained staff to replace toner cartridges

· Ensure that copier is shut-down before replacing toner

· Use sealed toner packs 
· Ensure staff wipe up any spillages.


	Low
	
	
	
	

	3.
	Clearing paper jams 
	Staff 
	· All staff are trained, at their induction to use the photocopier appropriately 

· Staff shown how to follow step-by-step procedure in clearing jams.  
· Ensure the machine has cut out and switched off before attempting to open unit. 

· Staff to report any faults to IT – the machine should not be left with paper jammed inside – if it cannot be cleared ask for assistance.

	Low
	
	
	
	

	4.
	Ventilation
	Staff


	· Preferably site photocopiers and laser printers in separate, well ventilated rooms.

· If this is not possible, then site them away from workers where good ventilation is ensured. Do not site busy laser printers on or next to workers desks.

· Ensure that the area in which the machine is sited has a complete change of air every hour, that the exhaust vent is kept free of obstruction, and that no-one is situated next to the exhaust vent of the machine. 

· If someone is employed specifically to operate photocopiers and laser printers it is essential to ensure the room is well ventilated. 

· Machines should not be sited in clusters or in very small rooms.


	Low
	
	
	
	

	5
	Electricity
	Staff

Volunteers

Visitors


	· Portable Appliances are checked every 48 months and recorded in the portable electrical equipment register.

· Fixed electrical inspection completed 5 yearly.

· All electrical repairs must only be undertaken by a qualified person. 

· the means of electrical isolation is not located behind the copier, where it is difficult to reach quickly.


	Low
	
	
	
	

	6
	Manual handling:

Lifting Photocopy paper 


	Staff


	· Train all staff that are at risk, in safe lifting, carrying & moving techniques based on risk assessment.

· If intensive or heavy manual handling needed, full risk assessment must be done.


	Low
	
	
	
	

	7
	Fire
	Staff

Volunteers

Visitors

Contractors


	· Photocopiers and Printers are a source of ignition and fuel; they should not be located on any corridor or stairwell that will be used as an escape route.
· Carbon Dioxide (CO2) (not water or foam) fire extinguisher is placed close to each printer/copier

· Turn off all printer/copiers overnight and at weekends.

· Remove paper waste regularly.


	Low
	
	
	
	

	8.
	Remote use of photocopier
	Staff
	· Only use during office hours 

· Regular checks should be made during the process 

· Paper jams to be cleared as above
	
	
	
	
	

	
	
	
	1. 
	
	1. 
	
	
	


If more hazards are identified, please add more boxes 

	D. Safe Systems of Work to be outlined below by using the information in Section C once completed:

· All staff have a responsibility for health and safety within the office, however, an appointed person should be identified to represent 
the office and to work with management to ensure processes and procedures are adhered to.

· Staff should be instructed in the use of all Photocopiers and Laser Printers and where appropriate training given.

· Risk assessments should be carried out for all equipment and reviewed annually. 




E.  Circulation List

Please list people who have been informed of the assessment.

	NAME
	DESIGNATION
	SIGNATURE
	DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk Assessment





Score





5


4


3


2


1





Likelihood / Probability





Very likely / Almost certain


Likely


Fairly likely / Possible


Unlikely


Very unlikely





Description





Event is expected to occur in most circumstances


Event will probably occur in most circumstances


Event could occur at some time


Event is not likely to occur in normal circumstances


Event may occur only in exceptional circumstances





Score





5


4


3


2


1





Consequence/Severity





Catastrophic / Severe / Fatality


Major injury / ill health


Moderate (over 3-day injury)


Minor injury / ill health


Insignificant / no injury





Description





Death or permanent disability to one or more persons


Hospital admission required, eg, broken arm or leg


Medical treatment required, over 3-day injury


First aid is required


Injuries not requiring first aid treatment
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