Risk Assessment
	Company Name
	Utility Services (NE) Ltd
	
	

	Location
	UK
	Project Title
	Display Screen Equipment/ Workstation 
	
	

	Risk Assessment No.
	012
	Review Date
	14.11.2024
	Revision No. 
	004
	
	

	Person Supervising Work
	Office Manager
	Employer
	USL
	
	

	Persons Exposed (tick box)
	✓
	Employees
	✓
	Other workers
	
	Public/visitors
	
	Young Persons
	Estimated total number of persons at risk
	30

	
	✓
	New/expectant mothers
	✓
	Vulnerable Persons
	
	Other
	
	

	[image: ]      Likelihood                                                        Severity

Rating 1 = Very Unlikely		 Rating 1 = No Injury
Rating 2 = Unlikely 		              Rating 2 = Minor injury or illnessSeverity

Rating 3 = Likely			 Rating 3 = 7-day injury or illness
Rating 4 = Very Likely 		              Rating 4 = Specified injury or illness   
Rating 5 = Almost Certain		 Rating 5 = Fatality, disabling injury, and so onLikelihood



	Likelihood
Risk = Likelihood x Severity                                   Acceptable                                  Medium                              High

	Hazard(s)
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	Factors of Harm
	Risk
(Likelihood x Severity)
	Control Measures
	Factor of Harm
	Residual Risk
(Likelihood x Severity)
	Control measures implemented by (name)
	Low Risk

	
	Likelihood
(1-5)
	Severity
(1-5)
	
	
	Likelihood
(1-5)
	Severity
(1-5)
	
	
	YES
	NO

	Display Screens
	3
	3
	9
	Make sure the screen is clean and check that text and background colours work ok together. Software settings may need to be adjusted.

The height of the screen should be roughly at eye level. A monitor stand may be required. Position the screen in front of the user to avoid any twisting.

Make sure the screen is free from glare and reflections. Curtains/Blinds need to be in good working order or possibly consider anti-glare screen filters.
	1
	3
	3
	Office Manager
	✓
	

	Keyboards
	3
	3
	9
	Make sure the keyboard is separate from the screen. 

Make sure the Display Screen is far enough back to create room for keyboard, hands, and wrists.

Keep elbows close to the body, do not overstretch the arms.  
Users of thick, raised keyboards may need a wrist rest.   

Training can be used to prevent: - hands bent up at wrist - hitting the keys too hard - overstretching the fingers.

Keyboards should be kept clean. If characters still cannot be read, the keyboard may need modifying or replacing.  
 
Use a keyboard with a matt finish to reduce glare and/or reflection.
	1
	3
	3
	Office Manager
	✓
	

	Mouse
	3
	3
	9
	Ensure the mouse is suitable for the task in hand and set to suit the user I.e. Left of right-handed.

Most devices are best placed as close as possible e.g. right beside the keyboard.  
 
Training may be needed to: -prevent arm overreaching -tell users not to leave their hand on the device when it is not being used - encourage a relaxed arm and straight wrist.

	1
	3
	3
	Office Manager
	✓
	



	Hazard
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	Factors of Harm
	Risk
(Likelihood x Severity)
	Control Measures
	Factor of Harm
	Residual Risk
(Likelihood x Severity)
	Control measures implemented by (name)
	Acceptable Risk

	
	Likelihood
(1-5)
	Severity
(1-5)
	
	
	Likelihood
(1-5)
	Severity
(1-5)
	
	
	YES
	NO

	Software
	2
	3
	6
	Software should help the user carry out the task, minimise stress and be user-friendly.  
 
Check users have had appropriate training in using the software.  
 
Software should respond quickly and clearly to user input, with adequate feedback, such as clear messages
	1
	3
	3
	Office Manager
	✓
	

	Furniture
	3
	3
	9
	The user must be familiar with the chair adjustments.  
 
Adjust the chair height to sit with elbows at approx. 90º & 2cm above the desk when touching the G & H keys.  
 
The user should be able to carry out their work sitting comfortably.  
 
Consider training the user in how to adopt suitable postures while working.  

The user should have a straight back, always supported  by the chair, with relaxed shoulders

Rearrange equipment, papers etc to bring frequently used things within easy reach.  
 
A document holder may be needed, positioned to minimise uncomfortable head and eye movements.
	1
	3
	3
	Office Manager
	✓
	

	Environment
	2
	3
	6
	Space is needed to move, stretch and fidget.  
 
Consider reorganising the office layout and check for obstructions.  
 
Cables should be tidy and not a trip or snag hazard

Users should be able to control light levels, e.g. by adjusting window blinds or light switches.  
 
Consider shading or repositioning light sources or providing local lighting, e.g. desk lamps ( but make sure lights don't cause glare by reflecting off walls or other surfaces).

Can heating be better controlled? More ventilation or air-conditioning may be required if there is a lot of electronic equipment in the room. Or, can users be moved away from the heat source.

Consider moving sources of noise, e.g. printers, away from the user. If not, consider soundproofing.
	1
	3
	3
	Office Manager
	✓
	

	Electrical
	3
	3
	9
	Any faults or significant wear and tear, must be reported and repaired as soon as possible

Do not use any equipment if defective. Remove from operation and label 'DO NOT USE - EQUIPMENT FAULTY

All Equipment to be PAT Tested and plugs labelled with test dates.

Testing to be done using an external body.
	1
	3
	3
	Office Manager
	✓
	

	
	Name
	Position
	Signature
	Date

	Persons Conducting Assessment
	Chris Alexander 
	Director 
	C.Alexander 
	14.11.2023  REV- 14.11.2024

	
	Justin Marshall 
	Managing Director 
	J.Marshall 
	14.11.2023  REV- 14.11.2024


This risk assessment must be communicated to operatives before work commences. A spare briefing sheet should be used and be made available to the operatives for reference
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