HAZARD MANAGEMENT FORM – MASSEY UNIVERSITY

Use this form to record hazards.  Copy the form to your supervisor or their nominee to include in the hazard register.  The hazard register should be available to all staff and visitors.
Department/Section:   Human Resources







    Date:    6 March 2009
Location:   5H South End Wellington







    Assessors(s):   Garry Little
	Hazard
	Hazard Score
	Significant hazard?

Yes/No
	Practicable to eliminate?

Yes/No
	Practicable to isolate?

Yes/No
	Practicable to minimize?

Yes/No
	Controls required (including existing)
	Person responsible and date

	Back/shoulder/neck/wrist/finger injuries - OOS from prolonged use of computers, poor posture, work layout, etc.

	C=2-4

P=4
	Yes
	No
	No
	Yes
	- Regular breaks and exercises.

- Management controls as detailed on health and safety website to be followed for prevention and monitoring.
- Training and information on H&S web site for OOS prevention for computer users.

- Information in Floppy ergonomist.

- Early reporting and assessment of discomfort.


	Management, Staff

	Eyestrain - through insufficient light or not taking enough breaks.
	C=1-4

P=1
	No
	No
	No
	Yes
	- Lighting assessment may be 
- 
	Staff

	Tripping on items such as furniture, cables, lying around
	C=1-4

P=1


	No
	Yes
	
	
	- Cables are located out of the way

	Staff, Management

	Filing cabinets – can overbalance resulting in injury
	C=2-4

P=2
	No
	No
	No
	Yes
	- Filing cabinets are located in safe areas
Open draws not a problem
	Management, RFM

	Earthquakes – tall furniture falling over can cause injury
	C=2-5
P=3
	Yes
	No
	No
	Yes
	- Tall bookcases, filing cabinets etc need to be fixed to the wall or floor as appropriate. [currently, cabinets are not]]

	Staff

	Photocopier – can produce discomfort from fumes if not located in a well ventilated area.
	C=1

P=1
	No
	No
	No
	Yes
	- Photocopier is located in a well ventilated area.


	Staff [completed]

	Manual handling - Sore backs from lifting boxes of stationary, moving furniture or other lifting tasks.
	C=2-4

P=2-4
	Yes
	No
	No
	Yes
	- Lifting aids or assistance used as required.

- Heavy items stored at waist level for easier handling.
	Staff

	Shelving and storage – danger of items falling and injuring someone.  Danger of injury when loading or unloading.
	C=1-4

P=1
	Yes
	No
	No
	Yes
	- Ensure heavy or bulky items are not stored on top shelves.  Heaver items must be stored lower
	Staff

	Shredders
	C=1

P=1
	No
	Yes
	Yes
	Yes
	- Always use as per manufacturer’s instructions
	Staff

	Tearoom – kitchen appliances:
· Microwave

· Zip

· Dishwasher

· Fridge

· Toaster

· Sandwich Press

Danger of shock If faulty.  Danger of burns from hot equipment
	C=1-4
P=1
	Yes
	No
	Yes
	Yes
	- Always use as per manufacturer’s instructions, and ensure adequate ventilation
- Electrical Equipment has being tested by RFM in June 2008
	Staff

	Personal Security, including safety after hours
	C=2-5
P=1
	Yes
	No
	No
	Yes
	- Ensure doors are locked 
- Phone Massey Security on 5030 if assistance is required

- If possible, avoid walking alone on campus and stay in well-lit areas


	Staff

	Ventilation – Possible health consequences if there is no proper ventilation, especially in some of smaller offices


	C=2-5
P=3
	Yes
	Yes
	No
	No
	- Staff to note any signs of discomfort and report to RFM.

	Management, RFM


Hazard Score = Consequence X Probability Where.
Consequence =  
1
Minor Loss

Probability =
1
Low (remotely possible)









2-4
Serious Loss



2-4
Medium









5
Major Loss



5
High (it happens all the time)
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