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1 Introduction
These guidelines outline some common hazards associated with the office environment. The Council acknowledges the requirement under the Management of Health and Safety at Work Regulations 1999 to utilise a risk management approach in identifying and controlling hazards in the work environment.
2 Roles and Responsibilities

2.2 Managers

· Ensure Premises and Fire risk assessments are conducted in their area of responsibility;

· Ensure all applicable staff receive the appropriate health and safety training relevant to their duties.

2.3 Employees

· Attend Health and Safety Training as requested by their manager;

· Keep office space in a generally tidy manner to reduce hazards.

3 Common Hazards

3.2 Electricity
The following directions shall be followed in relation to the safe use and maintenance of electrical equipment in the office environment:

· Provide sufficient socket outlets and avoid the use of adapters, particularly when new electrical equipment is introduced into the office. Overloaded sockets are a fire hazard;
· Do not use taped joints to connect cables. Damaged cables should be replaced completely. If cables have to be joined the proper connectors should be used;
· Carry out visual inspections of plugs, leads and sockets. Look out for damage to the cable, failure of the cord grip at the plug and signs of overheating. All repairs should be carried out by a competent person;
· Don’t ignore faulty switches or intermittent faults, these suggest wiring defects and may result in the equipment becoming live;
· Switch off at the mains before cleaning equipment;
· First Aiders should be trained in how to deal with an electric shock;
· Encourage staff to report defective equipment and to remain vigilant on electrical safety.
For further specific guidance on safe use and maintenance of electrical equipment, refer to the ‘Electrical Safety Guidelines’.
3.3 Hazardous Substances (COSHH)
As far as office supplies are concerned, the only hazardous substances likely to be used will be those carrying warning labels (Orange or Red Square with a black symbol). The necessary precautions for safe use and safe storage will normally be printed on the container. If not, then a hazard data sheet should be obtained from the supplier and guidance followed.
For further specific guidance on hazardous substances refer to the ‘Hazardous Substances Guidelines’
3.4 Slips and Trips
Avoid trailing leads and cables

Clear up any spillage immediately.

Repair / replace torn, uneven flooring.

Keep escape routes clear of obstruction. 

For further specific guidance on slips and trips refer to the ‘Slips and Trips Policy’.
3.5 Lifting and Handling
Refer to specific guidance in the ‘Manual Handling (Objects) Policy’
3.6 Display Screen Equipment (DSE)
Refer to specific guidance in the ‘DSE Policy’
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