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	A. Outline of activity or task to be assessed:                                                    


	Form No
	

	Group/Service Area:
	
	Work Activity
	Use of Laptop Computers

	Workplace/Team
	This is an example of what needs to be covered, please delete/amend as required for a specific premise
	
	

	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

	What are the
Hazards?


	Who might be harmed and how the hazard could cause harm
	What are you already doing

(Existing Controls)
	Risk

Level

Low/Med/
High
	What further actions

are necessary
	Residual Risk

Level

Low/Med/
High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Ergonomics of use / unsuitable desks and tables / limited legroom, poor seating and incorrect screen positions
	Employees
	· If using Laptop habitually as a significant part of normal duty (for continuous spells of an hour or more daily) a DSE assessment must be completed.
· If the above applies a docking station or Laptop converter should be used with a monitor or laptop riser, separate mouse and keyboard.
· Place the laptop/notebook on a firm surface (not on the lap) at the right height for keying. Sit comfortably. You dramatically increase strain if you twist your body or try to operate your laptop within a cramped environment, such as while traveling. Ensure comfortable working.

· Adjust your seat to support your back and place the laptop on a flat surface at the correct distance and angle from you.

· Take regular breaks from using the laptop and avoid prolonged use.

· Please also see separate Laptop Computer Guidance document.


	low
	Complete as necessary
	
	
	.

	2
	Vision fatigue / environments, which do not have suitable lighting. Additionally, laptops often have screens that are not as clear, stable or as bright as normal computer monitors
	Employees
	· Ensure that you only use for minimum amount of time possible, take more frequent breaks and where possible try to incorporate as much natural lighting that is available.

· Angle the screen to minimize reflections.


	Low
	
	
	
	

	3
	Manual handling 
	Employee
	· Check the total weight you will need to carry. Although laptops are getting lighter, most still require external mains transformers and power leads etc. Additionally, most people will also have to carry other papers, their briefcase and other articles. This can result in a number of musculoskeletal disorders over a period of time. The normal solution is a shoulder bag with a padded shoulder strap. If carrying Laptop considerable distances, wheeled or backpack carriers to be considered to reduce Manual Handling hazard.
· Additionally, you can reduce the weight carried by ensuring the battery is fully charged so as to avoid carrying a spare battery.
	Low
	
	
	
	

	4
	Theft / personal injury
	Employee
	· Where possible do not advertise the fact that you are carrying a lap top computer.  Try to locate into non lap top case, bag or trolley out of sight. 

· Do not store on seats of car. Store securely in boot.
	Low
	
	
	
	

	5
	Electricity


	Employee
	· All laptops are PAT tested and a register kept.
	low
	
	
	
	

	6
	Slips, trips
	Employee, other
	· Cables should be positioned to prevent trip hazards
	low
	
	
	
	


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:

· Users have been given training and information on the hazards associated with using DSE and laptops.

· Staff trained in manual handling based on risk assessment of their roles.

· Home working risk assessment has been completed.

· DSE risk assessment has been completed.




E.  Circulation List

Please list people who have been informed of the assessment.
	NAME
	DESIGNATION
	SIGNATURE
	DATE
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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 7-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 7-day injury


First aid is required


Injuries not requiring first aid treatment














