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1. PURPOSE 
The purpose of this procedure is to ensure that a system is in place to provide ergonomic guidance for the safety of persons by identifying hazards assessing risks and controlling risks while at work.
2. SCOPE 
This procedure relates to all GWMWater office environments. Through initial induction and at relevant ongoing training all new employees will be made aware of GWMWater’s OH&S Safety notice boards and Office Safety procedures including;

· Introduction to Work Group Health and Safety Representatives

· Ergonomic
a) Setting up your Workstation

b) Office workstation assessment

c) Office exercises
3. RESPONSIBILITIES
All GWMWater staff are responsible for following this procedure.
4.    PROCEDURES

 If an employee considers that due to the work they are conducting that an injury has occurred or may occur the following procedure is to be followed.
Step 1.

Tell your Supervisor/ Manager and Health and Safety Rep, about the issue
Step 2.
Supervisor/ Manager is to submit a hazard report to the GWMWater OHS Officer or HSR
Step 3.
OH&S Officer or trained HSR is to contact the employee who reported the hazard to make an appointment to conduct an ergonomic risk assessment. The risk assessment must utilise the following:
a) Setting up your Workstation

b) Office workstation assessment

c) Chair assessment for damage and functionality and retraining in chair adjustments

d) Office exercises
Step 5.
OH&S Officer, HSR and supervisor is to monitor the condition of the employee post risk controls being implemented at weekly intervals
Step 6.
If control measures are not working the employee should visit a medical practitioner to assess their condition. If the medical practitioner advises that further treatment is required the employee must advise the Return to Work Coordinator before any further treatment is carried out. 
Step 7.
The Return to Work Coordinator is to register injury in Injury Register and flag with GWMWater Insurer as a ‘minor’ registered claim

Step 8.
Consultation with the employee in relation to the injury is to occur on a weekly basis 
Step 9. 
Where a chair has been identified with diminished functionality it is to be sent for repairs. An assessment of the age of the chair, its condition and the cost of replacing with a new chair is to be considered at this time.
Step 10.
Where a chair has been assessed as  in poor condition and at or beyond its use by date a chair replacement request is to be made to the  Building Management by the respective divisional manager.
5 DOCUMENTATION

5.1
Reference

a) Hazard Reporting
b) Setting up your Workstation
c) Work Break Exercises
5.2 Records

a) Hazard Report Form
b) Injury Register
6 DEFINITIONS

The reader is directed to the corporation’s standard definitions. 
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