

All staff must ensure work tasks are risk assessed. The significant findings of their risk assessment must be recorded.
Department name: IT services Queens Building, TB’s, West Smithfield, Lincolns Inn fields, Charter House Square, Whitechapel.
	What are the hazards?
	Who might be harmed and how?
	Risk

H/M/L
	What are you already doing?

(Risk Controls)
	Residual

Risk

H/M/L
	Do you need to do anything else to manage this risk? (If risk is still medium or high)
	Action by whom?
	Action by when?
	Completed

	Slips and trips
	Staff and visitors may be injured if they trip over objects or slip on spillages
	M
	Ensure that general good housekeeping is carried out. 
All areas are well lit including stairs. 
There are no trailing leads or cables. 
Staff keep work areas are clear, e.g. no boxes left in walkways, deliveries stored immediately.

Offices are cleaned each day.
	L
	Monitor housekeeping in staff kitchen, e.g.  spills
	All staff and Managers
	Ongoing
	

	Manual Handling

	Staff undertaking manual handling activities
	M
	Generic manual handling assessment carried out.

Staff awareness of safe manual handling techniques though information and training.

Loads restricted to personal capabilities.

For larger scale manual handling activities assistance obtained from QMUL porterage service.

Advice sought from Occupational Health for staff with existing health conditions etc.

Consult the University’s policy for ensuring the health and safety of new and expectant mothers.
	L
	Manual Handling training will be provided to any individuals who may be required to carry out lifting activities
Task specific risk assessments for unusual/high risk loads and/or individual vulnerabilities
	Departmental Managers
	Ongoing
	

	Display Screen Equipment
	Staff working at display screen equipment
	M
	All staff to successfully complete the QMUL DSE e-learning training within one month of joining the department.
Analysis of Individuals work station layout, posture and seating will be carried out by qualified assessors as required.

	L
	Ensure that all staff have completed DSE e-learning training.

Ensure DSE workstation assessment training is provided to at least one Safety Co-ordinator in the department.

Ensure that risks identified during the DSE risk assessment have been mitigated by reasonably practicable control measures 
	Departmental Managers
	Ongoing
	

	Work at Height

	Staff working at height.

Anyone in the vicinity of a work at height activity.
	M
	Where possible, restrict storage at height to lighter and less bulky items and minimise the amounts stored at height and the actual storage height.
Training provided for using a ladder
Clear access to and at storage areas and systems.

Storage systems suitable to ensure secure storage of items.

Suitable access equipment available, particularly when greater storage heights are encountered (e.g. guard rail around working platform).

Access equipment subject to appropriate checks and removed from use if any unsafe condition found.
	L
	
	
	
	

	Electricity

	Any staff using or coming into contact with electrical appliances
	M
	Appliances are subject to appropriate levels of maintenance (i.e. inspection and, where necessary, PAT testing) that is recorded.

Extension cables used only as a temporary measure and positioned away from areas of potential damage.

Sufficient number and position of fixed socket outlets.

Unavoidable trailing cables across walkways are covered with cable matting/protector.

	L
	Ensure PAT testing records are maintained
	Safety Co-ordinator(s)
	Ongoing
yearly
	April 2016

	Fire
	All staff and visitors
	N
	All area(s) of the office must be included in the fire risk assessment for the particular building.

Smoking prohibited on the campus. No smoking of e-cigarettes indoors.
Rubbish not allowed to over accumulate and good housekeeping ensured through regular checks.

Portable heaters a temporary measure and checked for condition and location prior to being used.

Sufficient number and position of fixed socket outlets.

All staff to successfully complete the QMUL Fire e-learning training within one month of joining department
	L
	Ensure that all staff have completed Fire e-learning training (This is mandatory in the department and access rights are not given until this is returned to H&S co-ordinator)

	Departmental Managers
	Ongoing
	

	Lone working and working outside of normal hours 
	Staff lone working or working outside normal hours
	M
	Individual lone working or working outside of normal hours QMUL Security.

Activities being carried out generally low risk.

Means of summoning emergency assistance must be easily available (e.g. telephones within the office).

The University’s Out of Hours and Lone Working Policy must be adhered to.
	L
	Refer to SOPS for Lone working
	
	
	

	Use of office equipment
	Staff who use equipment such as copiers, laminators etc.
	M
	Equipment must be used in accordance with manufacturer’s instructions

Key operators who make maintain the equipment must have received training.
Equipment periodically checked for safe condition 
and taken out of use if any damage found.

Loose clothing (e.g. ties) and long hair kept away from any moving parts.

	L
	Ensure equipment is regularly checked and maintained
	Departmental Managers
	ongoing
	

	Work related stress
	All Staff
	M
	Prolonged periods of excessive demands being place on and experienced by staff.

Staff having conflicting roles.

Harassment from, or poor relationships with, colleagues, line managers etc.

Staff receiving little or no support to enable them to effectively carry out their work.
	L
	Stress assessments are carried out by the QMUL HSD when deemed necessary
	Managers/OCC HEALTH
	
	


It is important you discuss assessments and proposed actions with colleagues, staff and/or their representatives.
You should review your risk assessment if you think it might no longer be valid, e.g. following an accident in the workplace, or if there are any significant changes to the hazards in your workplace, such as new equipment or work activities.

	Signed: (Assessor)
	Odetta Graves/Shelim Miah
	Date:
	09/05/19

	Subject to review, monitoring and revision by:
	H&S Adviser (Professional Services)
	Review

Date

Reviewed
	09/05/2021
09/05/2019
	(or sooner if a work activity changes or there has been an accident)
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