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Who is it for?
•	 �All office staff
•	 �Particularly Managers, Supervisors, 

Team Leaders and Health and Safety 
Co-ordinators

Course at a glance
•	 �Health and Safety law and regulations, 

what it means to employer and 
employee

•	 �Housekeeping

•	 �Workplace regulations
•	 �First aid
•	 �Fire safety
•	 �Work at height in an office 	

environment
•	 �Control of Substances Hazardous	

to Health (COSHH)
•	 �Manual handling review
•	 �Electrical safety and PAT testing
•	 �Risk assessment
•	 �Course assessment and review

Health and Safety – 
Office Safety and Manual Handling
Course Code: CTO17

This course is appropriate for all office staff, but would be particularly beneficial 	
for Managers, Supervisors, Team Leaders and Health and Safety Co-ordinators. 	
It demonstrates the importance of good safety practices within the office and 	
explains basic preventative measures to avoid accidents and injuries.


