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	Process/Activity: Fixed location
	Location: Insert your own location   
	Date:

	Describe activity: Office working
	Job Title:
	Name:

	Hazard
	Person/s Affected
	Risk
	Risk level before controls are in place (delete as appropriate)
	Control Measures
	Risk level after controls are in place(delete as appropriate)

	Violence and Aggression
	Employee
	Verbal or Violent abuse
	
	MED
	
	Ensure appropriate office layout (ensure client is not between staff and exit). Emergency procedures in place (panic button, viewing window) 
	LOW  
	
	

	Security
	Employee
	Unauthorized access
	
	LOW
	
	Ensure all external doors / windows are secured.

Do not allow access to unknown callers/Check identification before allowing access
	LOW  
	
	

	Electrical
	Employee
	Coming into contact with electricity
	
	LOW
	
	Visual checks of plugs and cables before use and report any defects to Line Manager
	LOW  
	
	

	Slips and Trips
	Employee
	Falling over cables
	
	MED
	
	Ensure good housekeeping and trailing cables kept clear of main walkways.


	LOW
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	Process/Activity: Fixed location
	Location: Insert your own location   
	Date:

	Describe activity: Office working
 
	Job Title:
	Name:

	Hazard
	Person/s Affected
	Risk
	Risk level before controls are in place (delete as appropriate)
	Control Measures
	Risk level after controls are in place(delete as appropriate)

	Inability to summon help
	Employee
	Not being able to summon help if required
	
	MED
	
	Ensure Line Manager/Colleagues are aware of lone working and procedures are in place in case of an emergency. Means of communication available and in working order.  
	LOW  
	
	


This is a model risk assessment – you must include further hazards/control measures where applicable

This is a model risk assessment – you must include further hazards/control measures where applicable











