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	Setting the Scene (Description)

	The Accountable Manager signed off this office based risk assessment, which occupies a single storey of a two-storey office block. Forty staff work in the office, 20 work part-time and two members of staff are wheelchair users, 10 staff form part of a call centre. There are 30 permanent workstations and 5 hot desks.
The office is staffed from 8:00 am to 8:00 pm. The offices contain typical office furniture and equipment. There is a staff kitchen, where drinks can be prepared and food heated. There are also toilet and washing facilities.
In the event of an accident there are trained first aiders to hand and staff complete an Incident Report on the Council’s online Incident Reporting System (HSMS). Incidents are investigated by the line manger and remedial actions taken. The report is reviewed by the Corporate Health and Safety Service who request additional information or further actions as appropriate.


Guidance notes on completion
Delete these notes once you have completed your assessment
1. This is an exemplar office based risk assessment; statements contained within are for illustrative purposes only and must be amended as appropriate to reflect your office circumstances.

2. This risk assessment must be amended by a competent risk assessor i.e. someone who has attended the general risk assessment course.

3. The risk assessor must reflect the reality in their office environment in the ‘What are you already doing ’column and put additional controls/actions required in the ‘What further action is necessary’ column.

	General Risk Assessment (amend as appropriate)

	Service Director:  
	Section:  
	Assessment Ref: XXXX

	Site/Location of Task: 

	Role/Task/Activity/Process Description: 



	List those who may be at risk / harmed:  Employees, visitors, contractors, member of public

	Assessor’s Name
	Assessor’s Signature
	Assessment Date

	
	
	

	No.
	Hazard (H) Description

Briefly describe how the hazard could be realised, i.e. describe the potential accident. Include a description of the reasonably foreseeable injury


	H

1-5
	Control Measures - Likelihood (L) Factors

Detail the following - Existing controls (Do they work?); Consider Safe Working Procedures (SWP), frequency; environmental factors; previous hazardous events; accident statistics etc.


	L

1-6
	Risk

=

HxL
	Further action / control req’d?

Y/N

	01
	Display Screen Equipment (DSE) – Staff could suffer posture problems, pain, discomfort or injuries (e.g. to the hands, arms neck) from overuse or improper use from poorly designed workstations or work environments. Headaches or sore eyes can also occur, e.g. if the lighting is poor.
	4
	In line with SWP Display Screen Equipment and DSE Regulations; e-learning for new starters as part of the induction process followed by self-assessment and further assessment by a trained DSE Assessor if appropriate.

Further information available on intranet microsite.

Shared workstations available for users with generic set up and equipment.

Users to plan work to include regular breaks and/or change of activity.
Lighting and temperature is suitably controlled and adjustable blinds are available at windows to control natural light on screen.

Ventilation via air warming/cooling system, maintained and controlled via BMS system, fans provided if necessary.

Eye tests are provided on request and contribution towards DSE related eye wear required.

Specific information provided regarding laptop and other     portable electronic equipment used.
	2
	8

(Med)
	Line managers to monitor and ensure actions from DSE assessment are completed.

Staff to advise line manager of any pain or discomfort and seek appropriate medical advice.

	
	Noise/poor hygiene from telephone headsets - Staff could suffer hearing damage if exposed to high noise levels for long periods, or from ear infections due to poor headset hygiene - Staff could suffer hearing damage if exposed to high noise levels for long periods, or from ear infections due to poor headset hygiene. 
	4
	Staff have a choice of either one or two earpiece headsets.

Staff control the volume on their headsets (although volume levels revert to default setting after each call, to prevent volume creep).

Staff trained in headset hygiene and how to ensure a comfortable fit, they are provided with cleaning products.

Call handlers provide with personal ear pads.

Staff trained to report incidents of ‘acoustic shock’ from loud sounds over telephone equipment.

General noise levels in the office are not a cause for concern
	2
	8
(Med)
	

	
	Stress, fatigue, verbal abuse - All staff could be adversely affected by factors such as lack of job control (no control over timing/frequency of incoming calls, for example) or verbal abuse from customers.
	3
	Call targets set in consultation with supervisors to ensure they are realistic.

Staff training on the job.

Staff can talk to supervisors or managers if they are feeling unwell or ill at ease about things at work.

Policy in place for dealing with verbal abuse from customers.

Regular 1-2-1 meeting in place to monitor workload.
	3
	9

(Med)
	

	
	Food poisoning -  All staff / visitors at risk from food poisoning resulting from poor food hygiene


	4

	There is no employee catering on site.

Work surfaces are cleaned as part of normal cleaners duties. There is no formal cleaning of fridges and microwaves, staff are expected to keep these clean as they use them. 
Cold buffet food for meetings are prepared by approved suppliers off site and delivered on trays.
	3
	12

(Med)
	

	
	Working at hot desk – All staff could be affected by poor hygiene from using shared telephones, keyboard and other desk based equipment. Risk of increased infections and absenteeism
	1
	Clear desk policy in place. Anti-bacterial wipes provided to wipe shared equipment before use.


	3
	3

(Low)
	Staff to inform line manager of any issues

	
	Slips, trips and falls – Risk to all staff / visitors from worn carpet, trailing cables, wet floors or drawers / cupboards not closed. Potential for fractures and bruising if they trip over objects, or slip on spillages or on wet floors and fall.
	3
	Good housekeeping promoted and offices cleaned regularly.

Standard office carpet tiles in place, communal areas have non slip floor surfaces.

Warning cones placed on wet floor areas.

Cable Management

All areas well lit, including stairs

IT / Housekeeping policies

Accident reporting and first aid provision in place.
	2
	6

(Low)
	Raise any building faults with Capital Assets - Helpdesk

	
	Access to High Levels - Staff risk bruising and fracture injuries if they fall from any height. i.e. from climbing on desks or chairs

	3
	Building maintenance is carried out by contractors

No standing on desks or chairs policy in place.
	1
	4

(Low)
	Seasonal reminder not to stand on chairs or desks to put Christmas decorations up

	
	Electrical Risks – Risk to all staff, visitors and contractors of electric shocks or burns from faulty electrical equipment. Electrical faults can also lead to fires. Static shocks caused by low humidity and synthetic carpeting

	5
	All equipment is PAT tested.

Building fixed wire electrics are tested every 5 years

Staff receive general H&S training.

Staff to report to line manager/Civic Buildings Service any defective plugs, discoloured sockets or damaged cable/equipment. 

Systems in place for safely taking out of use, and promptly replacing, defective equipment. 
	2
	10

(Med)
	Monitor PAT is carried out as required and all items are tested as appropriate.

	
	Manual handling – Risk to all staff of injuries relating to bending, twisting and carrying heavy or awkward loads such as office paper, office equipment etc.
Staff risk injuries/back pain from handling heavy/bulky objects. 

Staff may suffer injuries such as strains or bruising from handling heavy/bulky objects.

	3
	Trolley used to transport boxes of paper etc. 

Deliveries to point of storage

Top shelves for light objects only.

Computers are only moved by supplier, as per contract.
Laptop bags or wheeled trolley bags supplied for carrying heavy or bulky IT equipment and training materials.
Office moves are carried out by contractors

Meeting rooms are set up by two persons
Report any injures immediately to line manager and on Incident Management Database.
	3
	9

(Med)
	Remind staff that they should not try to lift objects that look or feel too heavy for them.

Manager to identify staff who carry out manual handling operations as part of their day to day work load and provide manual handling training.



	
	Fire from faulty electrics, cooking and arson – Risk to all staff, visitors and contractors from smoke inhalation/burns and death 
	5
	Fire risk assessment completed and remedial closed.

Emergency evacuation procedures in place

Staff receive fire awareness training via e-learning as part of induction and at regular periods thereafter.

Emergency evacuation drill held annually as a minimum.

Personal Emergency Evacuation Plans (PEEP) in place for staff with disability.

Refuge areas and evac chairs in place with trained evac chair persons
	2
	10

(Med)
	Ensure PEEP buddies are aware of PEEP and understand their duties

	
	COSHH – Risk to all staff from exposure to harmful substances, including bio-hazards, leading to skin problems such as dermatitis, and eye damage, from direct contact with bleach and other cleaning chemicals, e.g. solvents and detergents. Chemical vapour may cause breathing problems.

Risk from asbestos exposure in some buildings (Civic Centre and on some site visits).
	5
	Cleaners are employed to clean offices and toilets and cleaning cupboards are kept locked.

Domestic grade substances only are used in the kitchen i.e. washing liquid and kitchen cleaning products.

Asbestos surveys are in place and staff are informed on location of asbestos containing materials.

Asbestos containing materials are regularly inspected and are either safe by location maintained or removed as required.

Procedures are in place for building maintenance work that takes account of Asbestos, and are arranged by competent persons.
	2
	10

(Med)
	Staff to check asbestos register if applicable

	
	Printers – Multi Function Devices (MFDs) - Staff risk getting skin problems such as dermatitis, and eye irritation, from direct contact with toner and other cleaning chemicals. Ozone / emissions may cause breathing problems.

Noise from the MFD may cause irritation/distraction


	5
	MFDs are located in well ventilated areas away from populated areas that do not encroach on corridors/evacuation routes. They are not placed in fire protected zones.

Enclosed toners cartridges provided, which limit contact with toners so that exposure is minimal. 
	2
	10

(Med)
	

	
	Violence and/or Abuse – Risk to staff who carry out inspections and site visits of violent attack and/or abuse

Staff who work late at night, particularly women walking to car parks risk of violent attack.
	3
	Avoid lone working where possible.

Avoid wearing clothing with Council branding and walking about in the open with a clipboard, which draws attention to being a ‘local authority official’.

Maintain a non-confrontational approach at all times to de-escalate any potential aggravation.

Keep mobile phone to hand at all times
	2
	6

(Low)
	Consult the Incident List if applicable.

All incidents of verbal and/or physical abuse to be reported via the online accident reporting system (HSMS)

	
	Working from Home – Risk to all staff when working from home from non-managed premises. Potential injuries due to unsafe electrical equipment, lone working, not being able to summon help in the event of falling ill or suffering an injury, risks associated with working for long periods of time in an unsuitable location or with unsuitable work equipment
	5
	Employees to ensure they work in a safe environment at home as far as reasonably practicable and to inform their line manager if there is any reason why this may not be possible, i.e. no suitable place to work, unsafe equipment, lack of security or any other risks.

Contact arrangements discussed and agreed with line manager as appropriate.

Employees to ensure they work safely and avoid using IT equipment for long periods in unsuitable locations.
	2
	10

(Med)
	If home is not suitable for working from for short or longer periods of time employees may need to work from office instead

	
	Accidents and Incidents – All staff are at risk of accidents or incidents during their time at work, this can be from very minor injuries to more significant injuries
	3
	All accidents or incidents should be reported using the online reporting system (HSMS).

Line Managers must review all accidents and incidents reported and take necessary actions to prevent further occurrences where possible.

All near misses and/or hazards observed should also be reported using the online reporting system so that management can take necessary actions towards preventing an accident or incident.
	2
	6
(Low)
	Significant injuries to be reported under RIDDOR as appropriate
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