Warwick Arts Centre – Risk Assessment Form
Area: Box Office





                                                    




   
Responsible Staff: Sales and Box Office Manager
	RISK / Hazard
	ASSESSMENT
	Current Measures to control Occurrence

	1) Slips, trips and falls

	People at Risk:

All staff and visitors may suffer sprains or fractures if they trip over trailing cables / rubbish or slip on spillages

Severity of risk: 

Low 

Probability hazard will occur:

Low 

Overall risk:

Normally low but could be moderate to high in exceptional circumstances 

Potential for injuries to more than one person: Low
	· Reasonable housekeeping standards maintained.

· Cabinet drawers and doors kept closed when not in use.

· Trailing cable from electrical machinery managed.

· Floors, staircases and doors cleaned on a regular basis by the cleaners.

· Repairs and maintenance carried out when necessary.

· Staff do not leave files, excess boxes and equipment on the floor. Any obstructions are removed immediately.
All Staff are reminded of their responsibility to maintain standards in their areas and to clean up spillages immediately.


	2) Manual handling

· Deliveries of paper / office equipment etc, carrying heavy folders, marketing print. Incorrectly lifting boxes from high shelves
	People at Risk: All staff

Severity of risk: 

Moderate – Staff could suffer from back pain if they carry heavy / bulky objects in awkward places e.g. stairs

Probability hazard will occur:

Low if risks properly controlled. 

Overall risk:

Moderate.  

Potential for injuries to more than one person: Low


	- Trolleys are used to transport marketing print / boxes of stationary / tickets /  heavy items

- Only trained staff move heavy equipment, Operations Assistants can be called to help
- Top shelves are used for storage of light boxes only.

	3) Regular Computer Use


	People at Risk:

All office staff may suffer from upper limb disorders (RSI) from regular use of PC’s or suffer from headaches if lighting / picture is poor.

Severity of risk:

Low to moderate.

Probability hazard will occur:

Low if correct procedures are followed

Overall risk:

Low to moderate depending on circumstances. 

Potential for risk to more than one person:

Low


	- Adjustable equipment, chair etc supplied.
- A wedge shaped foot rest is provided to help maintain good posture.
- Free eye test offered by the university.

- Blinds provided in all offices to control light.

- All staff take responsibility of their workstations, and carry out a self-assessment annually. Action is taken on results within six weeks.

	4) Electrical
· - electrocution


	People at Risk: All staff could incur electrical shocks or burns if they use faulty electrical equipment

Severity of risk:

High.

Probability hazard will occur:

Low.

Overall risk:

Moderate

Potential for Risk to more than one person: 

Low
	Hazards are reported promptly.  All equipment is regularly checked and maintained by estates staff.

Sufficient sockets are provided.

Photocopiers are maintained on contract.

Staff report any defective plugs, cables or equipment immediately.

Box office kitchen – staff do not bring in personal kettles / equipment as it is not safety checked.



	5) Furniture / seats

- cuts, abrasions, and  

  contusions


	People at Risk:

All staff

Severity of Risk:

Low to moderate

Probability hazard will occur:

Low if furniture maintained properly, high if furniture broken

Overall Risk: 

Low to moderate

Potential for Risk to more than one person: Low
	All Hazards are reported immediately and fixed ASAP. Staff to ensure there are no rips, protruding screws or sharp edges. Any seat that is not in suitable condition is clearly marked and not used.

	6) Fire

- smoke inhalation, burns, death


	People at Risk: All staff

Severity of Risk: High

Probability hazard will occur: Low if correct procedures in place.

Overall Risk: Moderate

Potential for Risk to more than one person: High
	- An effective fire procedure is in place.

- Fire evacuation procedures are displayed at each break glass point.

- Exits and fire exits are clearly marked.

- Annual fire drills are carried out.

- Access to exits and extinguishers are kept clear at all times.

- Fire alarms are tested every Monday morning.

- Fire extinguishers are regularly maintained.

- Waste bins are emptied daily by cleaners.

- Any excess rubbish is cleared as soon as possible.

	7) High temperatures / cold temperatures – heat stroke, fainting
	People at Risk: All staff

Severity of Risk: Low when temperature is monitored and controlled.

Probability hazard will occur: Low

Overall Risk: Low

Potential for Risk to more than one person: High
	Heating is controlled by the boiler house but the Duty Manager can contact them immediately if temperature needs altering.

All backstage offices have windows and blinds.

Staff have access to mains tap water.


	8) Noise

-damage to hearing, an unacceptable working environment
	People at Risk: All staff, particularly box office

Severity of risk: Low
Overall risk: Low
Potential for Risk to more than one person: moderate
	The servers are located at the back of the box office and can be very loud. 
They are away from the workstations.

	9) Smoking

- burns

- smoke inhalation

-fire if cigarettes are not correctly extinguished leading to burns / death
	People at Risk: Anyone in the foyer

Severity of Risk: High
Probability hazard will occur: Low

Overall Risk: Low

Potential for Risk to more than one person: Low in normal circumstances / High in case of fire
	No smoking signs are in place on all entrances to the building and around the foyer area in compliance with the new smoking laws.

All staff are trained on our procedures to deal with customers who are found smoking.

We have a written policy on dealing with customers and / or artists who are found smoking inside the building.

A designated smoking area is provided away from the building for staff and artists.



	10) Cash Handling/Safes

- cash bags/trays can be heavy

- safe doors are heavy

- back safe has a revolving hatch

- attempted theft of cash
	People at Risk: Box office staff/Finance. Potential for trapping fingers in safe door/hatch.
Severity of Risk: moderate

Probability hazard will occur: low
Overall Risk: low
Potential for Risk to more than one person: low
	- Box office cash bags/float levels are small enough that weight will not be an issue. 

- Distance to be moved is short.

- Cash handling takes place behind a high counter.

- Cashing up takes place in the back, locked office.

- Box Office has panic buttons fitted.

- Staff trained in operation of safe.

	11) Kitchen

- potential for burns and scalds

- added risk of slips in kitchen area
	People at Risk: All persons using Box Office kitchen.
Severity of Risk: moderate

Probability hazard will occur: low
Overall Risk: low
Potential for Risk to more than one person: low
	- non slip flooring in kitchen area

- area is cleaned/bins emptied regularly

- staff have access to cleaning items for dealing with spills




Emergency procedures: Immediate first aid assistance. Ensure all staff and visitors to the Department know how to contact Arts Centre First Aiders and / or security staff.

Assessment Review Date: 30th September 2010 OR if:
• The assessment is no longer valid

• There are significant changes in activities or facilities

• A related incident occurs

Signed Department Head: ……………………………………………….

Date: ……………………………………

Signed Responsible Director: ………………………………….

Date: ……………………………………






