














RISK ASSESSMENTS

	Hazard Item:
	Office Example
	Staff Involved:
	All
	Other Personnel Involved:
	Sub-Contractors/Visitors/General Public

	1. Identifying the hazards Please indicate any hazards that staff may be exposed to in the tasks/jobs you have allocated.
	2. Identifying and assessing the risks Having established the hazards you should now indicate the likelihood of that hazard causing injury.
	3. Risk rating


	4. Identify control measures to reduce risk 

Please indicate any existing or new control measures you have for controlling the hazards and risks you have identified.
	5. Residual Risk

Any Residual Risk with a rating of +4, should be subject  to an Action Plan 

	
	
	Sev
	Prob
	Risk
	
	Sev
	Prob
	Risk

	Access & Egress


	Access to each of the floors by means of staircase or lift. Staircase “winds” and is broken into smaller flights of approximately 5 steps each. Risk of falls are always present but this will limit any potential fall to only one small flight. All stairways are equipped with suitable and sufficient handrails
	2
	1
	2
	Ensure that the condition of steps and stairways forms a key part of regular inspection/sampling programmes. Encourage all staff from 1st floor up to utilise the lift.

Both floors have access to purpose built fire protected escape route at southern end of each floor.
	2
	1
	2

	Electricity & Electrical Equipment


	All electrical equipment is new and has been professionally installed by main contractors. There are always residual risks in operation of electric shock or misuse causing fire risks. 

The electrical systems of the building also provide switchgear access points carrying 415v of supply.
	2
	2
	4
	Schedule equipment testing as required during later part of 2001 into 2002. All access panels are kept locked shut with access to authorised personnel only
	2
	2
	4

	Kitchen area


	Both kitchens will come under moderate use but will mainly be there for the provision of hot drinks and fresh drinking water. Risks arise from the water temperatures and the potential for scalding, as well as the potential for leakage from water coolers, causing slip and electrical hazards.

Hygiene is also a key issue in all kitchen areas
	2
	2
	4
	Develop appropriate procedures to identify potential hygiene problems and implement measures to rectify them. Communicate procedures to all relevant staff.

Ensure all staff are aware of hazards of using water boilers and the hot water in the taps. Communicate the procedures for emptying drip-trays on water coolers.
	2
	1
	2

	Windows
	Lack of limiters on all windows will pose risks of falls or falling objects. This is particularly problematic when located an stairways and at end of desk blocks. Some windows can’t be cleaned due to the lack of eye-bolts.
	3
	2
	6
	Discuss the implementation of limiters on windows in key areas. Plot points for additional eye-bolts and discuss testing frequency.
	3
	2
	6

	Manual Handling – GENERAL
	Staff exposed to moderate risks.
	2
	2
	4
	Hazardous tasks to be identified as well as staff affected. Specific assessments will need to be conducted in order to identify suitable control measures
	2
	2
	4

	Display Screen Equipment
	Staff exposed to risks to their health from use of PC’s - 
	3
	2
	6
	FULL PROGRAMME OF RISK ASSESSMENTS UNDERWAY
	-
	-
	-

	Hazardous Substances
	Contract cleaners use most substances classified as hazardous. These pose various levels of risk to both the cleaners and staff.
	3
	2
	6
	All cleaning chemicals are stored in appropriate storage away from main work areas. . MSDS information has been obtained as well as risk assessments from the suppliers
	2
	2
	4

	Additional Action Required
	 See Action Plan
	Reference to Action Plan
	GS1


Risk Calculator       Severity
                X

Probability
     =
      Risk

	No Injury = 0
	Highly Unlikely = 0
	No Risk = 0
	No action required

	Minor Injury (cuts, bruises) = 1
	Unlikely = 1
	LOW Risk = 1-3
	Any actions required in 1 month

	Major Injury (breaks, slight burns = 2
	Possible = 2
	MEDIUM Risk = 4-5
	Any actions required in 1 week

	Severe Injury (electrocution, death) = 3 
	Probable = 3
	HIGH Risk = 6-9
	Immediate action required


Assessor Signature..................................................................................... Date.....................................................









