SAMPLE SAFETY STATEMENT – OFFICES (Incomplete**)

COLLEGE/SCHOOL/RESEARCH INSTITUTE/SUPPORT SERVICE(S/C/D/S):


USE:                


           
Date:   , 2010
ROOM:











OCCUPANT:   



Page: # of XX 
	HAZARD         
	HAZARD

OUTCOME
	RISK ASSESSMENT CRITERIA
A. Likelihood 

B. Severity/Consequence 

of exposure

         A           B
	RISK

ASSESSMENT

(A X B)
	CONTROLS/

ARRANGEMENTS

Main Examples Included**

Done (
To be done – give date

Ongoing
	   PERSON

RESPONSIBLE
	 RESOURCES
















        


* NAME PERSON *
	VDU Workstation

Trailing cables

Access Routes

Fire Safety

Storage at high level

Storage on floor

Electrical safety

Filing cabinets

Guillotine

Manual handling

Personal safety

(Adequate heat/

Ventilation/light
	Postural/Visual Discomfort

Trips/falls

Trips/falls

Asphyxia

Burns

Impact injury

Trips/falls

Electric shock

Tipping over

Trips/falls

Lacerations

Back injury

Impact injury

Injury


	1              1

                        1             1

1             1

1             2

1             3

1             2

1             3

1             2

1             1

1             2

1             2


	1

1

1

2

3

2

3

2

1

2

2
	Workstation Assessed - date.

Eliminate/Secure (
Use cable protector (
  Keep Clear 

 Routine Fire Prevention measures

 Structural Fire Prevention measures (
 Fire Fighting Equipment (
 Fire Escape Signs (exit routes) (
 Keep exits clear   

 Training (give date of training) - date

 Fire Emergency Plan (specific to dept)(
Eliminate (
Store at lower level

Eliminate (
store on designated shelving

 Use safe equipment

 Report defects to Buildings Office

 Secure at front (
 Open one drawer at a time/interlocked

 Keep drawers closed

Ensure guard is maintained in place 

 Avoid where possible

 Manual Handling Assessment - date

 Minimise load carried

 Use handling equipment if appropriate

 Training in handling techniques (
Avoid lone working/Security measures


	Head/Supervisor

Trained local VDU Assessor
S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

Buildings Office

Buildings Office

Buildings Office

All Staff

G. Murphy/A. Daly-Arrange

S/C/D/S

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

S/C/D/S Staff

A. Daly-Arrange

S/C/D/S
	Office Audit 

Checklist

Fire Services 

Act 1981

Local staff trained as

Occupational First 

Aiders (number to be determined by local 

OFA risk assessment)

Local staff trained as

Fire Marshals

 


