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	Work

Activity


	Manual Handling in Office Areas 
	
	Risk

Low 

Medium *

High

	Hazards


	Musculo skeletal injury, falls

	Persons at

Risk
	Office staff

	Statutory

Controls
	Manual Handling Regulations

H & S W Act 1974

MHSW Regs 1999

	Company

Controls
	Organise storage and shelving for easy access and so as not to require overhead lifting and twisting.

Audit all shelving and remove/ replace badly designed shelves and storage

	Additional

Controls
	Consultation with office staff

	Implementation


	Office / General manager

	Information

Instruction
	Inform all office staff

	Training


	Offer training in manual handling

	Monitoring


	Office/ General Manager

	Revision


	Jan 2014
	Date: Apr 02

	Names and

Positions of

Assessors
	S J Mitchell

Consultant
	Date Apr 02

	Residual Risk Rating


	Low


	Work

Activity


	Office Works and VDU Operation
	
	Risk

Low 

Medium *

High

	Hazards


	Musculo skeletal injury

Eye damage

RSI

Falls and trips

	Persons at

Risk
	Office staff

	Statutory

Controls
	Display Screen Equipment Regs

H & S W Act

MHSW Reg 1999

	Company

Controls
	Audit all office areas, replace desks and computer equipment where inadequate



	Additional

Controls
	Consultation with office staff

	Implementation


	Office/ General Manager

	Information

Instruction
	Inform all office staff and arrange for copies of regs to be available

	Training


	Inform staff of eye testing policy and payment for glasses

Offer staff training

	Monitoring


	Monitor health and especially pregnancy. Special precautions required for pregnant people using VDU's

	Revision


	Jan 2014
	Date Apr 02

	Names and

Positions of

Assessors
	S J Mitchell

Consultant
	Date Apr 02

	Residual Risk Rating


	Low


	Work

Activity


	Lone working at offices or visiting remote sites/ locations
	
	Risk

Low 

Medium *

High

	Hazards


	Accidents at premises,

Third parties 

Illness

	Persons at

Risk
	All company staff who may be required to carry out lone working

	Statutory

Controls
	Health & Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999



	Company

Controls
	All colleagues should check in with S Mitchell or Gail by ringing or texting 07850 236 739 or 01603 764448 when entering and leaving premises. All colleagues unaccounted for at the end of the working day will be checked on by whomsoever is notified.

Personnel visiting remote locations to telephone reception with their intended movements for the day and again on arrival at the location/ site giving an estimated time for departure and agreeing a time to call in to confirm safe departure from the site

	Additional

Controls
	Do not place yourself in any situations which create or increase the risk of injury or accident

Do not enter unlit or unsafe premises

Do not use lifts in unoccupied premises

	Implementation


	All staff and operatives

	Information

Instruction
	Inform all personnel of procedure

	Training


	

	Monitoring


	Periodic check of records by Director for Health and Safety

	Revision


	
	

	Names and

Positions of

Assessors
	S J Mitchell

Consultant
	Date Feb 2013

	Residual Risk Rating


	Low


Risk Rating = 

Likelihood 

X 

Severity

(Low, Medium High) = (Low, Medium, High)  X     (Low, Medium, High)
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