	Hazard


	Potential Harm


	Significant Hazard Yes/No


	Eliminate


	Isolate


	Minimise


	Action Proposed


	Completion


	Frequency of Monitoring



	Computers 


	Occupational Overuse Syndrome (OOS)


	Yes


	
	
	(

	Ergonomic equipment design, workstation checks to monitor lighting, seating etc. 


	(

	Ongoing



	Shredder


	Loss of fingers


	Yes


	
	
	(

	Establish safety procedure to deal with jams. Signage to warn
of danger.


	(

	6 monthly



	Stress


	Detrimental effect on mental health


	Yes


	
	
	(

	Monitor workload
and look for signs of stress. Counselling services available. 


	
	Ongoing



	Lifting


	Back strain


	Yes


	
	
	(

	Provision of a trolley. Training on correct lifting procedure


	(

	Ongoing



	Printers


	Electrocution


	Yes


	
	
	(

	Signage notifying of whom to contact in the event of breakdown.


	
	6 monthly



	Loose Flooring


	Trips, falls


	Yes


	(

	
	
	Fix any areas of
uneven flooring


	(

	Ongoing
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