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	Location of home worksite:
	

	Name:
	

	Position:
	

	Assessed  by:
	

	Date:
	
	
	


[image: image2.emf]                   RISK ASSESSMENT MATRIX

WORKSITE
	Item
	Yes/No or N/A
	Risk
	Action required

	Housekeeping
	
	
	

	Is the home work area easily accessible?
	y
	
	

	Are floor surfaces free from trip and slip hazards including cords, bags, boxes etc?
	
	
	

	Are smoke alarms fitted?
	
	
	

	Is a suitable fully stocked home first aid kit available?
	
	
	

	Are emergency contact details displayed near telephones?
	
	
	

	Is their clear access to those items frequently used (i.e. printers)?
	
	
	

	Lighting
	
	
	

	Is there sufficient lighting for performing the task?
	
	
	

	Is a desk lamp available if required?
	
	
	

	Storage
	
	
	

	Is sufficient storage available for the work being done at home?
	
	
	

	Are materials stored at home easily accessible?
	
	
	

	Are materials stored at home secure?
	
	
	

	Electrical
	
	
	

	Is all electrical equipment to be used correctly installed?
	
	
	

	Are all switches and electrical cords in good order (i.e. not frayed)?
	
	
	

	Has electrical equipment been tested and tagged?
	
	
	

	Are extension leads positioned to avoid the risk of tripping or potentially damaging the lead?
	
	
	

	Are their sufficient power points available?
	
	
	

	Manual Handling
	
	
	

	Have manual handling tasks been assessed? (Refer to manual handling risk assessments on www.employmentrelations.catholic.org.au)
	
	
	

	Will the work involve any lifting or other manual handling activity that poses the worker any concerns?
	
	
	

	Environment
	
	
	

	Is the work area at a comfortable temperature for the worker?
	
	
	

	Is the ventilation air circulation adequate?
	
	
	

	Do sound levels allow conversation and other communication without significant effort?
	
	
	

	Systems
	
	
	

	Does the worker have some involvement and control over the work process?
	
	
	

	Have work processes been established for the work to be done at home?
	
	
	

	Is there good communication between the worker and their Supervisor/Manager?
	
	
	

	Has the worker been made aware of the process for reporting and investigation of accidents/incidents while working at home?
	
	
	

	Are systems in place to ensure confidentiality of information/material?
	
	
	

	Other (list any other hazards identified)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


WORKSTATION
	Item
	Yes/No or N/A
	Risk
	Action required

	Layout
	
	
	

	Are all frequently used accessories such as telephones, mouse, etc located within easy reach (without having to lean, bend or twist the body to obtain)?
	
	
	

	Desk
	
	
	

	Is the desk height between 680 and 735mm (for a fixed height desk)
	
	
	

	Is there enough room on the desk to complete computer and writing tasks?
	
	
	

	Is the worker able to sit as close as possible to the desk with no impediments?
	
	
	

	Chair
	
	
	

	Does the chair have a stable five star base?
	
	
	

	When shoulders are relaxed and elbows are by the side and at 90 degrees, are the forearms positioned:

· Just above the desk surface for keying tasks? (fig 1)
· Just on the desk surface for writing tasks?

· Are thighs now parallel to the floor when feet are flat on the ground or on footrest? (fig 2)
	
	
	

	Is the height of the backrest adjusted so the lumbar support of the chair is positioned in the curve of the lower back?
	
	
	

	Is the backrest angle adjusted so that when seated, the backrest is against the workers back and touching the shoulder blades?
	
	
	

	When seated is the chair, are there 2-3 finger spaces between the back of the workers knee and the edge of the seat?
	
	
	

	Keyboard and Mouse
	
	
	

	Is the centre of the alphabetical section of the keyboard positioned directly in front of the user and the computer screen?
	
	
	

	Is there enough room between the keyboard and the edge of the desk to rest the wrists whilst not typing?
	
	
	

	Are wrists elevated off the desk while typing?
	
	
	

	Is the keyboard close enough to allow elbows to remain directly under shoulders?
	
	
	

	Are wrists in a “neutral” position when using keyboard or mouse? (i.e. not angled upwards or downwards)
	
	
	

	Is mouse at the same level as the keyboard and close enough so that elbows remain under shoulders?
	
	
	

	Is the mouse moved using the shoulder as the pivot and not the wrist?
	
	
	

	Monitor
	
	
	

	Is the monitor positions approximately one arms length away?
	
	
	

	Is the top of the screen positioned at eye level?(fig 3)
	
	
	

	Is the monitor positioned at right angles to light sources (e.g. windows) and free from glare?
	
	
	

	Phone and Documents
	
	
	

	Is there an adequate holder or support for documents?
	
	
	

	Can the user easily adjust the document holder height, distance and angle?
	
	
	

	Is the document holder in a position that does not require the user to rotate the head and neck for long duration?
	
	
	

	Other (list any other hazards identified)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Assessor Comments:

Supervisor/Manager Section

Comments:

Control measures implemented?




( Yes  ( No
__________________________





Worker’s Signature







Date:    /    /    

__________________________





Supervisor’s/Manager’s Signature





Date:    /    /    

Note: Completed checklists should be filed with working from home agreements in the worker’s personnel file.
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        Fig 1:  Position of thighs        
   Fig 2:  Position of forearms            
 Fig 3:  Position of PC
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