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SEDCAT Office Activities - Risk Assessments

This risk assessment for SEDCAT has been prepared to consider the specific hazards relating to working at our offices based at the Castlepoint Shopmobility unit, Castlepoint Shopping Centre, Castle Lane West BH8 9XA. It should be read in conjunction with our Health and Safety Policy.
This risk assessment will be reviewed every twelve months and/or following significant incidents.

	Date: 
10/10/2023


	Assessed by: 

Natascha Mc Allister


	Checked / Validated* by: 

Trustees
	Location:  
Sedcat Castlepoint Shopmobility


	Review date: 
10/10/2024

	Task / premises: 

 A GENERIC assessment for the activities associated with work in an office environment.

 SEDCAT has a Health & Safety Policy in place and specific policies to control risks are indicated below.



	Activity 
	Hazard 
	Who might be harmed and how 
	Existing measures to control risk 
	Risk rating 
	Result 

	Work in an office environment

	Slips, trips 

	Staff, Visitors, Volunteers, 
Cleaners - could suffer injury e.g. sprains or fractures if they fall
	Reasonable standards of housekeeping maintained

Trailing cables positioned neatly away from walkways

Damage to floor coverings and other repairs and maintenance reported immediately to estates helpdesk for repair/replacement as necessary

Floors kept clear of items, e.g. papers, bags

Cabinet drawers and doors kept closed when not in use

Floor cleaned regularly 

Adequate lighting provided and maintained 
Health and Safety Policy in place.
	Low
	A

	
	Manual Handling – carrying, lifting, pulling, pushing heavy loads e.g. furniture, PCs, 
	Staff, Volunteers - could suffer from back pain if heavy/bulky objects carried incorrectly
	Staff trained in correct manual handling techniques

Untrained staff to contact Manager to arrange for items to be moved

Trolley used to transport boxes of paper etc

Top shelves used for storage of light objects only


	Low
Low

Low
	A
A

A



	
	Regular computer use 
	Staff , Volunteers - may suffer from upper limb disorders (associated with repetitive actions) from regular PC use or suffer from eyestrain/headache if lighting/screen image is poor
	Self -Assessment of computer workstation undertaken (assessment form will be provided at induction) within 4 weeks of starting employment and results forwarded to Manager who should take remedial action as necessary.
Work scheduled so that staff have regular breaks from the computer to do a different work activity eg filing
Training in new software use provided as necessary 
As per Personel Handbook staff using a computer for more than 6 hours a day 5 days a week to go for annual eye tests and be supplied with screen antiglare glasses
 
	Low
Low

Low


	A

A

A



	
	Electrical 

e.g. PC, printer, lamp, fan, heater, kettle, photocopier, shredder, extension leads 
	Staff, Volunteers and others - could suffer electrical shock or burns or injury if equipment is faulty
	All office equipment used in accordance with the manufacturer’s instructions and staff trained in its use during induction.
Portable Appliance Testing (PAT) is carried out in accordance with the industry Code of Practice on an annual basis.
Defective plugs, cables equipment etc reported to Manager for repair/replacement

Sufficient power sockets provided to reduce need for extension cables

Staff discouraged from bringing in own electrical equipment as maintenance cannot be assured

Kettle/water heater positioned so water spills cannot contact  electricity supply or equipment

Liquid spills mopped up immediately, paper towels provided in the kitchen
	Low
Medium
	A
A
A

A

A

A

A



	
	Fire 
	Staff, Volunteers and other building users - could suffer from smoke inhalation or burns if trapped in office
	Staff induction includes fire evacuation procedures and means of raising the alarm

Annual fire evacuation practice carried out

Access to fire exits kept clear 

Regular removal of combustible waste

Building controlled by overall heating/air conditioner system
Fire Policy in place.
	Low
Low

Low

Low

Low
	A
N

A

A

A

A

	
	Lone working
	Staff , Volunteers - if presence not known in the event of an emergency or if there is a threat to personal security
	Telephone contact available at all times

Out of hours working arrangements in place to indicate the presence of people in the office 

Staff advised to ensure unauthorised persons do not gain access when using building out of hours 

Staff informed of how to contact Castlepoint Security; stickers on all the phones.
All staff /volunteers who are lone-working are subject to a separate risk assessment.

Lone worker policy in place.
	Low
Low

Low

Low


	A
A

A

A

A

A



	
	Falls from height
	Staff -  retrieving items stored at height
	Stepladder/kick stool should be made available. 
Equipment checked annually for defects and by user before each use 

Staff trained in safe use of stepladder/kick stool 
	Low

	A


	
	Stress
	Staff - from pressure of work demands, lack of job control, insufficient support from colleagues, not knowing their role, poor relationships, or badly managed change
	Policy for the management of work-related Stress in place 

Work plans & objectives discussed and agreed during induction, annually or more frequently if need arises

Referral to Occupational Health Service to be considered and arranged by Manager.

	Medium/High (can get v stressful)

	A
A

A



	
	Environmental hazards

a)  thermal comfort
	Staff – may feel too hot/cold or suffer other general discomfort 


	Building temperatures kept as reasonable as possible and controlled with overall building set up
Office is adequately ventilated 
Concerns to be raised to the Manager or to Castlepoint Site Management in event of failure of heaters/air conditioners.
	Low
Low
Low


	A
A

A



	
	b) space 


	Staff and others – contact with furniture if insufficient space to move around 
	Space provided is sufficient to enable free movement around the office, and for carrying out tasks

Individual space requirements are re-considered when additional equipment furniture is acquired    


	Low
Low
	A


	
	c) lighting
	Staff and others – may suffer eyestrain if lighting is insufficient or of the wrong type
	Lighting levels sufficient for the room, tasks undertaken and glare is minimised
Local lighting (e.g. lamps) is provided for close work where necessary

Light switches are easily accessible and lights are switched off when the room is vacated
	Low
Low
	N

A



	
	Hygiene & welfare
	All staff & others could experience general discomfort
	Toilets for staff/Volunteers supplied with hot/cold water, soap and towels, any deficiencies are reported to Manager
Refreshment area available with drinking water and other facilities which is kept clean by all staff/volunteers as used.
No smoking policy implemented
	Low
Low

Low
	A

A

A



	
	Chemical e.g. photocopier toner/ ozone production, cleaning materials
	Staff 
	Toner changed in accordance with manufacturers instructions. 

Disposable vinyl gloves worn when skin contact with toner is likely e.g. when changing cartridges 

Proprietary chemicals/substances used as directed by the manufacturer 

All spills are cleared up immediately and waste appropriately disposed of

Heavily used photocopiers situated in well ventilated areas.
	Low
Low

Low

Low


	A
A

A

A

A



	
	Anything else relevant to the local situation
	
	
	
	


	Action plan 

	Ref No
	Further action required
	Action by whom
	Action by when
	Done

	
	Light above Service assistants (Judith old desk) keeps flickering and needs to be seen to
	Natascha Call electrician
	31/12/23
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Result  :  T = trivial, A = adequately controlled, N = not adequately controlled, action required, U = unknown risk
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