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University of Sussex



University of Sussex 
General Risk Assessment Template
For Guidance & examples on how to complete this form please see the University of Sussex Health & Safety Website.
This form should only be used for general hazards that are not covered by a specific risk assessment template, 
A list of templates can be found on the Health & Safety Website


	Section 1 
General Information 

	A
	School / Department:

	This should cover all the areas that are covered under this risk assessment 

	B
	Brief description of the activity:

Start to finish, step by step
	A brief description of the activities this risk assessment covers

	C
	Location(s) covered by this risk assessment:
Include building and room number if applicable
	The room and building details where the office is situated 

	D
	Equipment and materials used:

	A list of equipment that office workers will be using such as PC, Printers, Laminators

	E
	Name(s) / Group(s) involved in the activity:
Consider Staff, Students, Visitors, Contractors and members of the public
	Names of the People or the name of the group using the office area

	F
	Name of person completing this risk assessment:
Students and PhD students should only complete risk assessments for their projects. Sign off for all student projects should be by the student’s supervisor.
	The writer of the risk assessment should ensure that there are no additional risks or controls that are not included in the template below that are present in their office
	Signature
	
	Date:
	  

	G
	Risk assessment approved by:
The individual approving the risk assessment should be familiar with the work being undertaken. This should in most cases be the assessor’s supervisor, line manager or the principle investigator.
	
	Signature
	
	Date:
	


	Section 2 Record of Risk Assessment reviews
Risk assessments should be reviewed annually, if there is a significant change in the process or after an incident/near miss

	Date of review:
	
	Reviewed by:
	
	Comments 
	Include a brief description of any modifications made to document

	Date of review:
	
	Reviewed by:
	
	Comments 
	Include a brief description of any modifications made to document

	Date of review:
	
	Reviewed by:
	
	Comments / date of next review:
	Include a brief description of any modifications made to document

	Section 3 Hazards & Controls
See the accompanying guidance document on the safety section website for further information on how to complete this form.

	
	Risk with current control measures
	Risk after additional control measures
	

	Potential
hazards
	Who might be harmed and how?
	What current controls are in place to avoid harm?
	Likelihood 1-5
	Severity 1-5
	Risk (L( R)
	What further control measures are required to reduce risk?
	Likelihood 1-5
	Severity 1-5
	Risk (L( R)
	Who
will do this?
	When must this be done?
	Completed on:

	Slips, trips and falls
	Staff, visitors

· Damaged flooring

· Wet surfaces (e.g., kitchen areas and toilets)

· Poorly lit areas
· Inappropriate storage e.g., blocked/ obstructed walkways.
· Trailing cables e.g., under desks
	· General good housekeeping and areas well lit, including stairs.
· No trailing cables or leads.
· Campus maintenance program including flooring and lighting and fault reporting system via Service Centre
· SEF cleaning regime

· Paper towels available to mop up spills/ Service Centre to report issues.
· Appropriate footwear worn by staff
	3
	2
	6
	· Staff to manage own bags etc and DSE equipment to ensure no obstructions or trailing cables and keep work areas clear.
· Deliveries stored immediately
	  2
	  2
	  4
	
	
	

	DSE related conditions
	Staff

· Eye strain and musculoskeletal conditions
	· DSE E-learning and self-assessment for new starters.

· Annual review of DSE self-assessment or sooner if changes/ need identified.
· DSE assessment where need identified.
· Workstation/ equipment set up to maintain good posture.
· Staff take regular breaks.
· Lighting and temperature suitably controlled and reported to SEF if appropriate levels are not achievable.
· Eye test voucher scheme and staff encouraged to undertake regular tests every 2 years
	2
	3
	6
	· Staff reminded to have eye tests every 2 years.
· Staff reminded of need to ensure they set up workstations before they start work when hotdesking.
· Staff reminded of need for annual self-assessment
	1
	3
	3
	
	
	

	Lone working
	Staff

· Working in office outside of usual office hours.

· Injured / accident and delay in first aid / support
	· 24/7 Security on campus who are trained first aiders. 
· Staff to ensure they have the Emergency number of security saved in their phone.
· Staff to inform other team members that they will be working out of hours and provide contact details.
· No high-risk activities such as working at height, significant manual handling etc.

	2
	2
	4
	
	2
	2
	4
	
	
	

	Fire 
	Office Staff

· Injury or death from fire 
	· Staff to complete fire awareness training

· Staff to have induction of local fire arrangements 
	1
	5
	5
	
	
	
	
	
	
	

	Electrical
	Staff

· Staff could get electrical shocks or burns from using faulty electrical equipment. 
· Electrical faults can also lead to fires.
	· Staff trained to spot and report (to Service Centre) any defective plugs, discoloured sockets, or damaged cable/equipment.
· Defective equipment taken out of use safely and promptly replaced. 
· Staff told not to bring in their own fans, toasters etc.
· Staff not to use Fan-Heaters 
	2
	5
	10
	· Visual checking of portable equipment before use
· Equipment that needs to be PAT tested to be reported to Service Centre or IT (depending on equipment type)
	1
	5
	5
	
	
	

	Manual Handling 
	Staff
· Risk injuries or back pain from handling heavy/bulky objects or repeated manual handling of lighter objects, eg deliveries of paper/ moving boxes/ equipment
	· Significant manual handling tasks undertaken via SEF.
· Consideration of TILE principles to reduce risk.
· High shelves for light objects only

· Use of trolley for heavy items
	2
	4
	8
	· Remind staff that they should not try to lift objects that look or appear too heavy to handle.
· Manual Handling Training to be given to any member of staff who is regularly involved in manual handling or whose role requires it
	2
	3
	6
	
	
	


Continue additional pages if required
	Section 4 Communication of Risk Assessment to Users


	This assessment can either be communicated to groups or Individuals as part of a School or Divisional process or signed off by individual users.  


	School or Divisional Process

	The contents of this risk assessment will be communicated to builder users in the University training programmes.


	Sign off by users
All individuals carrying out activities covered under this risk assessment should sign below after reading it.
By signing this document you confirm that; you have read and understood this risk assessment and that it is an accurate representation of work practice

	Name
	Signature
	Date
	Name
	Signature
	Date
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Almost 

certain

5

510152025

10-50%Likely4

48121620

1-10%Possible3

3691215

0.1-1.0%Unlikely2

246810

<0.1%Rare1

12345

12345

RiskScore MinorModerateSignificantMajorSevere

Low 1 to 4

Minimal injury requiring 

no/minimal first aid. No 

time off required

Minor injury. First aid 

required. Less than 3 

days off

Moderate injuries. First 

aid. Attend A&E. Over 7 

days off. RIDDOR

Major injury. 

Professional medical aid. 

Long-term incapacity. 

RIDDOR

Death or multiple 

permanent injuries. 

RIDDOR

Medium5 to 10

Minimal/Transitory 

effects requiring 

no/minimal intervention

Short-term irritation or 

effects. Occupational 

health. Less than 3 days 

off

Occupational Health. 

Over 7 days off. RIDDOR

Long-term incapacity but 

with recovery.

RIDDOR

Permanent ill health & 

incapacity.

RIDDOR

High12 to 16

Minimal or no impact on 

the environment

Minor impact on the local 

environment

Moderate impact on the 

local environment

Major impact on the 

wider environment

Severe impact on the 

wider environment

Extreme20 to 25







This will probably never happen/recur

Not expected to occur for 10 years

Action

Low risk identified - Control measures to be adopted 

and monitored

Medium risk identified - Ensure that the risk 

assessment is reviewed, further controls may be 

necessary

High risk identified - Re-evaluate risk assessment and 

develop/determine greater controls

Extreme risk identified - Re-evaluate risk assessment 

and develop/determine greater controls

Injury to person(s)

Ill health to person(s)

Environmental 

effect(s)

SEVERITY

Risk Matrix - Likelihood x Severity (L x S)

Will undoubtedly happen/recur, possibly frequently

Expected to occur at least weekly

Will probably happen/recur but it is not a persisting issue

Expected to occur at least monthly

Might happen or recur occasionally

Expected to occur at least yearly

Do not expect it to happen/recur but it is possible it may do so

Expected to occur once in 5 years

LIKELIHOOD
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