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RISK ASSESSMENT
	Task:
	General Office
	Date of Assessment:
	6.4.2025

	RAMS Reference: 
	RAMS049
	Assesor:
	H&S Advisor, Director

	Risk rating:
	2 LOW/UNLIKELY
	Date of last review:
	29.4.2026

	
	
	Version No:
	1


	HAZARD:
	PEOPLE AT RISK:
	RISK PRIOR TO CONTROL MEASURES:
	CONTROL MEASURES:
	RISK AFTER CONTROL MEASURES:

	Slips, trips, falls
	Employee, visitor
	4 HIGH/LIKELY
	Walkways kept clear.  Spills cleaned immediately.  Floors maintained in good condition.  Cables routed safely or covered.  Good lighting provided.  Entrance mats used in wet weather.
	2 LOW/UNLIKELY

	Display screen equipment, poor posture, eye strain, repetitive strain injury
	Employee
	4 HIGH/LIKELY
	DSE assessments completed regularly. Suitabke chairs, screens, keyboard and mice provided.  Encouraged to take short breaks.
	2 LOW/UNLIKELY

	Manual handling of boxes, files, deliveries or office requipment
	Employee
	4 HIGH/LIKELY
	Heavy items stored at waist height when possible.  Not to lift beyond capability.  Two-person lifts used when needed.  Refer to RAMS006 Manual Handling.
	2 LOW/UNLIKELY

	Fire
	Employee, visitor
	4 HIGH/LIKELY
	Fire risk assessment completed and reviewed.  Fire exits kept clear.  Fire alarms, emergency lighting and extinguishers maintained.  Fire evacuation procedure displayed.  Fire drills completed.  Fire wardens appointed.
	2 LOW/UNLIKELY

	Electrical equipment, socktes, chargers & extension leads
	Employee, visitor
	4 HIGH/LIKELY
	Equipment visually checked.  Damaged equipment removed from use.  Sockets not overloaded.  PAT testing of all relevant equipment yearly.  Not to use personal equipment in office.
	2 LOW/UNLIKELY

	Poor housekeeping and storage
	Employee, Visitor
	4 HIGH/LIKELY
	Storage areas organised.  Filing cabinets not overloaded.  Heavy items stored low where possible.  Walkways, stairs & exits kept clear.  Waste removed weekly.
	2 LOW/UNLIKELY

	Working at height – accessing high shelves
	Employee
	4 HIGH/LIKELY
	Suitable steps provided where needed.  Not to stand on chairs, desks or boxes.
	2 LOW/UNLIKELY

	Stress, workload and mental wellbeing
	Employee
	4 HIGH/LIKELY
	Workloads monitored.  Regular one-to-ones held.  Employees encouraged to raise concerns.  Bullying and harassment procedures in place.  Reasonable adjustments considered.
	2 LOW/UNLIKELY

	Violence, aggression or difficult visitors
	Employee
	4 HIGH/LIKELY
	Front door is always locked during office hours.  Access only via bell.
	2 LOW/UNLIKELY

	Lone working
	Employee
	4 HIGH/LIKELY
	Front door is always locked during office hours.  Access only via bell.  Emergency contact information available.
	2 LOW/UNLIKELY

	First aid and accidents
	Employee, visitor
	4 HIGH/LIKELY
	Firs aid box available and checked.  Appointed person trained in workplace first aid.  Accident book maintained.
	2 LOW/UNLIKELY

	Poor lighting
	Employee, visitor
	4 HIGH/LIKELY
	Adequate lighting provided in work areas, stairs, corridors and toilets.  Faulty lights reported and repaired.
	2 LOW/UNLIKELY

	Temperature, ventilation and welfare facilities
	Employee, visitor
	4 HIGH/LIKELY
	Office kept at reasonable temperature use og HIVE system.  Ventilation provided in all rooms.  Drinking water, toilets, washing facilities and rest areas available.
	2 LOW/UNLIKELY

	Cleaning chemicals and substances
	Employee
	4 HIGH/LIKELY
	Stored safely.  COSHH data sheets available.  Chemicals labelled
	2 LOW/UNLIKELY

	Kitchen area, hot drinks, microwaves and kettles
	Employy
	4 HIGH/LIKELY
	Kitchen kept clean.  Appliances PAT tested.  Hot drinks carried carefully.  Spills cleaned immediately.  Food waste removed
	2 LOW/UNLIKELY

	Office equipment inc. printers, shredders
	Employee
	4 HIGH/LIKELY
	Maintained and used a ccording to instructions.  Guards in place when necessary.  Paper jams cleared safely.  Shredders switched off before clearing bloackages.
	2 LOW/UNLIKELY

	Security, unauthorised access and presonla safety
	Employee
	4 HIGH/LIKELY
	Front door is always locked during office hours.  Access only via bell.  Employees report any suspicious behaviour.  
	2 LOW/UNLIKELY

	Contractors working on site
	Employy, visitors, contractors
	4 HIGH/LIKELY
	Follow site rules.  Everyone made aware contractors working on site days/times.  RAMS inplace prior.  Access to working areas limited.
	2 LOW/UNLIKELY

	Emergencies, evacuation and business interruption
	Employee, visitor
	4 HIGH/LIKELY
	Emergency procedure in place for fire, medical emergency, power failure, security incident and severe weather.  Induction in place for new starters.
	2 LOW/UNLIKELY


RISK RATING

Risk ratings are calculated by considering the likelihood of an event occurring along with the severity of the potential impact should an accident occur. After considering existing control measures, values are assigned to the likelihood and severity of the impact from the charts below and these figures multiplied to establish the risk rating. 

[image: image1.png]score ood
1 Negligible Rare
2 Low Unlikely
3 Medium possible
4 High Likely
5 Extreme | Almost Certain





Risk rating meanings 

LOW: The risk is highly unlikely to occur 

MEDIUM: There is an increased likelihood that the risk event will occur at some point 

HIGH: There is a probability that the risk event will occur at some point

EXTREME: There is an expectation that the risk event will occur
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