UNIVERSITY OF HUDDERSFIELD
Generic health and safety risk assessment for general activities within office-based and similar environments
	Location(s)
	
	Assessment carried out by
	
	Assessment date: 
	


	Aspect / hazard  
	Manual handling 

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Incorrect techniques (e.g. stretching, stooping, twisting) when handling office items (e.g. deliveries, quantities of photocopying, filing).

Poor workstation layout and insufficient working space resulting in poor posture.

Individuals with health conditions, previous back injuries etc. affecting ability to safely handle items.

New and expectant mothers more susceptible to injury.
	Those undertaking manual handling.
	Staff awareness of safe manual handling techniques and practices, workstation layouts etc. though the university’s ‘Manual handling safety awareness’ web-based resource.

For larger scale manual handling activities (e.g. furniture moves) assistance obtained from Campus Support.

Advice sought from Occupational Health for staff with existing health conditions etc.

Follow up for new and expectant mothers through notification of pregnancy to Human Resources. 


	Aspect / hazard  
	Display screen equipment (DSE)  

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Inappropriate layout, lack of awareness etc. resulting in poor posture being adopted.

Working for prolonged periods without change of posture or sufficient break.
	Those using DSE.
	Individual workstations subject to the risk assessment process as given in the university’s specific policy for ensuring health and safety at DSE
Staff awareness of the health and safety aspects of working at DSE through information and training.


	Aspect / hazard  
	Slips and trips

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Obstructions, trailing cables, spillages, worn or raised floor coverings etc. on walkways.

Poor office layout and storage arrangements resulting in insufficient circulation space.
	Those based within the office.
	Layout and storage arrangements allow sufficient circulation space.

Regular housekeeping checks. Discovered spillages, damaged floor coverings, obstructions etc. addressed as quickly as possible (e.g. cleaned up, removed, reported via ‘Estates Online’. 
Avoidance of trailing cables across walkways where possible.  Where unavoidable, cover with cable mats.

Staff awareness of maintaining good housekeeping and actions to deal with any slip or trip hazards discovered.


	Aspect / hazard 
	Work at height and items stored at height

	Risks to health and safety
	People at risk
	Measures to manage the risks effectively

	Falls when accessing high level storage areas.

Dropping of items being handled when working at height or being stored at height.
	Those working at height and vicinity below.
	Where possible, restrict storage at height to lighter and less bulky items and minimise the amounts stored at height and the actual storage height.

Clear access to and at storage areas and systems. Storage systems suitable to ensure secure storage of items.

Suitable access equipment available (e.g. kick stools, step ladders) and used.
Access equipment subject to appropriate checks and removed from use if any unsafe condition found.
Awareness of safe work at height practices secured through the university’s web-based resource.


	Aspect / hazard  
	Electricity

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Using damaged portable electrical appliances, cables, plugs etc.

Damage to portable electrical appliances, their cables, plugs etc.
	Those using or in contact with damaged appliances etc.
	Appliances, cables, plugs etc. subject to appropriate levels of maintenance (i.e. inspection and, where necessary, testing) that is recorded.

Extension cables used only as a temporary measure and positioned away from areas of potential damage.

Sufficient number and position of fixed socket outlets.

Unavoidable trailing cables across walkways are covered with cable matting.


	Aspect / hazard 
	Fire

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Combustible materials in contact with or in close proximity to heat sources.

Portable heaters in unsafe condition and/or inappropriately located.

Inappropriate action in the event of discovering a fire or hearing the fire alarm.
	Office and wider building occupants
	Smoking prohibited.

Rubbish not allowed to over accumulate and good housekeeping ensured through regular checks.
Portable heaters a temporary measure and sourced through Estates and Facilities.

Members of staff awareness of general fire safety through inductions, completion of the university’s web-based resource.


	Aspect / hazard 
	Violence and aggression

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Potentially confrontational situations and experiencing aggressive or violent behaviour. 

	Individuals exposed to such situations.
	Members of staff gaining and maintaining awareness of recognising such situations, diffusing techniques, actions to take and the reporting of incidents through the university’s ‘Handling violence and aggression in the workplace’ web-based resource.

Situations raised with respective academic school or support service and reported through the university’s security incident and/or health and safety incident reporting processes as appropriate.

Raised and reported situations subject to the appropriate follow up action. 


	Aspect / hazard 
	Lone working and working outside normal hours

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Unable to promptly summon emergency assistance in the event of serious injury, sudden illness.
	Those lone working and outside normal working hours. 
	Periods of lone working generally confined to normal working hours and when others in the vicinity (e.g. adjoining rooms and areas).

Activities being carried out considered low risk (i.e. office-based).

Outside normal working hours members of staff aware of arrangements for accessing and leaving buildings, summoning emergency assistance (i.e. contacting the control hub).

Planned periods of lone working and/or outside normal working hours agreed with line manager, along with arrangements for assuring of on-going wellbeing (e.g. regular contact with colleagues). 


	Aspect / hazard 
	Using office equipment (e.g. shredders, laminators)

	Risks to health and safety
	People at risk
	Measures to manage the risks

	Coming into contact with moving, cutting or other dangerous parts, clothing, long hair etc. becoming entangled.
	Those using equipment
	Equipment used in accordance with manufacturer’s instructions and those using the equipment aware of how to safely use it (e.g. instruction)
Equipment periodically checked for safe condition and taken out of use if any damage found.

Loose clothing (e.g. ties) and long hair kept away from any moving parts.


In addition to the generic aspects and hazards above, there may be other unique aspects and hazards. Those aspects and hazards, the associated health and safety risks and the management of these risks are recorded below.  aspects will also need to be considered. These can be recorded below.
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