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	Activity/Plant/Materials etc


	Hazard
	Persons in Danger
	Measures/Comment

	Fire Safety
	Fire
	Volunteer/Staff/Visitor
	Fire alarm checked weekly. Fire alarm serviced annually. Fire Drill tests bi-annually. Fire Marshals identified. Advise given to volunteers/visitors on fire safety



	First Aid
	Unknown
	Volunteer/Staff/Visitor
	Trained First Aiders. First Aid boxes in all offices and Trust vehicles. Stock inventory.



	DSE – Display Screen Equipment - computer
	Eye strain. RSI. Headaches.
	Volunteer/Staff
	Induction. Regular breaks. Show good practice. Self-Assessment techniques.



	Manual Handling – carrying project folders
	Back problems
	Volunteer
	Advice from Mentor on manual handling. Not lifting heavy loads. Boxes marked heavy.



	Small Office Equipment
	Electric shock
	Volunteer/Staff
	Equipment tested annually. Staff to check cables



	Filing – bending/lifting
	Spinal damage
	Volunteer/Staff
	Filing systems kept at chest height. Volunteer/Staff trained to bend correctly when filing or retrieving lower than waist height.



	Office Equipment
	Ozone Omissions
	Volunteer/Staff
	All major office equipment is placed in one area. No ventilation in area. Plants in office area to absorb emissions. Fan near equipment for temporary measure.


H:\Human Resources\02 Volunteers\01_RECRUITMENT\2009\V24_Com Cafe_Environmental Management Administrator\Com Cafe_Environmental Management Volunteer_RA.doc

