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AUSTRALIAN CATHOLIC UNIVERSITY




	OHS Workplace Inspection Checklist 

for Office Environments

	
	Campus:
	Faculty/School/Unit


	Inspection Site:

	Inspection Date:

	Workplace Inspection Team:

	Name:
	Name:

	1.
	5.

	2.
	6.

	3.
	7.

	4.
	8.


                    ( = Yes  X = No  NA = Not Applicable
	Office Safety and Ergonomics
	Y
	N
	NA
	Comments

	Desk and chair suitable for required tasks
	
	
	
	

	Chairs are easily adjustable (height and back rest)
	
	
	
	

	Footrests and document holders available (where required)
	
	
	
	

	Layout of work area is suitable for tasks and reduces bending / twisting / overreaching
	
	
	
	

	Adequate rest breaks taken during repetitive tasks or those tasks requiring sustained postures (typing / sitting etc)
	
	
	
	

	Heavy or frequently used items are stored at waist height
	
	
	
	

	Laptops only used for short periods or additional ergonomic equipment provided
	
	
	
	

	Persons protected from sharp objects 
	
	
	
	

	Free standing fittings (e.g. filing cabinets / bookcases) secure and stable
	
	
	
	

	All recommendations for workstation ergonomics are based upon Australian Standard AS 3590 - 1990 Screen based Workstations, part 2 “Workstation Furniture”.  (Refer to the following diagram to assist in interpretation of the following assessments)   
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	Height of work surface

· If fixed - 680mm to 720mm above floor level

· If adjustable - 580mm - 730mm above floor level
	
	
	
	

	Is the area of the work surface sufficient?
· Width - 1500mm min.

· Depth - 900mm min.
	
	
	
	

	Is there sufficient leg room?
· Width - 800mm min.

· Depth – 550mm min

· Height – 580mm min
	
	
	
	

	Can user get to workstation without impediment? (Check that the desktop is thin, chair arms are not in the way and there is clear legroom.)
	
	
	
	

	Viewing distance between eye and screen is between 400mm – 700mm (arm’s length)
	
	
	
	

	Is the screen located to prevent glare?
	
	
	
	

	When head is erect, the top of screen should be in line with the eyes.
	
	
	
	

	Are all often used items within easy reach? (They should be within normal arm reach with minimum trunk movement.)
	
	
	
	

	Are the user’s forearms parallel with the desktop or arched slightly downward? (This can be achieved by lowering the desk to suit the user, or, with a fixed – height desk, raising the chair)
	
	
	
	

	Is the keyboard detached from the screen to ensure a comfortable working position?
	
	
	
	


	Manual Handling Tasks (MH)
	Y
	N
	NA
	Comments

	Are there large, awkward or heavy objects to be handled?
	
	
	
	

	Easy access to frequently used items – stored between knee and shoulder
	
	
	
	

	Heavy items are stored at waist height
	
	
	
	

	Step ladders or step stools are used to access items stored on high shelves.
	
	
	
	

	Adequate space for use of appropriate manual handling techniques or mechanical aids
	
	
	
	

	Adequacy and serviceability of lifting devices / stacking aids / trolleys / handcarts etc
	
	
	
	

	Housekeeping
	Y
	N
	NA
	Comments

	Floors, including aisles, passageways and landings - clean and in good condition
	
	
	
	

	Access / egress points always kept clear
	
	
	
	

	Storage areas – obstruction free and tidy
	
	
	
	

	Work Areas – clean and tidy
	
	
	
	

	Tidiness - tea making / rest areas
	
	
	
	

	Waste disposal bins -  adequate and serviced
	
	
	
	

	Indoor Environment
	Y
	N
	NA
	Comments

	Ventilation / airflow is adequate
	
	
	
	

	Lighting suitable and adequate for tasks
	
	
	
	

	Glare levels satisfactory for tasks
	
	
	
	

	Temperature range comfortable
	
	
	
	

	No smoking policy maintained
	
	
	
	

	Noise levels meet standards
	
	
	
	

	Access / Egress
	Y
	N
	NA
	Comments

	Passageways - free from obstructions, electrical cords and other trip hazards
	
	
	
	

	Exits - accessible, signposted, adequately lit, not locked
	
	
	
	

	Adequacy of traffic flow
	
	
	
	

	Condition of floors, carpets, stair treads, handrails, landings, etc
	
	
	
	

	Fire Safety
	Y
	N
	NA
	Comments

	Fire equipment serviceability – inspected and tagged within last 6 months.
	
	
	
	

	Fire equipment adequacy – right type
	
	
	
	

	Fire equipment accessibility
	
	
	
	

	Storage of flammable materials 
	
	
	
	

	Fire escape facilities and evacuation plans and procedures in place
	
	
	
	

	First Aid and Hygiene
	Y
	N
	NA
	Comments

	First aid kit/s easily accessible and in prominent position
	
	
	
	

	First aid signage – clearly visible
	
	
	
	

	First Aid Kit is checked regularly and stocked with appropriate contents
	
	
	
	

	First Aid Officers identified and accessible.
	
	
	
	

	Treatment record card is in the kit and is used.
	
	
	
	

	Ablutions - adequacy
	
	
	
	

	Supply of running water, soap, towels, etc
	
	
	
	

	Area for clothing storage (if required)
	
	
	
	

	Emergency Procedures
	Y
	N
	NA
	Comments

	Site emergency plan readily available
	
	
	
	

	Warden contact details readily available
	
	
	
	

	Emergency checklists readily available (bomb-threat, chemical, radiation etc)
	
	
	
	

	Emergency evacuations / drills practiced at least once per annum
	
	
	
	

	Emergency equipment available and accessible e.g. eye wash bottles or deluge showers
	
	
	
	

	Audibility of sirens and alarm signals
	
	
	
	

	Electrical Safety
	Y
	N
	NA
	Comments

	Serviceable light fittings
	
	
	
	

	Serviceable power outlets
	
	
	
	

	Adequacy of power outlets (quantity and rating)
	
	
	
	

	No double adaptors, or piggybacking
	
	
	
	

	Power leads, extension cords and power boards are in good working order.
	
	
	
	

	Electrical equipment tested and tagged or risk assessment indicating test / tag not required
	
	
	
	

	Office Equipment
	Y
	N
	NA
	Comments

	Equipment is in good condition & serviceable
	
	
	
	

	Instruction and training provided for use of machines
	
	
	
	

	Step ladders / step stools etc – suitable and serviceable
	
	
	
	

	Storage Areas
	Y
	N
	NA
	Comments

	Accessible and free of obstructions
	
	
	
	

	Storage is safe, orderly and secure so items cannot fall
	
	
	
	

	Safe retrieval possible
	
	
	
	


	Inspection Team Leader/Representative
	Signature

	
	

	Site Representative
	Signature

	
	


Remedial Action Statement Report
	Identified Risk
	Action to be Taken
	By Whom
	Target Date
	Date Completed
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Copies:





Site Manager or their Representative


Campus OHS Committee Chair (for tabling at next OHS Committee Meeting)


Manager, Campus Operations


Campus Human Resoures Consultant
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