	CHILDREN & YOUNG PEOPLE’S SERVICE    GENERAL RISK ASSESSMENT FORM

                                                        PAGE 1 – ALL SECTIONS OF THIS PAGE MUST BE COMPLETED 
	

	Site Location: 

Activity /Situation: Office Environment
Assessors Name                                    Signature:
Assessment Date:                                 Review Date:  
Ref. Number:                                          Linked Assessments:    DSE/FIRE     

                                                                  LONE WORKING/COSHH/MANUAL              

                                                                  HANDLING

	Persons at Risk 

Employees                            Yes  x      
Service Users                       Yes  x       
Pupils                                    Yes  (     
Public                                    Yes  (       
Contractors/Visitors             Yes  x      
Other Site Users                   Yes  x
  (Please tick)   
	Risk Level

 Low =          0 -   8

 Medium =   9 – 15

 High  =      16 – 25 

	Hazard Identified    (Important Note: please use additional hazard numbers as required)

	Control Measures Already In Place

	Likelihood x         H/ M/ L 

Severity

	1


	Working at Height
	Kick stools provided in some offices. Limited availability of suitable step ladders.
Some staff trained in safe use of equipment 
	4 X  4
      =

      16
	H

	2


	Manual Handling 
	Some collating for mail outs done on ground floor. A number of staff have had training in manual handling. Trolleys and back packs available. Limited access to portering service.

Outside contractors used for heavier tasks e.g. complete office furniture moves
	  4    X   3
      =

      12
	M

	3


	Lighting – inadequate/excessive
	Diffused lighting in place in most areas
Blinds on windows. Solar film on a number of windows. Maintenance available
	  3    X 3
      =

      9
	M

	4


	Temperature & humidity
	Window maintenance and replacement programme in place
Air conditioning in a few areas of IT. Forced ventilation installed in a few offices.

Roof replacement work in progress. Thermal comfort procedure available to all staff.

Thermometers available in many offices 
	   3   X 3
      =
       9
	M

	5


	Stress
	NYCC Stress policy on People Matters. Stress surveys carried out in some areas
Training for managers in stress management. Some stress risk assessments carried out. 

	  3   X 3

      =

       9
	M

	6


	Slips and Trips
	Manager regularly tours areas of responsibility. Slips and trips near misses recorded in some areas.  Lead officer workplace inspections completed every 6 months in a number of locations.  Slips assessment equipment available for detailed analysis 
	  3   X 3
      =

      9
	M

	7


	Storage - inadequate
	Dedicated storage areas in place in some areas. Additional shelving is available.

Some archiving facilities available.  Lead Officer safety inspections can highlight housekeeping issues
	 3    X 3
      =
      9 
	M

	8


	Fire
	Annual premises fire risk assessment carried out. Safety inspection regime in place. 
Regular monitoring of fire fighting equipment and testing of evacuation procedures.
Some monitoring of inappropriate storage causing fire risks. Fire Wardens appointed. 
	  5  X 1
      =

      5
	L

	9


	Hazardous Substances 
	Gloves worn by some staff when using cleaning products in kitchen areas and when changing toner cartridges. 
	   3   X 2
      =

      6
	L

	10


	Personal Safety - violence
	Some staff have received personal safety training including de escalation training.
Model lone working risk assessments available. Panic alarms and mobile phones 

available to staff who require them for their work. Controlled access and CCTV. 
	   4   X 2
      =
        8
	L


Page 2 ….Hazards continued
	Hazard Identified    (Important Note: please use additional hazard numbers as required)


	Control Measures Already In Place

	Likelihood x         H/ M/ L 

Severity

	11


	Electricity

	Systematic annual PA testing in place in all offices. Additional socket outlets installed in most areas to reduce overloading and trailing cables. Monitoring for cable damage and other faults  in 6 monthly inspections 

	  5  X 1
       =

      5
	L

	12


	Drinks – hot water 
	Hot water boilers provided in many areas. Staff aware of prohibition of carrying drinks between floors. 

	   3  X 2
      =

     6
	L

	13


	Photocopier /laser printer  - electricity 
	Maintenance agreements on all photocopiers. PA testing carried out in line with all electrical equipment. 

	   5  X 1
      =

      5
	L

	14


	                                          - ozone
	Most equipment is very modern with reduced ozone output. Most copiers used in vented  rooms away from where staff work
 
	   3  X 2
      =
      6
	L

	15


	- contact 
     (sharp edges)
	Nominated staff assigned to remove paper jams  

	   2  X 3
     =

      6
	L

	16


	                                          - toner
	Some staff aware of safe handling and disposal of toner cartridges

	   3  X 2
      =

      6
	L

	17


	Using computers – posture/

                               unsuitable workstation set up  
	Ongoing programme of risk assessment of PC and laptop workstations. Ergonomic aids available when required and appropriate. Occupational Health Service and Health & Safety support in place

	    3  X 3
     =
      9
	M

	18


	Windows – trapping whilst opening/closing 
	Maintenance programme underway

	   3  X 3
      =

      9
	M

	19


	Shredder - electricity
	Annual PA testing . 



	   5   X 1
      =

      5
	L

	20


	Shredder – trap/entanglement 
	Most staff trained in safe use. Equipment meets EU standards.  Maintenance available 

	   3  X 2
      =
      6
	L


Page 3..  General Risk Assessment (Please complete if Additional Control Measures are required to reduce risks to… “ as low as is reasonably practicable”) 

	H
A
Z
	SPECIFIC DANGERS/PROBLEMS

	                                            FURTHER ACTION/S          

                                                       [IF ANY]

Short/ Medium/ Long-Term Actions
	      ACTION   BY

       NAME/ DATE
	NEW       

RISK                    

LEVEL

S x L        H/M/L

	No
	
	
	
	

	
1


	Falling risk even at limited heights. Some staff stand on chairs/tables. Use of high level storage in many offices
	Prohibit working off chairs/tables. Ensure all staff trained in use of appropriate access equipment. Ensure regular maintenance of equipment. Reduce high level storage. Avoid storing on top of cupboards    
	
	I

I

=

	2


	Staff with health problems may not be aware of risk of manual handling 
	Ensure all staff trained in manual handling before carrying out tasks. Provide sufficient mechanical aids/equipment manual handling equipment. Carry out full manual Handling Assessments when necessary 
	
	I

I

=

	3


	Limited level of control over some lighting installations excessive light levels in some areas. Eyestrain
	Investigate alternative fluorescent tubes/ provide diffusers where not installed / Ensure blinds are available and being used  
Check DSE assessments for lighting issues 
	
	I

I

=

	4


	Heat stress. Shivering through cold.Lack of concentration. Noise of ventilation units 
	Report defective windows/

Ensure implementation of thermal comfort procedure  
Provide digital thermometers in all offices
	
	I

I

=

	5


	Individual with stress may go undetected resulting in possible preventable time off 
	Establish an ongoing programme of stress risk assessments 
Monitor for stress on back to work interviews
	
	I

I

=

	6


	Some staff carry bulky items on stairs and some corridors are slippery after polishing .
Trailing cables still an issue 
	Daily checks for slips & trips/ Ensure all staff aware of requirement to report all spillages, obstructions etc. 
Continue to report all near misses 

Ensure 6 monthly inspections conducted & actioned
	
	I

I

=

	7


	Heavy items at high level cause falling object hazard and manual handling risk 
	Remove equipment or archive material not required 
Redesign storage to ensure heavy items not located on floor or at high level 
	
	I

I

=

	8


	Some offices use portable heaters /left switched on
	Monitor evacuation routes for accumulation of combustible materials 

Ensure all new starters and visitors aware of evacuation procedure   
	
	I

I

=

	9


	Some staff bring cleaning products from home
	Managers to ensure COSHH assessments in place for all hazardous substances including cleaning agents – staff advised on safe working practices


	
	I

I

=

	10


	Late working in remote offices 
	Establish buddy system or voice connect. Follow CYPS lone working risk assessments 
	
	I

I

=


  Page 4..  General Risk Assessment (Please complete if Additional Control Measures are required to reduce risks to… “ as low as is reasonably practicable”) 
	H
A
Z
	SPECIFIC DANGERS/PROBLEMS


	                                            FURTHER ACTION/S          

                                                       [IF ANY]

Short/ Medium/ Long-Term Actions
	      ACTION   BY

       NAME/ DATE
	NEW       

RISK                    

LEVEL

S x L        H/M/L

	No
	
	
	
	

	11


	Electric shock/electrocution /fire 
	Remove all sources of electrical overloading e.g. 4 gang into 4 gang extensions
	
	I

I

=

	12


	Hazard with swing doors 

	  
	
	I

I

=

	13


	Contact with live parts
	
	
	I

I

=

	14


	Windows shut and extraction unit not switched on ..ozone affects respiratory system 
	Put up notices warning of hazards of not using ventilation when photocopying
Consider more appropriate locations for photocopiers 
	
	I

I

=

	15


	Removing jammed paper
	Put up notice advising of action required to remove jammed paper
	
	I

I

=

	16


	Spillages and skin contact with powder 
	Provide disposable gloves near photocopier
Continue to ensure spillages are cleaned up 
	
	I

I

=

	17


	Individuals with health concerns may not have been assessed. Overcrowded offices may result in difficulties in adjusting furniture 
	Establish and implement a programme to risk assess all workstations and users. 
Seek advice for those with health concerns and where there are concerns about overcrowding
Ensure there is a budget for ergonomic aids that may be required
	
	I

I

=

	18


	Some windows tend to drop quickly causing a trap hazard – problems of posture when opening/closing with pole
	Put up notices warning of defective windows. Continue to report windows with defects. Source appropriate stops as an interim measures for defective windows
	
	I

I

=

	19


	Damage to wiring 
	
	
	I

I

=

	20


	Untrained user may try to remove blockages 
during operation 
	Health & Safety induction for all new starters and ensure all staff go through e learning  health & safety training
	
	I

I

=


	                                           RISK   RATING MATRIX



	LIKELIHOOD [L]

1

2

3

4

5

    2

4

6

8

10

3

6

9

12

15

4

8

12

16

20

5

10

15

20

25

5.   Very Likely                                              1             

4.   Likely                                                           

3.   Possible                                                        

2.   Unlikely                                         L        

1.   Very Unlikely                                 I         2
                                                           K
SEVERITY [S]                                    E
                                          L
5.  Death/Permanent Disability           I         3                      

4.   Major Injury                                  H
3.   > 3 day Injury                               O                  

2.   Minor Injury                                  O              

1.   Property Damage                         D        4

                                                                      5              

      RISK LEVELS 

      (Likelihood x Severity)                                              1                    2                 3                     4                  5

      0 -   8    Low Risk                             

     9 – 15    Medium Risk                                                                                         SEVERITY 

    16 – 25   High Risk                                                                                         



EXAMPLE OF HAZARDS

Pedestrian access (slips/trips) – slippery floors, 
                                          Noise – irritation, noise above 80dB(A)

wet grass sloping surface, uneven steps, damaged floors,

debris, changes in floor level
                                                                                 Lighting – low levels, glare, stroboscopic effect

Electrical – Electricity 240v                                                                                         Temperature – Low /high, wind chill, cold room

Electricity above/below 240v
                                                                                                                                      

Storage – insecure storage, high stacking                                                                  Ventilation- odours, tobacco smoke

Work at height – work on a ladder, fragile roof, edge of roof                                      Humidity – inadequate/extensive levels

Organisation of work – e.g. stress                                                                             Manual Handling – lifting, lowering, carrying, pushing,
pulling etc

Attack by animals – e.g. bees, dogs, bulls, fleas, snakes

                                                                                                                                      Repetitive movements – keyboard, screwdriver

Violence by people – e.g. parent, pupil, public, criminal attack

                                                                                                                                      Posture – work above head height, seated work

Fire Hazards – 

Sources of ignition e.g. cigarettes, lighting equipment                                                 Radiation – ionising e.g. rays. Non Ionising 

Sources of fuel e.g. flammable liquids/petrol, wood paper                                             e.g. microwave. Ultraviolet

Sources of oxygen e.g. oxidising substances e.g. nitric acid, cylinders

                                                                                                                                      Mechanical -

Emergencies – locked exits, obstructed egresses, long exit route                              Trapping/shearing – guillotine, stapler, conveyor belt and drive 

Hazardous Substances –                                                                                            Impact – moving vehicle, sewing machine 

Gases e.g. carbon monoxide                                                                                         Entanglement – (rotating parts) drill, lathe

Particles – asbestos fibres, wood dusts                                                                         Contact – (cutting/friction) frozen food, rough timber

Vapours – e.g. benzene                                                                                                 blender blade, abrasive wheel
Fumes – e.g. lead, fibres                                                                                                Ejection – materials thrown up within/by machines
Liquids – e.g. sulphuric acid, water droplets-legionella                                                  

Biological- bacteria, viruses, fungi                                                                                Storage – insecure, High/low

                                                                                                                                      Confined Spaces – work in basement, chimney, tank

                                                                                                                                       Water – ponds, rivers, sea, tides

 





 








