This form is produced by the Workplace Safety and Health Council and Ministry of Manpower as a reference to help
offices implement simple risk assessment, required under the WSH Act.

Risk Assessment and Control Measures

Company / Location : Form Completion Date:

Person-in-charge :

Working at workstation ‘ - Provide all employees
with ergonomically
designed chairs

Improper sitting posture or not
using proper lower back support
while sitting

Provide adequate lighting

Position monitor screen
to avoid glare

Encourage employees to
take short breaks

Prolonged staring at monitor
screen

Accessing files or materials | Remind employees to
- exercise extra caution

when stacking or
retrieving materials from
overhead shelves.

Remind them to stack or
retrieve one box at a time

Remind employees to
use step ladder when
accessing items from

overhead shelves

2 LY 119 v;.} |
Using improper equipment to
access items from overhead shelves

Housekeeping ? + Avoid leaving loose wires
on the floor

A

he g‘roUnd

- Dispose unwanted paper,
office equipment or
machinery regularly

Unwanted papers, office
equipment or machinery

Using pantry, stairways and | ; N BN | - Keep floor of pantry,
toilets \ , b Ry stairways and toilets dry

Wet and uneven surfaces in
pantry, stairways or toilets

+ Advise employees to hold
onto the handrails when
using the stairs

Advise them not to squat
on toilet bowls

Employees using the stairs
without holding onto handrails

Handling heavy or bulky : - | Remind employees to

objects : ‘ : adopt correct postures
ES3f when lifting or placing

objects off the ground

Encourage employees
to ask for help when
handling heavy or bulky
objects

Improper handling of heavy
objects

*The form may not cover all work activities in an office environment. Please review this form when there are changes in any work activity.
For more information, go to www.wshc.sg
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