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	A. Outline of activity or task to be assessed:                                                    


	Form No
	

	Group/Service Area:
	
	Work Activity
	Office Working

	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)
The controls below must be made specific for each site and put in the right tense e.g. Equipment is assembled/installed according to manufacturer’s guidelines
	Risk

Level

Low/ Med/

High
	What further actions

are necessary
	Risk

Level

Low/ Med/

High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Office equipment 
	Staff

Volunteers

Visitors


	· Ensure equipment is assembled/installed according to the manufactures guidelines.

· Where required ensure individual equipment risk assessments or Control of Substances Hazardous to Health (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. 

· Staff encouraged to spot and report any defective plugs, discoloured sockets or damaged cable/equipment.
· Defective equipment taken out of use safely and promptly replaced.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Responsible person
	.

	2
	Working at Height Falling objects/

people


	Staff

Volunteers

Visitors


	· Store heavy items between knee and chest height.
· Avoid use of high shelves, and never place heavy or unstable items on them.
· Always secure steps/stool/ladder for reaching above face height.
· Ensure staff using steps/ladders have received ladder training. 
· Separate risk assessment required for ladder use.
· Ensure the ladder register is maintained (by the Site Manager).

	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	All staff
	

	3
	Work station design
	Staff

Volunteers

Visitors


	· Arrange seating, work surfaces and screens to allow: forearms to be horizontal; back to be straight & have lumber support, hips should be higher than knees; frequent twisting movements to be avoided. 
· Arrange annual Display Screen Equipment (DSE) questionnaire and audit if required.

· Review DSE assessment when circumstances change in any way, e.g. office move, medical condition.

· Provide/pay for eye tests for DSE users

· Pay for basic spectacles specific for visual display unit use.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Employee
	

	4
	Display screen equipment  (DSE) including laptops


	Staff

Volunteers


	· A DSE risk assessment has been undertaken for all staff.  This is reviewed at least every 12 months and each time the employee moves work station.

· Each employee has adequate work area and lighting appropriate to the task they undertake.

· Refer to DSE risk assessments Ensure all users are provided with basic information regarding requirements of DSE for them to be able to make adjustments to their own workstations.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	
	
	

	5
	Electricity
	Staff

Volunteers

Visitors


	· Portable Appliances are checked (annually/every 2 years depending on premise) and recorded in the portable electrical equipment register.
· Fixed electrical inspection completed 5 yearly.
· All electrical repairs must only be undertaken be a qualified person. 
· Staff are encouraged to spot and report any defective plugs, discoloured sockets or damaged cable/equipment

· Defective equipment is taken out of use safely and promptly replaced.
· No personnel equipment should be brought onto site unless it has been checked.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	All staff
	

	6
	Poor house-
keeping obstructions trailing cables, badly maintained flooring.
resulting slips, trips and falls
	Staff

Volunteers

Visitors


	· Keep access ways free from obstructions and trailing cables.
· Secure any loose flooring/covering.
· In every stairway provide a handrail.
· All areas well lit, including stairs
· Always secure steps/stool/ladder for reaching above face height.
· Ensure staff using steps/ladders have received ladder training. 
· Separate risk assessment required for ladder use.
· All staff to ensure that walkways/corridors are kept clear.
· Encourage staff to mop up or report spillages.
· General good housekeeping.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	All staff
	

	7
	Moving, lifting, carrying heavy items resulting in Muscle Skeletal Disorders mostly associated with back, shoulder and arm injuries arising from incorrect manual handling.
	Staff

Volunteers

Visitors


	· Plan shelving, filing, storage and deliveries to minimise lifting and carrying.
· Trolleys used to transport boxes of paper and other heavy items when collecting deliveries, etc.
· Store heavy items between knee and chest height.
· Avoid use of high shelves, and never place heavy or unstable items on them.
· If intensive or heavy manual handling needed, a full risk assessment must be done.
· Train all staff that are at risk, in safe lifting, carrying & moving techniques based on risk assessment.
· Plan in advance any lifting of heavy or awkward items.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	All staff
	

	8
	Environmental ill health injuries from inadequate hygiene and welfare facilities


	Staff

Volunteers

Visitors


	· Ensure a safe supply of drinking water is available.
· Ensure washing facilities are available

· Ensure toilets are available

· Ensure adequate ventilation and temperature control

· Occupational Health Unit provided.

· Support staff to understand what their duties and responsibilities are.

· Ensure staff can speak confidentially to a supervisor or manager if they’re feeling unwell or ill at ease about things at work.
· Ensure that first aid provision is known to staff and others.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Responsible person
	

	9
	Poor lighting
	Staff

Volunteers

Visitors


	· Each person's own work area to have sufficient light.
· Arrange the work area and lighting to avoid direct and reflected glare.
· All areas well lit, including stairs.

	Low
	The existing controls opposite give a 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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Responsible person
	

	10
	Fire
	Staff

Volunteers

Visitors

Contractors


	· Carry out fire risk assessment and monitor annually or as required for all sites.
· Fire wardens are appointed and trained to coordinate evacuation and manage fire safety.
· Are aware of the fire procedures and have undertaking a fire drill.
· Review fire procedures and condition, type & location of all equipment at least annually.
· Interim checks (e.g. weekly/monthly) of fire fighting/detection equipment are undertaken.
· Remove waste (combustible materials) regularly.
· Ensure fire exit doors and corridors are not obstructed
· Keep all fire doors closed.
· A no-smoking policy is enforced.
· Where practicable turn off electrical equipment after use and on leaving the office at the end of the day.
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	All staff
	

	11
	Lone working
	Staff

Volunteers


	· See lone working risk assessment
· Limit public access if personnel are alone e.g. provide security pad on door to office. 
· Be sure of strangers' identity and purpose before admitting them.
· If lone working, follow procedures set out in lone working policy. 
· Use ‘buddy system’/telephone monitoring system when available.
· Ensure staff complete diary/log and indicate time of return and give a contact number.
· Plan, display and periodically rehearse an emergency contact procedure.
· Consider provision of a personal alarm. 
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Employee
	

	12
	Personal attack
	Staff

Volunteers


	· See Violence and Aggression risk assessment. Limit public access if personnel are alone e.g. provide security pad on door to office
· Be sure of strangers' identity and purpose before admitting them.
· Provide necessary training to venerable staff.
· Limit out of hours work to a minimum and where possible be accompanied.
· Plan, display and periodically rehearse an emergency contact procedure.
· Consider provision of a personal alarm. 
	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 where a significant risk is identified. This may be a confirmation that the existing controls are in place.
	Low
	Employee
	

	13
	Contact with Hazardous substances, e.g. cleaning chemicals, Tippex, photocopier toner.
	Staff

Volunteers

Visitors

Contractors


	· Undertake a COSHH assessment for cleaning chemicals.

· Cleaning products marked irritant/corrosive have been replaced by less hazardous substances where available.

· Ensure staff are trained to use the cleaning chemicals

· Ensure mops, brushes and protective gloves are provided and used by staff.

· Cleaning chemicals are secured in a locked cupboard below shoulder height and not accessible to unauthorised personnel.
	Low
	The existing controls opposite give a general assessment of the management of the risks for the identified hazard. An individual COSHH assessment must be undertaken for each substance. This may be a confirmation that the existing controls are in place.
	
	Responsible person
	


*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. 

· Monitor procedures and keep records up-to-date.

· Staff should be instructed in the use of all office equipment, cleaning chemicals (where necessary) and where appropriate training given.

· Avoid using high shelving where possible.

· Personal work stations should be assessed and reviewed annually or/if changes occur before this time period. 

· Health and safety should be a standing item on all team meetings.

· Risk assessments should be carried out for all equipment and office activities where significant risks have been identified, and reviewed annually or sooner if significant changes/or legislation dictate this. 

· COSHH assessments should be undertaken for any cleaning chemicals used or a general assessment if they are non hazardous.  Ensuring all hazard data sheets relating to substances are retained and kept up-to-date. 
· Office working should be conducted during core hours and lone working minimised. 

· Carry out a separate Risk Assessment for young persons, disabled or pregnant workers.




E.  Circulation List

Please list people who have been informed of the assessment.
	NAME
	DESIGNATION
	SIGNATURE
	DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Reviewed by the Health & Safety Team October 2019

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




























































































































































































































































































