	[image: image1.png]U

Q S
N\ 7z,
Z ]

Pi N
ER s NO

AUSTRALIA




	The University of

Southern Queensland


	USQSafe

Enquiries: (07) 4631 2520

Facsimile: (07) 4631 2829


[image: image2.png]



	RISK ASSESSMENT CHECKLIST

	Please answer each question and place a tick in the Yes or No column.



	
	Yes
	No

	Duties

	Not all jobs can be carried out safely in a home environment.

	1.   Are the work duties suitable to be carried out from home?
	
	

	Comments: (if applicable)



	Workstation & Equipment

	A well designed workstation can help minimise hazards and improve efficiency.

	1.   Has the workstation & equipment been properly installed?
	
	

	2.   Is the employee’s desk of a right height? 
	
	

	3.   Is the employee’s chair comfortable and appropriate to the task?
	
	

	4.   Are the keyboard, screen, document holder and mouse set up correctly?
	
	

	Note: Please refer to Appendix 1 for appropriate set up measurements.

	Comments: (if applicable)


	Work Environment

	Noise

Excessive noise can contribute to stress and may result in physical and mental fatigue.

	1.   During working hours, is noise generally excessive, disruptive or distracting?
	
	

	Comments: (if applicable)


	Lighting

Lighting can affect comfort, health, safety, efficiency and behaviour.

	1.   Can the employee easily see the task they are working on?
	
	

	2.   Are there shadows on the work surface?
	
	

	Comments: (if applicable)


	
	Yes
	No

	Electrical Safety

	1.   Is the employees electrical equipment tested and tagged as required?
	
	

	2.   Is the employees electrical equipment free from obvious external damage?
	
	

	3.   Are there sufficient power points to avoid overloading the circuits?
	
	

	4.   Are connectors, plugs and outlet sockets in good condition?
	
	

	Note: Double adaptors and piggy back plugs are illegal in the workplace

	Comments: (if applicable)


	Housekeeping

	Housekeeping is an important tool in preventing fires and slip or trip incidents.

	1.   Is the work area of sufficient size for the performance of the work?

     (approx 2.3 m2 of unencumbered space.)
	
	

	2.   Are the passage ways free from slip/ trip hazards?
	
	

	Comments: (if applicable)


	Manual Handling (if relevant)

	1. Can an upright, forward facing position be adopted for the work?
	
	

	2. Is there a need to adopt awkward postures for long periods?
	
	

	3. Are the loads an employee may need to carry, within their capacity?
	
	

	Comments: (if applicable)


	Emergency Procedures

	1.  Are exits from the work area kept clear?
	
	

	2.  Are emergency telephone numbers such as Police, Ambulance, Fire Brigade and the nearest Hospital on hand?
	
	

	3.  Is there a smoke alarm in the work area?
	
	

	Comments: (if applicable)


	First Aid Requirements

	Every workplace must have First Aid equipment and facilities readily available for use. The minimum requirement is a basic First Aid kit.

Note: See Appendix 2 for information on First Aid kits.

	1. Are relevant First Aid supplies available?
	
	

	Comments: (if applicable)



Employee Name: _____________________________ Signature: ______________________________  Date:  ___/___/___

Approved by Category 3 or 4 Delegate:  _________________________________________________  Date:  ___/___/___

Working From Home








