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For additional information refer to (state what procedure you have referenced this process or form in)
	Faculty/Division:
	

	Document number:

	Initial Issue date: 

	Current version:

	
	Next review date:



	Risk Assessment title:-  Working in an office environment

	Step 1:   Identify the Activity and the location of the activity

	Description of activity:-  Working in an office environment including; working with computers, working inside a building, working with office equipment, using kitchen appliances, thermal comfort  in offices, moving furniture, boxes, and other objects, bulk photocopying and workload, liaising with staff and visitors, sitting down for extended periods of time.
Description of the location of the activity:- Head Office

	Step 2: Identify who may be at risk by the activity. A number of people may be at risk from any activity. This may affect the risk controls needed. These people may include fellow workers, visitors, contractors and the public. The location of the activity may affect the number of people at risk

	General staff; Full time / Part-time/ Casual staff; Subcontractors, general visitors, delivery .

	Steps 3 to 7: Identify the hazards, risks, and rate the risks

	1. An activity may be divided into tasks. For each task identify the hazards and associated risks (Including the potential for emergencies)

2. List existing risk controls and determine a risk rating using your companies Risk Rating Procedure. (Include controls for emergencies)

3. Additional risk controls may be required to achieve an acceptable level of risk (Use hierarchy for risk controls).Re-rate the risk if additional risk controls used.


	Tasks
	Hazards

(Step 3)
	Associated risks

(Step 4)
	Existing risk controls
	Risk rating with existing controls *

(Step 5)
	Additional risk controls required

(Step 6)
	Risk Rating with additional controls *

(Step 7)

	
	
	
	
	L
	C
	R
	
	L
	C
	R

	Working with computers
	1Ergonomic:

· Poor posture

· Excessive duration in a seated position

· Incorrect setup of workstation

· Glare

· Repetitive movements


	· Physical injury to the wrists, arms, neck, shoulder or back.

	· Adjustable chairs, desks and ergonomic accessories such as document holders are available for staff to use

· Individual staff are responsible for taking breaks and doing  stretches 
· Staff are advised to report any symptoms ASAP
	B
	4
	Medium
	Development of setting up workstation guidelines to be distributed to all staff members.

	C
	4
	L

	Working with computers
	Electrical


	· Electrical shock , 

	· Testing and tagging program

· RCD’s on main switchboard checked by Licenced Electrician.
	A
	5
	Med
	Visual inspection under taken.
	C
	4
	L

	Working with computers
	Trip Hazard

	· Physical injury from tripping over  cords


	· Ensure leads are not lying around on the ground.
	B
	4
	Med
	Visual inspection under taken.
	C
	4
	L


Risk assessment name and version number:                                             I have been involved in developing this risk assessment
	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Risk assessment completed by:  


Staff title: 
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