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	Reference No.
	Date of assessment
	Date of review



	CGRA/OFF/H&S
	18th August 2014
	17th August 2017

	AREA / ACTIVITY

BEING ASSESSED


	Generic Office Risk Assessment

	Description of operations &/or scope of assessment:
· Activities, 

· Environment(s)

· Equipment, substances &/or materials  


	General office duties including using office equipment, housekeeping and using display screen equipment.



	Department & Business Unit:


	General

	Address/Location where assessment conducted:
	General

	Management standards as used by Departments 


	


	Name of Risk Assessor(s)
	Designation:
	Signature(s) of Risk Assessor(s)



	
	
	

	
	
	

	
	
	


GUIDANCE COVER SHEET

	Item index number
	Identify Hazard (s)
	Who/what is Likely to be harmed and how
	Existing/Current Control Measures
	Risk rating as per Matrix
	Further actions required to reduce the risk &

Person Responsible for Action
	Residual risk(s) as per matrix after additional controls



	0.
	Describe what may have the potential to cause harm/damage:

· Work Activities

· Equipment

· Substances

· Environment

· People

etc

(Please Insert additional rows below if required)
	Pupils

Staff

Visitors

Vehicles

etc
	What are we doing to prevent harm/damage?
	Low
	Use the risk action levels on the Matrix as guidance to prioritise risk control measures
	



	1.
	Slips, Trips and falls.


	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

(Injuries sustained from slipping or tripping).


	· All areas well lit.

· No trailing or leading cables.

· General good housekeeping in offices.
· Regular inspection of workplace conducted refer to
 General Workplace Premises Inspection Checklist
· Refer  to Generic Property Risk Assessment   
Generic  Property Risk Assessment

	
	· Staff to ensure that work areas including floor spaces, corridors etc are kept clear of obstruction / congestion.

· Staff take responsibility to report and take immediate action to address hazardous and risky conditions e.g oil/water spills, defective furniture, equipment etc
	

	2.
	Manual Handling, of paper, office equipment etc.


	- Employees.

- Agency Workers

- Trainees.

- Work experience students.

- Volunteers

(Musculoskeletal Injuries).
	· New stationary deliveries etc, to be removed to safe storage areas as quickly as possible to prevent obstruction
· High shelves used to store light items only.

· Manual handling team in-house available for advice, guidance and training.
	
	· Inanimate object manual handling training to be undertaken by all staff whose duties include manual handling (Minimum of computer based training CBT arranged via Corporate L&D).

· Trolley provided wherever necessary.

· Staff to be reminded that they should not try to lift objects that look or appear to be too heavy to handle.

· Manual handling team to be contacted to undertake specific manual handling risk assessments on certain activities.


	

	3.
	Display Screen Equipment.
	- Employees.

- Agency Workers – 

- Trainees.

- Work Experience students

(Musculoskeletal injuries or eyesight / headaches).
	· Workstation designed taking account of ergonomic factors.
· VDU self assessments to be completed by all staff. 
Display Screen Equipment Guidance and relevant documentation
· Work arranged so that staff do not use computers continuously for long periods to avoid strains and stresses (e.g eye strain etc).

· Blinds on windows to eliminate glare.

· Eye tests are provided for those who want them. 
	
	· Supervisor/managers to ensure that identified actions from the DSE self assessments have been implemented and within a reasonable amount of time
· DSE users to be reminded of need to ensure work is organised properly allowing breaks away from the screen.


	

	4.
	Working at height (filing on top shelves, putting up decorations etc).

Working at Height Guidance

	- Employees.

- Agency Workers

- Trainees.

- Work Experience students 

- Volunteers

(Fractures and other injuries from falling).


	· Appropriate stepladders provided for use in line with European Standards

· Windows cleaned by a contractor / caretaker
· Staff instructed that use of chairs as a means to access is prohibited.

· Ensure all filing cabinets/shelves/racking etc are securely fixed and stabilised (e.g. one drawer opened at a time)
	
	· Ensure steps / stepladders are provided. 

· Ladder checklist to be used periodically
Ladder Checklist
· Staff to visually check the condition of the steps / stepladders prior to use using the ladder safety checklist and not use if any damage is identified.


	

	5.
	Stress.
	- Employees.

- Trainees.

- Work Experience students.

(Mental disorders e.g. depression).
	· Managers to have an awareness of the CCC Stress management Policy, Procedure and guidance documents

· Staff understand their duties and responsibilities.

· ‘No bullying’ policy in place.

· Staff can talk to supervisor / manager if feeling unwell.

· In-house counselling service available through occupational health.


	
	· Managers to ensure they have attended stress awareness training.  Where necessary use stress management tools and put arrangements in place where deemed appropriate
· Stress assessment to be completed on an annual basis or prior to that when required.

· Remind staff to speak to their manager or occupational health counselling service.
	

	6.
	Electrical Installations and Fixed Equipment (e.g.Wall Mounted Water Heater)
	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

(Electric shock or burns).


	· Staff told not to bring in their own fixed appliances.

· Electrical installations inspected at least 5 yearly.

· Defective equipment taken out of use and replaced where necessary.


	
	· Staff to be vigilant and undertake a visual check of fixed equipment prior to use (e.g. in order to any identify defects)

· Any defects or repairs to be reported to property helpdesk and where necessary equipment isolated from use until suitably repaired.

· Supervisors / managers to monitor the dates of the testing to ensure they are undertaken in line with relevant scheduled intervals 
	

	7.
	Use of Office Equipment & Furniture 
(E.g.  Electric Paper Shredder, Laminator, Desks, Chairs etc)
	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

 (Electric shock or burns, Entanglement, other injury)


	· Staff told not to bring in their own appliances

· Appliances are of a recognised European Standard

· Are Subject to Portable Appliance Testing

· Defect Reporting Procedure in Place

· Induction given on use of the Equipment
	
	· Carry out visual inspection before use
Portable Electrical Equipment Visual Inspection Checklist
· If faulty inform manager and immediately remove from service

· Label as ‘Faulty do not use’

· Preferably lock defective item away until repaired or scrapped

	

	8.
	Fire
	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

(Injury or death).
	· Fire risk assessments undertaken by property compliance unit.

· Fire equipment tested at scheduled intervals (E.g. Weekly Alarm testing.)
· Fire Action Notices displayed.

· Fire drills undertaken.


	
	· Ensure that all staff remain vigilant and aware of the fire evacuation procedures.

· Ensure all staff are aware who the fire wardens are.

· Managers / supervisors should ensure that actions identified on risk assessment are completed.
	

	9.
	Lone Working
	- Employees.

- Trainees.

- Work Experience students.

(Accidents or ill health going undetected).
	· Communication between staff prior to leaving workplace.

· Lone working Procedures and Guidance in place (Departmental and Corporate)

Loneworking Procedures / Guidance
· Local arrangements for locking up / leaving.
	
	· Local arrangements to be formalised.

· Use of Care-line lone working system to be utilised if occurs on regular basis and local arrangements developed for an emergency situation.

· No hazardous work to be undertaken while lone working e.g. no accessing height.

· Staff to remain vigilant and ensure the security of the premises is maintained at all times.

· Manager / supervisor to be aware when lone working is taking place on regular basis so arrangements can be developed.
	

	10.
	Asbestos
	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

(Low risk of ill health for office staff)
	· Staff to be informed that penetrating works to walls or ceilings etc, must be referred to Property Help Desk to action (e.g affixing pictures to walls etc)

· Property compliance unit manage the risk of asbestos and monitor its location.

· Any work required should be requested through property helpdesk where systems are in place to check the location of asbestos prior to commencement of work.
	
	· Staff to be informed to report damage to building to their line manager and this be reported to property helpdesk.


	

	11.
	Environmental, Hygiene and welfare
	- Employees.

- Agency Workers

- Visitors

- Contractors.

- Trainees.

- Work experience students.

- Volunteers

(Ill health from welfare issues being uncontrolled).


	· Building temperatures kept as reasonable as possible.

· Suitable levels of lighting provided.

· Toilets supplied with hot/cold water, soap and paper towels.

· Refreshments available in designated areas.

· No smoking policy implemented.

· Ensure all staff are aware of contact details for first aid provision.
	
	· Additional heating / cooling to be introduced where necessary to maintain a reasonable temperature.

· Problems with lighting to be reported to property helpdesk and repaired.

· Managers / supervisors to ensure that sufficient operational space is available – take into account when purchasing office furniture.
	


	SUMMARY MANAGEMENT ACTION PLAN

	Further actions necessary to control or reduce risk
	Action by


	Priority

For action based on level of residual risk
	Target completion date
	Actual completion date
	Comments
	Initials
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