WH&S Checklist


Prior to completing this Checklist please refer to the Workplace Health & Safety Policy and Procedures to ensure the effective use of the document.

Completion of this form by the WHSO involves confirmation that all material WH&S risks are being effectively managed / controlled / minimised within the business.  This checklist has been developed for a small to medium sized office environment, with no or minimal manual handling, no hazardous or high risk processes undertaken in the workplace and no hazardous materials used or stored at the workplace.
Period Ended
     /     
Name and Title
     

Signature
     
Date
       /         /       
	WH&S Question
	Explanation / Indicators of Compliance
	Comments

	Is there a person who acts as a management representative for health and safety issues (as required by legislation)?
	Most state WH&S legislation mandates this for businesses with more than 20 staff.

WHSO role allocated on Organisation Chart


	 FORMDROPDOWN 
      

	Do we communicate with employees and are they closely involved with safety in our business?
	Staff are actively involved and engaged in:

changes to the work area or equipment,

purchasing new equipment, 

planning new jobs, 

review of how jobs are performed,

 manual handling reviews
	 FORMDROPDOWN 
      

	Does everyone in the business know how to report safety hazards?
	Staff have access to Organisation Chart
	 FORMDROPDOWN 
      

	Before using new equipment, do staff check to make sure all health and safety requirements have been considered?
	· 
	 FORMDROPDOWN 
      

	Are employees trained in the use of any new equipment?
	· 
	 FORMDROPDOWN 
      

	Is the ability to work safely always checked before hiring any contractors or other services?
	· 
	 FORMDROPDOWN 
      

	Before contractors begin work, are the health and safety aspects of the job discussed and plans to work safely agreed to?
	· 
	 FORMDROPDOWN 
      

	Before they start work, do all employees and contractors receive information to keep them safe? E.g. emergency and first aid, where to report problems, information about dangers.
	· 
	 FORMDROPDOWN 
      

	Are there clear instructions (written where possible) so that tasks can be performed safely?
	· 
	 FORMDROPDOWN 
      

	Do we monitor that our employees and any contractors are working safely, even if they are off site or travelling?
	· 
	 FORMDROPDOWN 
      

	Do all team leaders and supervisors know what to do to keep their workers safe?
	Hazards, work planning


	 FORMDROPDOWN 
      

	Do we make sure workloads are not causing employees too much stress and fatigue?
	
	 FORMDROPDOWN 
      

	Is the workplace clean and tidy?
	Routine for cleaning, emptying rubbish bins and other rubbish removal
	 FORMDROPDOWN 
      

	Is there good storage for equipment and stock?
	 lifting between knees and shoulders only
storage boxes easy to handle,
easy access for people and equipment,

shelf racks in good condition
	 FORMDROPDOWN 
      

	Have we checked to make sure nothing can fall onto people?
	· 
	 FORMDROPDOWN 
      

	Have we made sure that there are no sharp edges or objects sticking out that could harm people?
	· 
	 FORMDROPDOWN 
      

	Is there enough light for employees to perform tasks safely without eye strain or glare?
	· 
	 FORMDROPDOWN 
      

	Is there enough fresh incoming air and ventilation to ensure good air quality?              Is air filtered if necessary?
	· 
	 FORMDROPDOWN 
      

	Is the workplace working temperature comfortable?
	· 
	 FORMDROPDOWN 
      

	Are toilets, rest and eating areas of a good standard?
	
	 FORMDROPDOWN 
      

	Are walkways and stairways always clear and safe?
	steps and handrails safely in place, anti-slip treads
	 FORMDROPDOWN 
      

	Have we made sure people cannot slip or trip when they move around?
	oil, grease, water


	 FORMDROPDOWN 
      

	Is it easy to get in and out of the buildings safely?
	exits are clearly marked and not blocked


	 FORMDROPDOWN 
      

	Is equipment regularly maintained (in accordance with manufacturer’s instructions)
	
	 FORMDROPDOWN 
      

	Is unsafe or faulty equipment always reported immediately?
	
	 FORMDROPDOWN 
      

	Is unsafe or faulty equipment kept out of use until fixed?
	
	 FORMDROPDOWN 
      

	Are health and safety risks considered before modification or alteration of any equipment?
	
	 FORMDROPDOWN 
      

	Has action been taken to address the safety issues discussed to prevent injury? Have employees who are working off site or alone been considered?
	
	 FORMDROPDOWN 
      

	Have we made sure that our business cannot affect the safety of other people who enter or move into the vicinity of our workplace?
	clients, visitors, delivery and service personnel
	 FORMDROPDOWN 
      

	Are our employees protected from others with abusive or dangerous behaviour?
	through customer service standards and training, security, back-up personnel


	 FORMDROPDOWN 
      

	Has training been provided to all necessary employees on:

How to recognise hazardous manual handling

How to do risk assessments, and 

How to find effective solutions
	· 
	 FORMDROPDOWN 
      

	Have we listed all tasks involving hazardous manual handling and decided on realistic timeframes to carry out a risk assessment?
	· 
	 FORMDROPDOWN 
      

	Have our risk assessments taken into account posture, movement, duration and frequency?
	· 
	 FORMDROPDOWN 
      

	Have we identified solutions to hazardous manual handling problems by considering improvements to the work area, the system of work, the object/s being handled and the equipment to do the task?
	· 
	 FORMDROPDOWN 
      

	Have we considered whether there are mechanical aids which could be introduced to assist the process and make work easier and safer?
	· 
	 FORMDROPDOWN 
      

	If we have not been able to adopt the last two measures, have we provided information, training and instruction to ensure the safety of our employees?
	· 
	 FORMDROPDOWN 
      

	Are we sure there are no broken electrical plugs, sockets or switches?
	· 
	 FORMDROPDOWN 
      

	Have we made sure there are no leads on floors or multiple plug adaptors in use?
	· 
	 FORMDROPDOWN 
      

	Have electrical leads and power boards been checked and tagged as safe?
	· 
	 FORMDROPDOWN 
      

	Are there procedures to cover safety of employees, anyone with mobility difficulties, visitors and clients in the event of an emergency?  
	e.g. fire, explosion, flood, medical emergency, robbery and hold-up
	 FORMDROPDOWN 
      

	Have those in charge or responsible for special duties during emergencies been appointed and trained?
	· 
	 FORMDROPDOWN 
      

	Are exit and assembly points easy to get to?
	· 
	 FORMDROPDOWN 
      

	Are evacuation plans on display in a prominent area?
	· 
	 FORMDROPDOWN 
      

	Do exit doors open easily from inside?
	· 
	 FORMDROPDOWN 
      

	Have all employees practised emergency procedures?
	· 
	 FORMDROPDOWN 
      

	Is all emergency equipment in place and working? e.g. smoke or heat detectors, sprinkler systems, fire extinguishers, duress and other alarms, emergency lighting, fire doors
	· 
	 FORMDROPDOWN 
      

	Do we understand the requirement to notify our state WorkCover Authority immediately in the event of a serious injury or incident?
	· 
	 FORMDROPDOWN 
      

	Have possible types of injuries been considered?
	· 
	 FORMDROPDOWN 
      

	Are first aid supplies and trained first aid officers easily accessible to all employees and can equipment and first aid officers cope with all possible types of injuries?
	· 
	 FORMDROPDOWN 
      

	Do we keep records of any first aid provided?
	· 
	 FORMDROPDOWN 
      

	Is a register of injuries kept in the format required by the Accident Compensation Act 1985 and is it available to all employees? 
	i.e. name of injured worker, worker’s age, worker’s marital status, worker’s address, time and date of occurrence of injury, cause of injury, nature of injury, date of entry
	 FORMDROPDOWN 
      

	Are workers sent a letter or note to inform them that our business has received their injury or illness report?
	· 
	 FORMDROPDOWN 
      

	Do we have an “If you are injured” poster displayed in an area accessible to all staff?
	· 
	 FORMDROPDOWN 
      

	When something goes wrong, are the causes looked into and actions taken to prevent recurrence, even after reports of pain, strain or sprain?
	· 
	 FORMDROPDOWN 
      

	Do we have a current WorkCover policy (where required) based on correct remuneration levels?
	· 
	 FORMDROPDOWN 
      

	Are all workers aware of the workers’ compensation and rehabilitation process in this business?
	· 
	 FORMDROPDOWN 
      

	Do we know when we must appoint a return to work coordinator and have we done so when appropriate?
	· 
	 FORMDROPDOWN 
      

	Is there a return to work plan for all workers receiving workers’ compensation (if off work for more than 20 days)?
	· 
	 FORMDROPDOWN 
      

	Are claims lodged in the required timeframes?
	· 
	 FORMDROPDOWN 
      

	Do we have access to an approved rehabilitation provider for use if needed?
	· 
	 FORMDROPDOWN 
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