	Area of work:


	General Information
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	Activity:


	Office work
	


	Process, Location, Work Devices, Dangerous Occurrences 


	where?
	Office 
	Hallway or similar location
	Archives or similar location
	Dangerous occurrences (sequential num.)

	what?
	
	
	
	

	General information

	
	529, 532


	Choosing a work device 
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	535, 536, 539, 542, 543
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Performing office work

	
	
	
	537, 538, 539, 540, 541, 542, 543, 544, 545

	Other activities 
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	537, 538


	Business
Address

Telephone
	
	
	
	
	Worker:
	
	Management approval:
	
	
	
	

	
	
	
	
	
	
	
	      Yes   FORMCHECKBOX 
         No   FORMCHECKBOX 
    
	
	
	Date
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Name
	
	Name
	
	
	Signature 
	


	
	
	
	
	
	
	
	
	
	

	
	Type of business:        Forestry
	
	
	 FORMCHECKBOX 

	Area of work               General Information
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	 FORMCHECKBOX 

	Professional group/Person
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	 FORMCHECKBOX 

	Activities:
 FORMCHECKBOX 
 Office work

	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	


	Seq. num.
	Factor
	Partial activity, dangerous occurrence 
	Risk
	Action
	Protection objective
	Measures 
	Person in charge
	Deadline 
	Effective

	
	
	
	P D R
	
	
	
	
	met
	Y
	N

	
	

	529
	13.2
	Working hours
· not adhering to working hours and designated rest periods and breaks 
	
	 FORMCHECKBOX 

	Prevent accidents and health problems due to long working hours and skipping breaks 
	· follow legislated working hours
· follow break schedule

	
	
	
	

	532
	13.4
	Instructing, informing, training
· being unaware of dangers and safety measures 
	
	 FORMCHECKBOX 

	Prevent accidents and health problems due to inadequate or lack of instruction, information or training 
	· instruct workers on potential dangers, as well as prevention measures prior to accepting work 

	
	
	
	

	535
	1.4
	Office chair
· losing balance, falling over
	
	 FORMCHECKBOX 

	Prevent injury due to losing balance of falling over
	· use an office chair that has at least 5 castors or brakes and is suitable for different surfaces (hard castors for carpet, softer castors for hard surfaces, for ex. wood floors, linoleum)
	
	
	
	

	536
	1.4
	Shelves and cabinets
· tipping over 
	
	 FORMCHECKBOX 

	Prevent injury from falling over
	· use shelves and cabinets that are sufficiently stable and solid 
· prevent cabinets from tipping over due to drawers being open, for example use drawer locks so only drawer can be opened at a time
	
	
	
	

	537
	1.5
	Thoroughfares
· danger of falling and tripping 
	
	 FORMCHECKBOX 

	Prevent falls
	· ensure thoroughfares are made of a non-slip material
· do not wax stone, ceramic or plastic floors

· arrange cables and extension cords in such a way that they will not be a tripping hazard
	
	
	
	

	538
	1.6
	Access to shelves and cabinets
· falling
	
	 FORMCHECKBOX 

	Prevent falls
	· ensure safe access
· for items stacked > 180 cm, use suitable means of access (for ex. ladders, step stools), ensure ladders are stable once set up and secure them


	
	
	
	

	539
	2.1
	Electrical installations and devices
· visible damage (for ex. connections, outlets, plugs, cables, defective housing)
· controls missing 
	
	 FORMCHECKBOX 

	Prevent electrocutions 
	· repair of defective installations and electrical devices in accordance with safety standards

· install according to instructions and correct use of electrical devices

· regular monitoring


	
	
	
	

	540
	8.2
	Lighting 
· unsuitable lighting intensity
· unsuitable colour spectrum of light

· glare from lamps, lights, daylight (direct-glare) high-intensity reflection off reflective surfaces (indirect glare)

· unsuitable workstation location


	
	 FORMCHECKBOX 

	Prevent accidents and health problems
	· average luminous intensity of at least 500 lx, regular maintenance
· use a “neutral white” or “soft white” colour spectrum, use lamps with the same colour spectrum in the same room

· place lights lengthwise, parallel to windows and the general direction in which people are facing

· set up work stations so that people’s gaze is parallel to the main windows

· set up computer screens in such a way that, while working, the back of the user’s shoulder is turned towards the window; there should not be any windows behind the computer screen, where the user is facing

· use furniture that has a dull or satin finish

· keep in mind the amount of reflection from the walls, ceiling and floor

· avoid direct glare from daylight by using blinds, for example 

· place the computer screen in such a way that there won’t be any glare from lights; you should not be able to see any lights or windows reflected in the screen

· ensure the outdoors is visible at eye level 


	
	
	
	

	541
	9.2
	Data entry
· long data entry sessions at the keyboard 
	
	
	Prevent excessive stress to the musculoskeletal system 
	· interrupt data entry by taking breaks or performing other tasks

	
	
	
	

	542
	9.3
	Office furniture 
· unsuitable office desk
· unsuitable chair 

	
	
	Prevent excessive stress to the musculoskeletal system 
	· ensure table surface area is at least 160 cm x 80 cm. 

Tip: The depth of the table depends on the size of the computer screen and the distance required between the user and the screen

· the table height should be adjustable from 68 to 76 cm. If it doesn’t adjust, it should be at least 72 cm high
· ensure enough leg room under the table

· adjust the chair height (from 
40 cm to 51 cm from the ground)

· the office chair should allow for a relaxed position that doesn’t make the user tired, and allow for changes in posture (a well-formed, well-padded and adjustable seat; ergonomically shaped backrest that reclines and can be raised)! 
Tip: adjustable backrests are recommended because they allow for a dynamic seated position

· if necessary, use a footrest


	
	
	
	

	543
	9.3
	Computer screen, keyboard and mouse
· incorrect use

	
	
	Prevent excessive stress to the musculoskeletal system  
	· the computer screen must swivel horizontally and vertically and be able to be repositioned on the table
· use a stand to adjust the height, as required (the top of the page on the screen should not be above eye level)

· ergonomic keyboard (height, slant, colour, keys should be dull to the touch, not slippery, and should be clearly marked)

· ensure the palm of the hand can be fit in front of the keyboard (depth of 5 cm to 10 cm)

· use an ergonomic mouse (that corresponds to the user’s needs, for ex. shape, size, for left-handed or right-handed users)


	
	
	
	

	544
	10.1
	Onscreen work
· incorrect distance from screen 
· type too small on screen

· flickering screen

· insufficient brightness and contrast

	
	
	Prevent health problems
	· ensure minimum distance of 50 cm between the user’s eyes and the keyboard – the screen – the document
· set the typeface size so it is large enough and legible

· ensure screen refresh: 100 Hz is recommended, but 85 Hz is acceptable

· adjust the contrast and brightness according to user’s needs


	
	
	
	

	545
	13.2
	Working hours
· not adhering to working hours and designated rest periods and breaks
	
	
	Prevent accidents and health problems due to long working hours and skipping breaks
	· follow legislated working hours
· follow break schedule

Tip: A lot of short breaks are much better than less and long breaks
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