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COMPASS GROUP UK & IRELAND – RISK ASSESSMENT


	Ref. OFF 03
	Task/Activity: Working In Post Rooms
	Assessment date:

	Unit No: 
	Unit name/location: 
	Assessed by:

	Hazard
	Safety Risk
	Safe System of Work / Control Measures

	Manual handling

Suspicious packages
	Back and muscle strain

Contact with harmful substances and objects.

Paper cuts
	· Post room tasks only to be carried out by trained staff, including dealing with suspicious packages.

· Do not overfill postal sacks beyond personal capability.

· Do not overload postal trolleys.

· Where possible, avoid lifting trolleys up steps. If not possible, obtain assistance.

· If any mail or package is suspicious or demonstrates any of the following examples of characteristics it should be left alone, people stopped from approaching near to it and the emergency procedure implemented: 

· Greasy marks or oil stains which may indicate explosive contents; 

· Smell of almonds or marzipan, which indicates explosives; 

· Protruding wires; 

· Any trace of powder or suspicious foreign object.

· Where duties include opening letters and packages, this should be done using a letter opener or safety parcel knife and not by hand.

· Implement the Safe System of Work/Control Measures in the Trolleys, Sack Trucks etc Risk Assessment, Ref. No. COM 13 and manual handling safety precautions when carrying or transporting equipment and packages.



	Who may be affected by the task/activity?

(Tick all applicable boxes)
	
	

	Compass employees/Agency staff
	
	
	

	Customers / Client staff
	
	
	

	Visitors / Members of the Public
	
	
	

	Maintenance personnel
	
	
	

	Delivery personnel
	
	
	

	Other (specify below)


	
	
	

	IMPORTANT - This risk assessment should be reviewed every 3 years, or whenever there is a significant change in the task or activity and following any accident or incident involving this task or activity. This risk assessment must be retained for a period of 6 years.
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