PORTSKEWETT COMMUNITY COUNCIL 
CLERK’S HOME WORKING RISK ASSESSMENT
LOCATION:  18 Osprey Drive, Caldicot, Monmouthshire, NP26 5RL

	RISK
	YES/NO
	ACTION REQUIRED



	DESK AREA

	Do you have adequate space to work comfortably?
	
	

	Is there enough space underneath your desk to stretch your legs?
	
	

	Are there trailing electrical cables around your working area that need to be tied up?
	
	

	Is your working area warm, well-lit and well-ventilated?
	
	

	Do you need a desk lamp to improve lighting?
	
	

	Is your working area clutter free so that you can easily focus on the task?
	
	



	DISPLAY SCREEN SET-UP

	Is your desk chair set up correctly? Is your lower back supported, are there armrests and are your feet flat on the floor?
	
	

	Do you have enough surface space on your desk to work comfortably?
	
	

	Is your keyboard and mouse clean and within easy reach, without having to stretch?
	
	

	Is your display screen clean and positioned so there is no glare from a window or light?
	
	

	Is your display screen in a suitable position in relation to your eye so that it does not cause discomfort to your neck or head?
	
	

	Can you easily reach everything that you need without twisting and straining your upper body?
	
	



	RISK
	YES/NO
	ACTION REQUIRED



	FIRE AND ELECTRICAL SAFETY

	Are smoke detectors working and checked regularly, e.g. every month?
	
	

	Do you regularly dispose of waste, including papers, to prevent a build -up of fire ‘fuel’?
	
	

	Do you regularly inspect your electrical equipment to check for signs of wear and tear?
	
	

	Do you switch off equipment when not in use?
	
	

	Do you have emergency arrangements in place in case of fire?
	
	



	STRESS AND WELFARE

	Do you take regular breaks away from your workstation?
	
	

	Do you carry out regular stretches at your desk to avoid stiff or sore muscles?
	
	

	Do you sit with good posture?
	
	

	Do you have access to first aid equipment if required?
	
	

	If you regularly use a computer, have you recently had your eyes tested?
	
	

	Can you easily reach everything you need without twisting and straining your upper body?
	
	



	MANUAL HANDLING

	Are all items that you need for work in easy reach?
	
	

	Are heavy items stored on lower shelves?
	
	

	Do you know how to pick up, carry and lower heavy items?
	
	






	RISK
	YES/NO
	ACTION REQUIRED



	SLIPS TRIPS AND FALLS

	Are floor coverings, such as carpets and rugs secure?
	
	

	Do you frequently carry hot drinks and food upstairs/downstairs and risk tripping?
	
	

	Are stairways and corridors clear of trip hazards?
	
	

	Is the floor area around your desk clear of boxes, papers and wires?
	
	



	LONE WORKING

	Do you have someone you can easily contact if necessary?
	
	

	Is your home kept secure whilst you are working here?
	
	

	Are important files and laptops kept locked away securely when not in use?
	
	




	Are there any other issues you would like to bring to our attention?
	

	Number of actions requiring attention?

	

	Date actions completed

	

	Next review due?

	



	NAME
	DATE
	POSITION HELD

	

	
	
Clerk

	

	
	
Chair



