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O�ce Safety: A Guide to Compliance

Health & safety is something which should be a priority in every o�ce as employers have
a duty of care to ensure the safety of all employees and visitors.

This guide will help you by explaining compliance legislation for the following areas:
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When the weather changes, the temperature alters too. This is proven to have an e�ect on
workers, particularly those working in a busy o�ce environment.

It is advised that employers:

Temperature

ALWAYS
Ensure a suitable amount of air enters the workplace

Ensure windows are easily opened

Have fans and air-conditioning available

Ensure there are blinds present to shade workers from the sun

Ensure air-conditioning units are in good working order

Regularly service air-conditioning units

NEVER
Allow employees to work in temperatures below 16 degrees

Allow employees to work in excessively hot temperatures

Tip: Install a good air-conditioning unit - they work for both hot
and cold conditions. Also consider taking out a contract to have it
serviced regularly.

What we can do to help...

With our new air conditioning repair &
installation service, we can o�er you:

        Knowledgable customer service
        advisors
 
        Nationwide coverage

        Over 20 years experience

        Free no-obligation quotes

        High-quality servicing

        Competitive rates
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A large number of studies show that work can contribute to good health by showing that
working can boost our self-esteem by way of companionship and challenging our
psychological capabilities.

It is advised that employers:

Health & Wellbeing

ALWAYS
O�er incentives for meeting big deadlines

Respect, coach and develop workers

Lead by example

Give credit to workers where it’s due

Encourage workers to have fun at work

Communicate e�ciently

NEVER
Take sta� for granted

Be negative

Gossip

Tip: Ensure the health and wellbeing of your sta� is at the top of
your priority list - happy sta� equals high productivity.



For more o�ce related tips and guides visit
www.direct365.co.uk/office-space

0800 612 9288
Local Rate Call | Nationwide Service

Most jobs can be very monotonous at times, especially in an o�ce however much you
might enjoy it, which is why workers must be given su�cient breaks.

Employees are legally entitled to the following rest breaks:

AWAY FROM WORK
11 consecutive hours a day (minimum)

24 consecutive hours per week or 48 consecutive hours

per fortnight

Tip: Make sure employees working 6 hours receive a 20 minute
break and further breaks wherever possible. Ensure workers rest
for 11 consecutive hours after each working day plus a further 24
consecutive hours each week.

WHILST AT WORK
20 minutes if working more than 6 hours a day

Rest Breaks

What we can do to help...

We have a vast range of water coolers which can
help make rest breaks at work more relaxing for
your employees. This service o�ers:

        A tailored service to fit your business needs
 
        Nationwide coverage

        Industry specialists

        Free no-obligation quotes

        High-quality servicing

        Competitive rates
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Smoking in public places has been illegal for years, and the penalty for ignoring this legistlation
can be quite substantial.

Both employees and employers can be fined.

Workers are not permitted to smoke in enclosed work premises or shared commerical
vehicles. Sta� smoking rooms are now obsolete and smokers must go outside.

The only business where smoking is permitted is in smoking rooms within residential
care homes - these rooms must be well-ventilated and smoke must not travel to other
rooms or the same penalties will occur.

Smoking

EMPLOYEES
Up to £200 in England for smoking in the workplace

£50 in Scotland for smoking in the workplace

Tip: Ensure appropriate signage is displayed in all the relevant
places throughout your business and sta� are aware of legistlation.

EMPLOYER
Upto £2,500 for knowingly allowing workers to smoke in the workplace

£1,000 for not displaying su�cient ‘no smoking’ signage

What we can do to help...

We can o�er you competitive prices on:

        Cigarette bins & ashtrays

        Compliance signage
 
        Fire extinguishers

        Air freshening
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Flexible working is still somewhat a new concept; however, all workers with 26 weeks
service or more are entitled to flexible starting and finishing times.

Employees also have the right to job-sharing arrangements and working from home;
however, workers must apply in writing to their employer.

Tip: Encourage flexible working - employees find it very desirable
in a job.

Flexible Hours
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By law, every employer is responsible for fire safety in the workplace, meaning that they
have a duty of care to ensure there have been adequate risk assessments carried out prior
to allowing the workforce to enter commercial premises.

EVACUATION
A suitable emergency strategy must be in place

Every organisation must have a designated Fire Warden

Tip: Make sure there is a suitable well planned fire evacuation strategy
in place and that there is always a responsible person during working
hours.

Fire Safety

FIRE WARDENS
Fire Wardens must be appointed for each day

Suitable replacements must be organised in the

absence of the appointed Fire Warden

What we can do to help...

We can o�er you competitive prices on:

        Fire extinguishers & blankets

        Fire alarm testing & servicing

        Smoke & carbon monoxide alarms

        Safety signage
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With developing technologies like the internet, the use of display screen equipment has
quickly become an everyday task for a lot of workers, and each of these people are currently
exposed to harm. 

As stated in the Health and Safety (Display Screen Equipment) Regulations 1992, each and
every employer has a duty of care to ensure that workstations have been analysed for risks
and to ensure that the correct measures of control are in place to help avoid RSI or digital
eye strain.

Tip: Be sure to comply with the above and stay attentive to your
employees’ needs.

DSE

EMPLOYERS MUST
Ensure screens are large enough for users to do their work

Ensure there is an adequate amount of desk space for workers

Ensure screen brightness and contrast is adjustable

Ensure screens are also adjustable by height and angle

Have a suitable solution for screen glare

Ensure chairs are comfortable and have adequate back support

Issue footrests to workers unable to rest their feet on the ground
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First aid is an essential role in any workplace as many employees are unknowingly at risk
of accidents every day. During the period of 2014/15, 142 workers were killed at work, and
611,000 injuries occurring in the workplace. Knowing how to respond to an incident may
result in faster treatment which really can be the di�erence between life and death.

Tip: Be sure to have a well-stocked first-aid kit with appropriate
contents, ensure you always have a responsible first-aider during
working hours, and always inform your sta� of the first-aid
arrangements.

First Aid

SMALL OFFICES
Low-risk workplaces must have a suitabley stocked first-aid kit

Employers must provide information about first-aid arrangements

to their employees

A responsible person must be appointed to take charge of first-aid

arrangements

LARGE OFFICES
High-risk workplaces must have a trained first-aider in-house at

all times

Employers must inform all employees of the first-aid arrangements

Defibrillators are optional but highly recommended, as they boost

the chances of survival by as much as 50%

What we can do to help...

We can o�er you competitive prices on:

        Defibrillators

        First aid kits

        Disposable gloves

        Accident report books

        Safety signage

        PPE essentials

        First aid & defibrillator training

        Equipment testing & calibration
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The Health and Safety at Work Act 1974 states that employers must ensure the health and
safety of all employees and anyone a�ected by their work. Currently, slips, trips and falls
are the most common cause of injury in the workplace with almost 200,000 injury’s leading
to over 3 days absence from work. Not only this, the current fatality rate is 1 in 200,000.

Tip: Be sure to comply with the above and stay attentive to your
employees’ needs.

Trips, Slips & Falls

EMPLOYERS MUST
Assess the level of risk and find a way to control slip and trip risks

Where neccessarry, take appropriate action to address risks

Ensure all floors are suitable, in good condition, and free from

obstructions

What we can do to help...

We can o�er you competitive prices on:

        Defibrillators

        First aid kits

        Disposable gloves

        Accident report books

        Safety signage

        PPE essentials

        First aid & defibrillator training

        Equipment testing & calibration
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Risk management is a mandatory requirement by law. Legislation states that when employing
5 or more employees, employers must keep records of their risk assessments and findings.

Employers are expected to:

Tip: Prevent incidents by carefully, and regularly, assessing the potential risks in your
workplace – be sure to not overlook the smaller risks as well such as hot co�ee spills.

Risk Management

ALWAYS
Avoid risks by way of risk assessment and eliminating the threat

Evaluate unavoidable risks and ensure their containment

Adapt the work to the individual

Reduce the volume of monotonous work

Provide more frequent rest breaks

Acclimatise to technical advancement

Ensure a clear and precise prevention policy is in place - this must

cover technology, organisation of work, working conditions, social

relationships and the influence of factors relating to the workplace

Ensure workers are given appropriate instruction where required

What we can do to help...

We can o�er you competitive prices on:

        Safety testing

        Gas servicing

        Asbestos removal

        Waste collection

        Legionella testing

        Secure record management

        PPE essentials
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On the 1st October 2013, the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations were revised and RIDDOR 2013 came into force.

Employers are expected to keep records of work-related incidents with the potential to
cause harm.

Tip: Keep a file of all incident reports and back them up with a
spreadsheet.

Incident Reporting

What we can do to help...

We can o�er you competitive prices on:

        Incident reporting books

        Secure record management

        Confidential waste disposal

        First aid kits


