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The following checklist has been developed to assist purchasers of equipment or materials to consider OHS requirements.  Some questions should act as a prompt when obtaining information from suppliers or during the staff consultation process.

Name of Equipment / Material _______________________________________________________________

Consultation

(  Supplier consulted about least hazardous product to meet requirement

(  OHS representative and all staff consulted where practicable

(  Equipment / material available for trial period
Product

(  Fit For Purpose

· Complies With Australian Standards or Recognised International Standards

· Nominate If Known - _________________________________________ Eg: Electrical Safety 

(  No Sharp Edges

(  Appropriate Guards on Nip Points and Moving Parts

(  Provision for Manual Handling (Eg Handles, Castors)

(  Suitable Sized Package (Eg > 15kg Photocopy Paper)

(  Electrical Safety

(  Noise

(  Displays Easy To Read And Compatible With Existing Equipment

(  Equipment Creates or Transmits Heat

(  Compatible with Existing Equipment
Extra requirements created by the purchase of the product

(  Is Extra Equipment needed (Eg New Equipment May Need A Trolley), or Place To Store It when in / or not in use.

(  Personal Protective Equipment (Eg Glasses, Gloves, Clothing, Safety Shoes) Needed?

· Are Consumable Items Associated With The Equipment/Material Hazardous? E.g.: EPA issues to consider such as   excess packaging that is classed as environmentally unfriendly.

(  Ventilation Needed?  (If Fumes Or Heat Created.)

(  Lighting Adequate

(  Extra Power Points/Service Points Needed
Delivery

(  Pre-Planning: Can Product Be Unloaded and Delivered Safely When The Item Arrives: 

(  Product Arrived In Good Order, Instructions/Manuals Included?

Training

(  Will Staff Need Formal Training

(  Is Training Available From the Supplier

(  Written Instructions or Manual Available and Sufficiently Detailed

(  MSDS Supplied

Maintenance

(  Maintenance Officer / Responsible person Consulted (If Applicable)

(  Is There Sufficient Room to Access The Equipment For Maintenance

(  Does the Supplier Provide After Sales Service

(  Are Spare Parts Available

(  Will Maintenance Officer Require Training

Other Considerations

(  Manual Handling of Product

(  Waste Management (Toxic and Other)

(  Security

Other comments

	Action Required
	Person Responsible
	Date Completed

	
	
	

	
	
	


Signed (Facility / Service Manager) _____________________________________ Date _________________  




























Controlled Document Restricted

Page 1 of 2
Procedure # OHS – 10.2.8.1 Revision # 1 Effective    1 August 2008             Review date 2011
Authorised Managing Director

PAGE  
10.2.8.1 Prepurchase OHS Checklist.Doc

Created:  27-Jul-08 

[image: image3.png]BABCOCK&BROWN
COMMUNITIES



Page 2 of 2 pages

Updated: 27-Jul-08

