Pre-Purchase OHS Checklist


Last Update: 9 September 2019

Owner: Health, Wellbeing and Safety (HR)

	Proposed Purchase:


	

	User Group or Group Exposed or Affected:
	
	Have they been consulted?
	

	Date:
	

	Assessor (Purchaser):
	


	Purchase Sign Off
Note responsibilities, timelines and other documentation
	Yes/No
	Further guidance 

	Have the users been consulted to ensure its suitability?
	
	· OHS Manual: Staff Consultation and Representation
· OHS Consultation for Managers

	Is a formal Risk Assessment required by the user before or after purchase?  
	
	There are a range of risk assessment templates in each topic under the Safe Work Environment section of the OHS Manual. In addition the OHS Risk Management Guidelines include general risk assessment templates.

	What are the hazards involved?
	
	See Hazards and Specific OHS Considerations below

	Have you identified any legislative requirements including AS/NZS Standards that apply to this purchase ? If so, how is it verified?  If Yes list all legislation, standards and codes of practice.
	
	

	How will the purchase help manage the risks?


	
	Are instruction manuals and/or information about safe use available?

	Have control measures been considered to reduce hazards
	
	See Control Measures below

	Is a Safe Work Procedure (SWP) required?
	
	

	Will users require training and instruction? Who will provide this?
	
	

	Is there any group or individuals that will need special arrangements in connection with the use of the purchase? If so summarise
	
	

	Are special storage arrangements required? If so note:
	
	

	Are there hazards associated with the installation or first use of the purchase? If so note:
	
	

	Are there hazards associated with the maintenance or support of the purchase? If so note:
	
	

	Are there special testing or monitoring requirements associated with the use of the purchase? If so note:
	
	

	Are there hazards associated with the disposal of or waste from the purchase? If so note:
	
	

	Is the supplier or manufacturer providing training and / or support? If so, note.
	
	

	Will the contractor or the supplier set up the purchase or otherwise need to come on site? If so, what induction arrangements have made?
	
	


	Specific OHS Consideration

	 Item 
	OHS considerations 
	Further guidance 

	Chemicals: 
Science labs, 

Cleaning chemicals etc 
	· Has the Material Safety Data Sheet (MSDS) been obtained and reviewed?

· Will the item create fumes/vapours that need to be controlled? 

· Does the workplace have suitable storage facilities for the chemical/s? (e.g. flammable goods cabinets) 
· Is it a chemical of security concern?

· Is it a scheduled poison?
	· AS/NZS 1596:The storage and handling of LPG gas 
· AS 1940:The storage and handling of flammable and combustible liquids 
· AS 3780:The storage and handling of corrosive substances 
· AS/NZS: The storage and handling of toxic substances 
· AS/NZS 4681 The storage and handling of Class 9 (miscellaneous) dangerous goods and articles 
· Chemical safety 

	Electrical and powered Equipment: 
 
	· Can the supplier provide written confirmation that the item has been electrically tested? (if applicable) 

· What is the operating noise level (less than 85 dBA (tested?)

· Is a risk assessment required for the plant installation and testing?
· What manual handling or ergonomic issues need to be considered e.g. is a forklift required? Pallet-Jack? Accessing the equipment?
· Will the equipment require periodic inspection and maintenance (other than testing and tagging)? 

· How will the equipment be maintained and by whom? 

· Does the item need to be added to the Electrical Equipment Register? 

· Is design registration or notification required?

· Is registration or licensing required?
· Are training, work practice and supervision changes required ? If yes identify the requirements

· Has workplace layout, access and storage been considered ?
	· AS/NZS 3000: Electrical installations 
· AS/NZS 3100: Approval and test specification 
· AS/NZS 3350.1: Safety of household and similar electrical appliances – General requirements 
· AS/NZS 3760: In service safety inspection and testing of electrical equipment 
· AS/NZS 60950: Safety of information technology equipment 
· Plant safety 
· Electrical safety


	General Equipment: 
Hand held power tools etc 
	· Can the supplier provide written confirmation that the item has been electrically tested? (if applicable) 

· What is the operating noise level (less than 85 dBA (tested?)

· Will the equipment require periodic inspection and maintenance? 

· Is PPE required for the use of the equipment? 

· How will the equipment be maintained and by whom? 
	· AS 1674.1-2 Series: Safety in welding and allied processes 

· AS 4289: Oxygen and acetylene gas reticulation systems 

· AS 4603: Flashback arresters – safety devices for use with fuel gases, oxygen or compressed air 

· AS 4024 Series- Safeguarding of machinery 

· AS1473. 1-7 Series: Wood processing machinery 

· AS/NZS 3160: Approval and test specification – Hand held portable electrical tools 

· AS/NZS 60745.2.1-21 Series: Hand held motor operated electric tools 

· AS/NZS 2438.1: Drills and reamers – Specifications for twist drills 

· Plant safety 
· Electrical safety

	Furniture and offices: Workstations, office chairs, desk equipment, lighting etc. 
	· Have item/s have been designed with ergonomic considerations and include information on what the ergonomic design benefits are? 
· Does the item meet Australian Standards?
· Is the item available for a trial period or testing? 

· Does the furniture suit a wide range of users? 

· If the item is adjustable, can this be completed quickly and easily? 

· How will electrical/data cables be positioned relative to seating and pedestrian traffic movement? 
	· WorkSafe: “Officewise – a guide to health and safety in the Office” 

· AS 1680 - Interior Lighting

· AS 3590 Series: Screen based workstations 

· AS/NZS 4438: Height Adjustable Swivel Chairs 

· AS/NZS 4442: Office desks 

· AS/NZS 4443 - Office Panel Systems - Workstations

· AS/NZS 4688.1: Furniture – fixed height chairs – ergonomic and general requirements 

· SafeWork Australia: Ergonomic Principles and Checklists for the Selection of Office Furniture and Equipment. 

· Ergonomics and Manual handling 

	Personal Protective Equipment (PPE): 
Hearing protection, safety glasses, gloves etc
	· Is the PPE designed in accordance with Australian Standards and marked accordingly? 

· Is the PPE correct for the application? 

· Will the PPE be able to be stored and easily maintained? 

· Is there signage to indicate the location of the PPE? 

· Will one size fit all and how many will you need? 

· Does the use of the PPE need to be recorded in the Risk Register? 

· Will the PPE require regular inspection and maintenance?
	· AS/NZS 1269 Part 3: Occupational noise management – Hearing 

· AS/NZS 1067 (2003) (Sunglasses and Fashion Spectacles); 

· AS1067-2003 Personal Eye Protection Part 6: Prescription eye protection against low and medium impact 

· AS/NZS1337 Eye protectors for industrial applications 

· AS/NZS 1715: Selection use and maintenance of respiratory protection devices 

· AS/NZS 2210.1-9 series: Occupational protective footwear 

· AS/NZS:2161 Occupational protective gloves 

	Software
	· Have the ergonomics of use been considered?
	· ISO 9241-210:2010 Ergonomics of human-system interaction -- Part 210: Human-centred design for interactive systems.

· ISO 9241 Ergonomic requirements for office work with visual display terminals (VDTs)

· Part 10: Dialogue Principles.

· Part 12: Presentation of information.

· Part 13: User guidance.

· Part 14: Menu dialogues.

· Part 15: Command dialogues.

· Part 16: Direct Manipulation dialogues.

· Part 17: Form filling dialogues.

· ISO DIS 14915-1 Software ergonomic for multimedia user interfaces - Part 1: Design Principles and framework.

· ISO DIS 14915-3 Software ergonomic for multimedia user interfaces - Part 3: Media selection and combination.

· ISO TS 16071 Guidance on accessibility for human-computer interfaces.

· ISO/TS 18152: Ergonomics of human-system interaction


	Hazards

	Hazard Class
	Typical hazards
	Hazard

Yes/No
	Notes about the Hazard

	Physical 
	Noise, vibration, electrical, heat, cold

Risk from slips and trips

Working at height
	
	

	Hazardous Chemical
	Toxic exposure to gases, vapours, mists, dusts and liquids

Carcinogenicity, Teratogenicity, Mutagenicity

Asphyxiation
	
	

	Dangerous Chemical
	Flammability, Instability, Reactivity
	
	

	Biological
	Risk of infection from biological agents or animal pathogens

Escape of biologically active materials or entities into the environment
	
	

	Radiation and Lasers
	Exposure to radiation: ionising or non-ionising 
	
	

	Ergonomic
	Activities or demands that lead to physical injury such as hazardous manual handling and repetitive movement or over exertion

Poor design and layout that increases the risk of injury
	
	

	Psychological
	Excessive psychological demands from poor training, inadequate instructions, lack of consultation, high task demands
	
	


	Control Measures

	Control Measures
	Typical controls
	Control

Yes/No
	Notes about Control Measures

	Engineering
	Ventilation, separation or isolation, guarding, emergency stops, safety devices 
	
	

	Standards and legislation
	Legislative or regulatory requirements

Australian Standards
	
	

	Consultation
	Consultation with user group

Demonstration of new equipment etc.
	
	

	Supervision
	Supervision and coaching
	
	

	Training
	Training or induction programs
	
	

	Procedures and signs
	Safe Work Method Statements or Job Safety Assessments

Testing and dry runs

Warning signs
	
	

	Administrative controls
	Job rotation
	
	

	Personal Protection
	Protective devices and training on their correct use
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