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FOREWORD OF THE SERIES

Many people believe that occupational health problems only occur in

factories and offices are comfortable and generally healthy. This is not

so.  There are various health risks which, if left unattended, may cause

discomfort and injury to staff.

To control the health risks in the office effectively, the employer should:

conduct health risk assessments to identify hazards and evaluate

the extent of workplace risks;

develop control measures;

take necessary remedial action against hazards;

review the effectiveness of the remedial actions.

These steps are not complicated and they can ensure the health of the

staff, increase morale and productivity if carried out properly.

The Labour Department has published a series of pamphlets entitled

Simple Guide to Health Risk Assessment: Office Environment Series.

They offer practical guidance to help employers assess the risks in their

premises and take remedial actions to safeguard the workers.

Each issue in the series is written on a simple activity commonly

encountered in the office and associated health risks. Readers can select

the appropriate issue relevant to the activity. Each guide contains one or

more checklists to assess the health risks related to each activity. After

going through the checklists, readers can evaluate the health risks of

their work and solve the problems by making reference to the solutions

provided in each guide.

Employers may find these guides useful for many common situations.

For complicated conditions employers may need to seek further

assistance from experts.



 3   INTRODUCTION & HOUSEKEEPING

This guide is intended to help employers and employees
assess the health risks associated with housekeeping in
their workplace. Such assessments can be no more than
an examination of what, in the course of work, could
possibly cause harm to people. By following the guide, you
may identify hazards, the degree of risk and the possible
solutions.

HOUSEKEEPING

Housekeeping refers to day-to-day cleanliness, tidiness and good order

in all parts of the office.  Good housekeeping provides a clean and

pleasant working environment.  It also helps prevent accidents in the

workplace and aids the efficient operation of the office.  Good

housekeeping can usually be achieved by routine cleaning of the

premises, proper storage of materials, periodic disposal of rubbish, regular

maintenance of facilities and full staff co-operation.

A clean and t idy workplace

increases our working efficiency

and morale

The corridor of the office

should always be kept clear of

obstructions
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RISK ASSESSMENT

The following checklist is designed to help you assess the health risks in

your workplace.  Answer all the questions and if your answer(s) is the

same as that indicating “potential hazards”, there are deficiencies in the

safety system or there are situations that can cause health hazards/

accidents.  You are advised to go through the guidance materials

presented in the following sections and apply suitable solutions to eliminate

or reduce the health hazards.  Should you get matched answers in

question 3,5,7,10,12 or 15, the health risks could be imminent and may

require immediate remedial actions.

The checklist may not cover all the situations in your workplace.  You are

free to add more or modify the questions to suit your specific needs.
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 Answers indicating

potential hazards

General Cleanliness

1. Are there daily cleaning activities in your office?

2. Are all litter-bins emptied daily?

3. Is spillage or litter generally found on the floor?

4. Is decayed food or plant material left in the office?

5. Are insects and pests often found in the office?

6. Is a visible dust layer found on furniture, walls,
windows or lighting fixtures?

7. Is there any mould growing on walls or furniture?

8. Is the storage room cleaned at least once a year?

Storage

9. Is there a designated storage area for documents,
machinery and goods?

10. Are documents, machinery and goods placed
at locations that are easily accessible and without
causing obstruction to the staff?

11. Are there any documents, machinery or goods
placed in a way that are difficult to handle?

Space Occupancy

12. Is the working area overcrowded?

Maintenance

13. Does the company have a schedule to dispose of
obsolete or waste materials?

14. Is there any defective machinery or furniture that has
not been attended to for more than a year?

15. Are there any people who have clear responsibilities
for housekeeping and maintenance of the office?

No

No

Yes

Yes

Yes

Yes

Yes

No

No

No

Yes

Yes

No

Yes

No
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General Cleanliness

1. Daily cleaning of your office is the most basic way of maintaining
a hygienic workplace.

Set up a programme of routine cleaning.

Ensure cleaning work is performed as scheduled.

PROBLEMS & SOLUTIONS

 Clean the office regularly

2. Accumulated litter encourages germs to breed. Furthermore,
some litter can give off bad smells.

Empty litter-bins at least once daily, and preferrably before
the end of the working day.
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Other Titles in the Office
Environment Series

1. Introduction and Housekeeping

2. Lighting in Offices

3. Photocopying

4. Ventilation

5. Office Workstation Design

6. Use of Chemicals

7. Manual Handling

THIS GUIDE IS
The Labour Department's contribution towards safety and health - a shared responsibility

- and the Department's endeavour to serve the community.
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