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	Company Name
	Utility Services (NE) Ltd
	
	

	Location
	National
	Project Title
	Office Working
	
	

	Risk Assessment No.
	013
	Review Date
	14.11.2023
	Revision No. 
	004
	
	

	Person Supervising Work
	Office Manager
	Employer
	USL
	
	

	Persons Exposed (tick box)
	X
	Employees
	X
	Other workers
	X
	Public/visitors
	X
	Young Persons
	Estimated total number of persons at risk
	150

	
	X
	New/expectant mothers
	X
	Vulnerable Persons
	X
	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

	Slips Trips and Falls
	3
	3
	9
	Office must be cleaned on a regular basis and good housekeeping to be maintained.
All areas to be well lit including stairs.
No cables or leads to be trailing in walkways.
Staff must keep work areas clear and free from obstruction. 
	1
	3
	3
	Office Manager
	


✓




✓

	

	Display Screen Equipment (DSE)
	3
	3
	9
	All staff to read and understand the current DSE Risk Assessment produced by USL H&S Team.
DSE Assessments and training to be carried out for all new staff.
Reassessments to be carried out should any changes be made to furniture or lighting etc.
	1
	3
	3
	Office Manager
	✓

	

	Manual Handling
	3
	3
	9
	All staff to have read and understood the current Manual Handling Risk Assessment provided by USL H&S Staff.
Manual Handling Training to be provided.
Manual Handling to be kept to a minimum and mechanical means should be the first option when transporting boxes and heavy goods.
	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

	Electrical
	3
	3
	9
	All electrical equipment to be PAT tested from a 3rd party source.
Staff trained to spot and report any defective equipment.
Any defective equipment should be taken out of use immediately and replaced.
Staff informed not to bring in their own appliances.
	1
	3
	3
	Office Manager 
	✓


	

	Fire
	2
	4
	8
	All staff to understand USL Fire Safety procedures.
Each Office to have designated Fire Marshalls.
All portable firefighting equipment to be inspected and maintained in line with Fire Safety Regulations 
	1
	4
	4
	Office Manager
	✓

	

	Lone Working
	2
	3
	6
	All staff to have read and understood USL’s Lone Working Risk Assessment and work in accordance with this document provided by USL H&S Team.
	1
	3
	3
	Office Manager
	✓

	

	Stress
	2
	3
	6
	All staff understand their roles and responsibilities.
All US Staff can talk to their supervisors or managers if they are feeling unwell or not at ease with something at work.
USL operate with a strict ‘No Bullying’ Policy.
	1
	3
	3
	Office Manager
	✓

	

	Covid 19
	4
	5
	20
	All USL Staff to have read and understood the Depot Covid-19 Risk Assessment provided by the USL H&S Team.
No staff member should come into the office or Depot if they have symptoms of Covid-19 or have tested positive for Covid-19.

	1
	5
	5
	Office Manager
	✓

	

	
	Name
	Position
	Signature
	Date

	Person Conducting Assessment 
Person Authorising 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 spate briefing sheet (GA11) should be used and be made available to the operatives for reference
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Company Name  Utility Services (NE) Ltd    

Location  National  Project Title  Office Working    

Risk Assessment No.  01 3  Review Date  14.11.202 3  Revision No.   00 4    

Person Supervising  Work  Office  Manager  Employer  USL    

Persons Exposed  (tick  box)  X  Employees  X  Other workers  X  Public/visitors  X  Young Persons  Estimated total number  of persons at risk  150  

X  New/expectant mothers  X  Vulnerable Persons  X  Other  

       Likelihood                                                             Severity     Rating 1 = Very Unlikely       Rating 1 = No Injury   Rating 2 = Unlikely                      Rating 2 = Minor injury or illness   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 on    

Likelihood   Risk   = Likelihood x Severity                                       Acceptable                                  Medium                                High  

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

Factors of Harm  Risk   (L ikelihood x Severity)  Control Measures  Factor of Harm  Residual Risk   (Likelihood x Severity)  Control  m easures   implemented by   ( name)  Low  Risk  

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

Slips Trips and  Falls  3  3  9  Office must be  cleaned on a  regular basis and  good housekeeping  to be  maintained.   All areas to be well  lit including stairs.   No cables or leads  to be trailing in  walkways .  1  3  3  Office Manager        ?           
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