Safe Work Procedure Tool

	STEP 1

Who is involved? 
	STEP 2

What does the job involve? 
	STEP 4

Assessing the OHS risks 
	STEP 5

Finding solutions to the OHS risks

	What is the job or process called? 
	What tasks comprise the job?
	How often?

How long?
	What are the safety problems?
	Can we reduce the safety risks?
	How?

	
	Task
	Manual handling


	
	
	Can the job process or equipment be changed to reduce manual handling?

Can we introduce mechanical handling rather than manual handling?
	

	Who supervises the job?
	
	Chemicals


	
	
	Can a safer chemical or a lesser concentration be used?

Can we reduce splashes or spills?

Can ventilation be improved?

What PPE is needed?
	

	
	
	Equipment
	
	
	Can safer equipment be used?

Can equipment be modified and made safer?

Can use of equipment be reduced?

What PPE is required to work safely?
	

	Who does the job?
	Task


	Manual handling


	
	
	Can the job process or equipment be changed to reduce manual handling?

Can we introduce mechanical handling rather than manual handling?
	

	
	
	Chemicals


	
	
	Can a safer chemical or a lesser concentration be used?

Can we reduce splashes or spills?

Can ventilation be improved? What PPE is needed?
	

	What is the purpose of the job?
	
	Equipment


	
	
	Can safer equipment be used?

Can equipment be modified and made safer?

Can use of equipment be reduced?

What PPE is required to work safely?
	

	
	Task
	Manual handling


	
	
	Can the job process or equipment be changed to reduce manual handling?

Can we introduce mechanical handling rather than manual handling?
	

	
	
	Chemicals
	
	
	Can a safer chemical or a lesser concentration be used?

Can we reduce splashes or spills?

Can ventilation be improved? What PPE is needed?
	

	
	
	Equipment


	
	
	Can safer equipment be used?

Can equipment be modified and made safer?

Can use of equipment be reduced?

What PPE is required to work safely?
	

	
	STEP 3

What is the work environment?
	
	
	
	

	
	Environment
	Noise

Air

Traffic

Hazardous

Activities
	
	
	Can the temp be more comfortable?

Can noise be reduced?

Can air quality and ventilation be improved?

Can traffic be separated from activities?
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