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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Slips, trips and falls
Work-related Upper Limb Disorder

	Office staff, visitors in office
	This score can be reduced or increased if the schools feels it carries a greater or lesser severity rating depending on the circumstances
	This score can be reduced by making additional precautions into existing precautions

	

	Existing Precautions
	Additional Precautions
	Who
	When

	Office layout and furniture designed to ensure suitable access/egress, adequate individual space and emergency exits are clear.

Adequate lighting
High levels of housekeeping maintained – “a place for everything in its place” 
Furniture should be Display Screen Equipment (DSE) compliant as appropriate

DSE users should ensure chairs are adjusted properly, users to try and maintain a correct posture use wrist supports, foot rests and take regular breaks.
You may have other existing precautions you may wish to add


	Ensure any cables are run correctly and don’t create trip hazards
Eyesight tests and corrective lenses for DSE users as required

DSE assessments carried out
	
	Realistic time frames should be entered in this column
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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Fire

Electric Shock

Office environment (temperature, humidity, lighting etc.)
	Office staff, visitors in office
	
	
	

	Existing Precautions
	Additional Precautions
	Who
	When

	Only use electrical appliances in the manner they were intended

Comply with fire precautions – keep fire doors closed/ emergency exits kept clear.

Ensure you are aware of the evacuation procedures

Ensure suitable procedures for rubbish disposal

An effective fault reporting system in place with remedial action being taken promptly

Air temperature is appropriate, adequate ventilation, welfare facilities in good condition and well maintained.

	Portable appliance tested carried
Fire extinguishers checked annually

Fire alarm system regularly checked by approved contractors 


	Principal/ manager to arrange
	


