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ASSESSMENT 
AREA/ACTIVITY GENERIC OFFICE RISK ASSESSMENT
	Item no.
	Activity/equipment/materials, etc.
	Hazard
	Persons at risk
	Severity 
	Likelihood
	Priority
H 20 - 36
M 12 - 18
L 1 - 6

	protective measures required
	Result* 

	1
	General movement around office.
	Slips, trips, falls and collisions
	Employees and visitors
	
	
	
	Any damage or defects in floor surfaces etc should be reported to ………….. to arrange repair or replacement.

The senior person responsible for ensuring the office area is kept tidy and uncluttered with incorrectly stored supplies or badly laid out furniture is ……………………….
Trailing cables should not be routed across walkways.  As a temporary measure cable protectors must be used.

Files, waste or furniture must not be stored even temporarily on busy walkways.

All spills should be cleaned up immediately.


	

	2
	Use of typical office machinery and equipment.


	Mechanical hazards: Contacts with moving parts of machinery or hot surfaces.

Electrical Hazards: direct contact with an electric source leading to risk of electric shock or burn or general fire risks
	Employees and visitors
	
	
	
	Equipment must have manufacturers’ guards in place when used.

Equipment maintenance must only be carried out by competent people.

Damaged or defective equipment must not be used and should be labelled accordingly. This should be immediately reported to ………….. to arrange repair or replacement.

Use of paper cutters must be restricted to competent staff. The person authorised for overseeing the use of paper cutters in this office is ……………..
This includes arrangements for Portable Appliance Testing as well as fixed equipment and electrical systems. The person responsible for maintaining the PAT register is …………
Pre-use checks must be carried out for signs of damage and overloading.  The outer casing of equipment must not be broken, cracked or split.  Cables should not be split or expose internal wiring.  Plugs must not be cracked or chipped.

You should not use personal electrical equipment at work.

 Damaged or defective equipment must not be used and should be labelled accordingly. This should be immediately reported to ……………. to arrange repair or replacement.


	

	3
	Use, handling and storage of typical office chemicals i.e. photocopier toner powders, correction fluids, screen cleaners etc.


	3.1 Very low risk of skin reaction or respiratory reaction due to low hazard potential and low quantities used.

3.2 Very low risk from fume and ozone from photocopiers
	Employees and visitors
	
	
	
	The COSHH assessment file for the office is held by …………… and contains advice on safe use of office chemicals.

3.2 This creates no risk when photocopiers are used in an average sized office. The very small quantities of fume and ozone produced rapidly dissipate without risk. Problems may rise if a photocopier is heavily used in a small room in which people work.


	

	4
	Use of Display Screen Equipment.
	Frequent users of DSE could potentially suffer discomfort to eyes, neck, back, upper limbs and mental tiredness.
	Employees and visitors
	
	
	
	Every DSE user should complete the online training module. 

http://www.learninglink.ac.uk/keepfit/index.htm
Vision tests should be arranged by contacting ………………………… and should be repeated every 2 years.

Employees should report any early symptoms of aches or pains to the …………. who should ensure employees follow the guidance and apply training received in the adjustment of workstations and good ergonomics.


	

	5
	Lifting and Handling of bulk stationary and other loads.


	Risk of a range of manual handling injuries such as strains or sprains. Injuries may be traumatic from one off incidents or cumulative in nature. Employees most at risk are those with duties that involve storage or distribution of bulk stationary and other heavy packages
	Employees and visitors
	
	
	
	Equipment provided to reduce manual handling risks is (for e.g.) trolley/sack barrow and is kept …………………………………….
Employees trained in manual handling techniques are …………………………….
Storage areas are arranged so that heavy items are stored at waist height and are easy to reach.

Files and bulk stationery orders should be split to ensure they are light enough to handle safely.


	

	6
	Access to storage at height
	Falls from height could result in a range of injuries including potential major injuries.
	Employees and visitors
	
	
	
	Step Stools/Step ladders are available for access to storage at height and are kept ………………
Employees are shown how to use the equipment safely upon induction by ……….

Monthly inspections of equipment are undertaken and recorded by  ………………..
Never use a desk chair or shelf to access items at height.

The office will be arranged so that the least used a lightest items are stored at height.

	

	7.
	Disposal of sharp objects
	Cuts to hands and legs potentially.
	Employees – especially cleaning staff - and visitors
	
	
	
	If possible, correctly wrapped sharp objects should be placed in the final outside bin which can be found ………………………….

	

	8.
	Dealing with difficult situations involving members of the public on work premises or away from the place of work.
	Risk of staff suffering verbal abuse, threat of or actual physical violence.
	Employees, especially front line staff
	
	
	
	Insert local arrangements for all front line staff including receptionists and those handling cash


	

	9.
	Use of filing cabinets/ storage racks.
	Toppling of cabinets or collapse of racking leading to a range of potential injuries.
	Employees


	
	
	
	The person to report any damage or defects in filing cabinets or racking equipment is ………
Filing cabinets can become unbalanced and topple over if they are not used properly.  Always fill the bottom drawer first and never open more than one drawer at a time.

If there is an unbalanced cabinet in the office it should be reported to………………………….


	

	10.
	General working activities in offices.
	Employees and members of the public.


	12.1 Risk from fire.


	
	
	
	All corridors and stairs must be kept free of combustible items or anything that could cause an obstruction
Fire Break doors must not be chocked open or locked when the building is in use.

All staff must ensure that they are aware of where the alarm break glasses and fire extinguishers are located in the building

All staff must ensure they are aware of the contents of the Fire Notice informing of what to do in the event of a fire and where to assemble following an evacuation.


	

	11
	Stress
	Psychological ill health related illnesses
Physical Ill health related symptoms
	Staff
	
	
	
	Managers must ensure that the Stress Prevention and Management Policy is applied
One to one supervisory meetings are used to identify and resolve potential stressors

Individual risk assessments are carried out where necessary.

All Managers and Supervisers to attend mandatory stress awareness briefing session.
	


*Key to Result:
T = Trivial risk;
A = Adequately controlled; 
N = Not adequately controlled;  
U = Unable to decide

Northumbria University – Risk Assessment Form

	To be completed by the manager undertaking the risk assessment

Name:                                                                                                     Job Title:

Signature:                                                                                              Date:



	To be completed by the Senior Manager

I consider this risk assessment to be suitable and sufficient to control the risks to the health & safety of both employees undertaking the tasks and any other person who may be affected by the activities.

Name:                                                                                                     Job Title:

Signature:                                                                                             Date:

NB – if senior managers do not agree that the risk assessment is suitable and sufficient then the assessment must be reviewed.             


Generic Office RA

