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Signature:

Person conducting induction:

Signature:

Parish Name:

Site Commencement Date:

Parish Safety Induction Checklist
Instruction: Clergy and Parish Leaders will assist all new workers and volunteers to
complete the following tasks for orientation and induction in Parish safety.
Retain this record in the training section of the Parish Safety Management System Folder.
Tasks to complete
Introduction to Parish team
Orientation of Parish workplace
•

Location of amenities.

•

Location of First Aid Kit.

•

Location of Emergency Exits and Evacuation
Assembly Point.

Provide WHS Induction Pack and Safety Posters
•

Confirm to whom they will report incidents, hazards
and injuries.

•

Emergency Contact List Poster.

•

Emergency Procedures for the Parish.

•

Who are First Aid trained workers.

•

Local Emergency Response Poster; Group Activity
Fire Poster - Emergency Evacuation Plan Group
Activity.

Where to find:
•

ACCQ website WHS documentation.

•

Parish Incident Report Form.

•

Parish Hazard Report Form.

•

Substance List / Safety Data Sheets / personal
protective equipment e.g. gloves; masks; safety
glasses, etc.

•

Checklists for parish events and activities e.g.
working bees, fundraisers, camps, etc.

•

Safe operating instructions e.g. gardening, power
tools and maintenance equipment.

Tick when completed
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Welcome to the Anglican Church Central Queensland (ACCQ)
As a new member of the Parish (Clergy, Parish worker or volunteer) you are a valuable
addition to the Parish and ACCQ. This induction pack has been designed to provide you
with an understanding of how safety is managed within the Parish and how you can play a
vital role in workplace safety.

Our commitment to safety
ACCQ is committed to:
Ensuring its activities comply with relevant State legislation, including, but not limited
to the Work Health and Safety Act (Qld) 2011 (the Act), Work Health and Safety
Regulations 2011 (Qld) and established practices such as Australian Standards and
Codes of Practice.
Ensuring the health and safety of all persons exposed to its activities by implementing
risk management strategies aimed at continuously monitoring and, where necessary,
improving health and safety in the work environment.
Consulting with workers and providing them with a genuine opportunity to participate
in decision making regarding work health and safety.
Maintaining safe systems of work, the work premises and work environment,
including systems to adequately manage emergency response.
Providing, monitoring and maintaining systems for the safe use, handling, storage
and transport of plant, equipment and substances.
Providing sufficient information, instruction, training and supervision to enable all
workers to carry out their responsibilities in a safe manner and effectively participate
in safety management.
Regular review and evaluation of the safety management system including audits
and workplace inspections.

All persons in the workplace have a duty regarding work health and safety. The success of
safety performance relies on the willingness of everyone to cooperate and to work in a
manner which supports and encourages healthy and safe work practices.
The ACCQ Workplace Health & Safety Policy is displayed in the Parish workplace for you
to read. Please take time to read it.

What is Work, Health and Safety?
A Workplace is any place where work is performed, whether paid or unpaid. The Parish is
your workplace.
Under the Work Health and Safety Act 2011 (Qld) (the Act) and Work Health and Safety
Regulation 2011 (Qld), Work Health and Safety Regulation 2011 (Qld), a paid worker,
volunteer, contractor or Clergy, is a “Worker” and has individual duties and obligations for
safety.
Safety obligations of the Parish
The Parish has a duty of care to:
Ensure persons are not put at risk from the work carried out as part of the Parish activities
including:
▪

provision and maintenance of a work environment without risks to health and
safety; and

▪
▪

provision and maintenance of safe plant and structures; and
provision and maintenance of safe systems of work; and

▪

provision of information, training, instruction or supervision that is necessary to
protect all persons from risks.

Safety responsibilities of Workers
As a worker you have the following responsibilities and accountabilities while at work, and
must:
•
•

take reasonable care for your own health and safety and the safety of others; and
take reasonable care that your acts or omissions do not adversely affect the health and
safety of other persons; and
comply, so far as is reasonably able, with any reasonable instruction that is given by the
Parish regarding safety; and

•
•

cooperate with any reasonable policy or procedure relating to health and safety at the
workplace that has been notified to workers.

What does this mean for you?
You must:
•

take reasonable care by thinking first about how you will undertake a task. Will your
actions put you or another person at risk of injury?

•

assess a task or activity before you do it to ensure you have identified and eliminated
any safety hazards.

•

report safety hazards and incidents promptly to your Parish Leaders.

•

read and cooperate with all safety policies and procedures provided to you.

•

attend WHS training when provided.
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Hazard and Risk Identification
What is a Hazard?
A hazard is a situation, or thing that has the potential to harm a person e.g. moving plant or
vehicles, hazardous substances, manual handling, working at height, repetitive movement
of a body part, bullying.
What is a Risk?
A risk is the likelihood that a harmful consequence (death, injury or illness) might result when
exposed to a hazard.
Prompt reporting of safety hazards and risks within the work environment is the essential
step in ensuring a safe work environment.
This process should be conducted:
Before work starts, if it is a new work practice or task, or a task that is carried out
irregularly.
While work is being carried out.
Before changing a work practice and system.
When undertaking a new work practice or process.
Before undertaking work involving high risk tasks e.g. electrical, working at height, use
of ladders.
Before hazardous substances or dangerous goods are introduced into a place of work.
If the task is identified as a hazardous manual task.
When an injury or near miss has occurred.
When new or additional information becomes available.
Hazard Reporting
When a hazard is identified, ask the following question:
•
•

Can I eliminate it now? If so, do so and continue with the work.
If it is not practicable to eliminate, you must minimise the risk of injury to the
lowest possible level.

How do I do that?
Use the Parish Hazard Report Form to detail the hazard, assess the level of risk and consult
with your co-workers or the Parish Leaders to agree on suitable measures to minimise the
hazard. If you require assistance to complete this process contact the WHS Team.

Incident Identification
What is an Incident?
An incident is an unplanned event or chain of events, which has, or could have caused a
workplace injury or disease and/or damage (loss) to people, assets or reputation. It is
important that all incidents or near misses are reported promptly.
Incident Reporting
All incidents, injuries or near misses involving workers, volunteers, contractors, Clergy or
visitors must be reported immediately to the Parish Leaders, and recorded on the Parish
Incident Report form. If you require assistance to complete this process contact the
Diocesan Business Manager.

Workers Compensation and Injury Management
The Parish is committed to ensuring the safety of all workers. In the unfortunate event
that you are injured while working at your workplace or travelling to or from work, the
Parish is committed to ensuring that all workers are provided medical assistance and are
able to return to work as soon as it is safe to do so. The Clergy and all workers are entitled
to Workers Compensation if an injury is incurred while at work or travelling to or from
work.
It is important that you report an injury as soon as possible after the occurrence to ensure
that Parish Leaders or Clergy can arrange prompt medical attention and contact the
ACCQ Diocesan Business Manager. Whether you require medical treatment or time off
work, you should contact the DBM to guide you through the steps needed to ensure you
receive prompt assistance.

First Aid
Each Parish will have a fully stocked First Aid Kit. The First Aid Kit should be identified
during your orientation of the Parish facilities. If you need to access the kit, please ensure
your Parish Leaders are aware if restocking is required.

Hazards and Risks Specific to Parish Activities
Parish activities are central to Parish life and include a variety of activities and tasks both
on and off Parish property.
The following is a list of those activities and tasks you may undertake and the known risks
and hazards associated to them.
Computer and Office Hazards
Poor workstation area set up such as cramped work space, clutter around walkways
or under desks, poorly adjusted office chair, cords running across walkways, poor
lighting.
View the Computer Workstation Set Up and Use Procedure on the ACSQ
‘Resources’ webpage and complete the Computer Workstation Self-Assessment
Checklist pages to ensure correct set up, sign the disclaimer and give to the Parish
Office as a record of Computer Workstation assessment.
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Manual Handling Hazards
Awkward postures e.g. lifting above shoulder height, twisting the trunk
when lifting; squatting, leaning or bending for a sustained time.
Exertion of force to lift, pull, push, awkward or large shaped items, lifting
without assistance e.g. setting up tables and chairs in the hall.
Frequent use of a muscle group e.g. lifting for extended periods, sweeping,
mopping, vacuuming for long periods of time.

How to Fix the Contributing Factors to Manual Handling Injury

Improve work area design by
removing clutter, correctly
adjusting your chair and
workstation, removing trip
hazards.

Break the load down into
smaller parcels that can be
held close to the body; store
heavy items between hip and
shoulder.

causes of
sprains
and
strains
Equipment - use trolleys
and mechanical or nonmechanical lifting devices to
move loads.

Task allocation- introduce a
variety of tasks that use
different muscle groups
and change postures
frequently during your work
day.

Lifting Safely

Surround the load with
your feet to get close.
Soften the knees to
prepare for lifting.

Sink back at the hips.
Stabilise abs and
shoulders.
Grasp & tip load onto one
corner.

All of the action is in the
legs and hips. Use semi
squat to lift .
Look up before you lift.
Hold the load close to the
body.
Look forward before
stepping.

Substance Hazards
Do not bring toxic or hazardous substances or cleaning products into the
Parish. Replace toxic products with non-toxic and environmentally
safe choices.
Use of some cleaning substances can cause allergies, skin and eye
irritation, burns; or respiratory illness e.g. bleach; drain clearing products.
Most products will have information on safe use, personal protective
equipment (e.g. gloves, eye protection) and first aid treatment on the
container or packaging. Read the container before using any substance.
Do not decant substances into other containers.
Ensure all containers are labelled correctly and clearly.
Electrical Hazards
Remove or replace appliances/equipment that have damaged or frayed
cords or sockets.
Do not use double adaptors to piggy back electrical plugs, only power
boards must be used.
If a Safety Switch is not installed at the switchboard, an electrician or suitably
qualified person is to inspect, test and tag all mobile and unfixed electrical
equipment every 12 months.
Use a power board with individual switches. Take care not to overload
circuits and fuses by using too many appliances from the one power point.
Keep electrical cords off the floor and away from water to reduce the risk of
damage from drag or contact with sharp objects. A damaged electrical cord
or power pack can cause a fatal electric shock.
Employ only licensed electrical workers to perform electrical work.
Driving Hazards
Do not drive when fatigued or tired or under the influence of drugs or
alcohol.
Ensure the seat is adjusted for comfort and support.
Ensure schedules allow for regular rest breaks when driving distances.
Restrain equipment securely in the vehicle.
Know where the break-down contact details are located.
Report any damage or mechanical failure, do not use until repairs are fully
completed.
Trips, Slips and Falls Hazards
Wear closed in shoes with good grip on soles where possible.
Do not stand on chairs.
Clean up spills and leaks immediately.
Do not run cords or leads across walkways or access points.
Report damage to floor surfaces e.g. lifting or frayed carpet, holes in floors
or flooring, etc.
Ensure lighting is adequate where tasks are performed.
Take care when working in wet areas after rain or on grass or slippery
surfaces.
Home Visitations Hazards
Threatening behaviour, verbal threats, harassment and physical abuse.
Visiting private residences after dark.
Ensure a contact system is agreed with the Parish Leaders or Clergy prior
to visits. If the visit is high risk (being made for the first time or is after hours
or in a high risk area suburb) you will need to make contact prior to entering
the premises, give an approximate departure time. Call again upon
leaving.
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If you are concerned for your safety, LEAVE THE SITUATION
IMMEDIATELY and contact your Parish Leaders or Clergy immediately.
Always have your mobile phone with you.

Parish Emergency Response
Emergency/Evacuation Procedure
The following steps will be followed in the event of an emergency or evacuation:

In the event of a fire or other emergency:
Stay calm, remove anyone from immediate danger.
Notify others in the area of the emergency situation.
Identify a clear path to the closest safest exit.
Call Emergency Services “000”, request relevant service e.g. Fire, Ambulance,
Police.
Delegate a person to lead everyone to the Assembly Area.
Delegate a person/s to assist mobility impaired persons.
Do not fight fire - ensure the safety of people first.
Delegate a person to check the amenities and ensure all areas are clear, close
doors if safe to do so and evacuate through the safest exit.
Wait in the Assembly Area for Emergency Services to arrive.
Brief Emergency Services of all details, including any persons requiring
assistance.
Follow the instructions of Emergency Services upon arrival.
Do not re-enter the building or leave the Assembly Area until advised by
Emergency Services that it is safe to do so.

Emergency Signage and Documentation
1. The Emergency Evacuation Plan Poster will be displayed on the Notice
Board and in the Parish buildings where group activities are held. Know the
procedure to assist others in case of evacuation.
2. Parish Emergency Evacuation Plan (Group Activities) provides guidance in
assessing any evacuation needs prior to commencing a large activity.
3. The Emergency Contact List Poster will be located near the phone and
displays the relevant emergency numbers for the Parish.
If evacuation is required via a flight of stairs, DO NOT carry people down stairs. Close
doors, assign a person to remain with the mobility impaired person and report directly
to the Emergency Services that assistance is required. The Emergency Services will
assist with removal of the person to safety.

Assembly Area
The primary Assembly Area shall be located approximately 100 metres from the workplace,
preferably on the same side of the road. A secondary Assembly Area should be identified
for use should the primary area be compromised during an emergency.
Fire Evacuation Diagrams
The Fire Evacuation Diagram is a floor plan of the workplace and is displayed at each Fire
Exit of the workplace. This indicates pathways to exits; location of the assembly area; the
location of firefighting equipment; and the use of fire extinguishers. (Note: For a small one
room environment with unobstructed view of the access doors may not be needed.)
Emergency Signs
Directional Emergency Exit Signs are located above each designated Fire Exit and
throughout the workplace to show the direction to the Fire Exit.
These signs are battery operated and will remain illuminated in the case of a power failure.
Fire Exit signs must be tested by a qualified electrician every 6 months.
Fire Extinguishers
Should a fire occur, ensure all persons are evacuated to safety before considering the use
of fire equipment to extinguish the fire.

Your life and the lives of your workers and parishioners are the first concern.
Note: A portable fire extinguisher only has capacity to fight a fire for approximately 30
seconds. Always make sure you have another person with a back-up extinguisher behind
you with a clear path to the exit.
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Note: Fire moves extremely fast, so do not attempt to fight the fire unless the fire is
small and you can immediately react to the fire e.g. fire extinguisher or fire blanket is
within immediate reach to smother the fire.
Types of fire extinguishers likely to be located within the work area:
1. Dry Chemical/Dry Powder Extinguisher (Red with a White Band)

For use on ALL TYPES OF FIRES
2. CO2 Carbon Dioxide Extinguisher (Red with Black Band)

For use on ELECTRICAL FIRES
(Caution: Do not use in a confined area as asphyxiation can occur)
Never re-hang a used extinguisher, organise for the extinguisher to be re-filled before
returning it to its location. All fire extinguishers must be checked every 6 months and
pressure tested regularly by a registered provider.
To operate a Fire Extinguisher
The PASS method is used when operating an extinguisher:

Pull the pin (break the plastic tie to release the trigger), test the nozzle by pointing it
away from people at the ground and pressing the trigger.

Aim the nozzle at the base of the fire.
Squeeze the trigger.
Sweep the hose across the base of the fire.

Fire Blanket
A fire blanket can be used to smother fire on the cook top or to wrap around a person
if their clothes catch fire.
To use:
1. Pull the tab to release the blanket from the pouch.
2. Unfold and place or drop the fire blanket over the cook top and item which is alight,
keep hands and face protected behind it.
3. Turn off the heat source and leave the blanket over the burnt area for at least 15
minutes or until the heat has dissipated.
4. Evacuate everyone from the workplace.
5. Call Emergency Services on “000” to follow up and ensure the situation has been
managed correctly.
6. A used fire blanket must be disposed of after use.
Fire Hose
Fire hoses are NOT to be used by workers to fight a fire. They can be very difficult to handle
when the pressure is turned on and if you have not been trained to use one, do not attempt
to do so. The fire hose is for the specific use of Emergency Services and must be maintained
in good condition at all times. Maintenance must be provided by the Contracted Fire Provider
every 6 months and records kept.
It is also illegal to use a fire hose for other purposes such as washing cars, filling buckets,
watering the garden. A sizeable fine will be applied by Emergency Services.
Fire Hose Operation:
1. Turn on water at the stop valve to release the nozzle. The nozzle may be held in place
by an interlock at the stop valve and is released when the stop valve is turned on.
2. Run out length of hose required.
3. Turn on water at nozzle and direct stream at base of fire.
4. The hose will discharge approximately 27 litres per minute with a throw of 6 metres.
5. Rewind hose in even layers while hose is still under pressure.
6. Turn off the stop valve and release pressure in the hose by turning nozzle on briefly.
Note: It is recommended that a maintenance inspection is scheduled by a competent person
after use to ensure the hose is wound correctly and the system is in operating order.
Smoke Alarms and Fire Detection Systems
All workplaces must have a form of fire detection, either Smoke Detectors or a Fire Detection
Panel. These systems are activated by smoke, heat and fire, thereby activating the alarm.
Where these systems are installed, maintenance by the Contracted Fire Provider must be
undertaken and recorded to ensure compliance with the Fire Safety Regulations.
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Training
All workers must refresh their knowledge of the Emergency Procedure every 12 months. All
new workers and volunteers must complete the Parish Induction Pack which includes the
emergency procedure upon commencement.

Threat or Aggression Behaviour Management
Should you become involved in a situation involving a physical threat or aggression, apply the
following:

Remain calm.
Keep your voice level and avoid expressive language.
Calmly, clearly ask the person not to be aggressive or abusive and you will find
someone who can assist them.
Call for assistance from another worker to join you in the area to provide a calming
presence.
If the person will not listen to your request, politely but firmly ask the person to
leave the premises.
If they won’t leave, call the Police on “000” or ask another worker to call
immediately.
Continue to speak calmly until assistance arrives.

Robbery/Armed Hold-up
Should you be involved in a robbery or armed hold-up situation, please follow these steps:
Always obey the instructions given by the perpetrator and only speak when
spoken to.
Don’t attempt actions which may put yourself or those around you in danger.
Avoid making any sudden movements, it is best to calmly explain your actions
before making any movement, especially if you have to duck down or reach into
enclosed spaces that may cause the offender to panic.
Take specific note of hair colour, distinguishing marks, tattoos, eye and skin
colour, accent, clothing, mode of transportation and weapon if relevant.
Do not chase or follow the offender.
As soon as it is safe to do so, call the Police on “000” and then record all
information.

Posters and Forms:
The following posters are displayed on the Notice Board, please note these in your workplace:
•
•
•
•

Emergency Contact List Poster.
Emergency Evacuation Plan Poster.
Emergency Response Procedure Poster.
Emergency Evacuation Plan Group Activity.

1. Read this package
2. Sign the acknowledgement
3. Provide a signed copy of this page to the Parish Office.
Participants Acknowledgement
I have been provided with information relating to working safely within the workplace and for Parish
activities.
I have been provided with a copy of the Parish Safety Induction & Orientation Pack for reference.
I have discussed anything that I did not understand with the Parish Leader, and will bring any
concerns about safety issues to the Parish Leader that arise during my work for the Parish.
Name: (print)

______________________________________________________________

Signature:

______________________________________________________________

Date:

______________________________________________________________

Parish:

______________________________________________________________
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PURPOSE STATEMENT
The intent of the procedure is to provide information and direction to Parish workers on the appropriate
set up and use of a computer workstation.
Individual Workers and Volunteers
1. Adjust your workstation according to the information in this document.
Summary Page (page 3) to print out and remind you of the main points.

There is a

2. The ‘Computer Workstation Self-Assessment Checklist’ (pages 11-13) can be used to
identify issues which may cause discomfort, and solutions that may reduce this discomfort.
The self-assessment checklist is used to document your findings and recommendations to
discuss with your Parish Leader.
Sign and date the checklist on the last page as proof of training provided and give to the Parish
office.
3. Print out and use the Stretches on pages 9-10 to reduce discomfort and tightness.

Parish Administration
You must:
1. Provide this document to all workers who will be using a computer workstation:
a.

As soon as possible after employment,

b.

At regular periods during their employment (frequency depending on frequency and
volume of computer use)

c.

If the worker reports issues or injuries related to computer set up or use; or

d.

When changes have been made to workstations.

2. If workers have discomfort when using the computer workstation request them to complete
the ‘Computer Workstation Self-Assessment Checklist’.
3. Discuss the findings of the ‘Computer Workstation Self-Assessment Checklist’ with the worker
and decide on appropriate actions to improve the remaining issues causing discomfort.
4. Complete the Parish Leader section of the ‘Computer Workstation Self-Assessment
Checklist’.
5. The self-assessment checklist is to be retained in the Induction Training section of the Parish
Safety Manual as evidence of providing information and training in safe computer workstation
use.
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SUMMARY PAGE

Setting Up Your Workstation
To prevent discomfort, there are two key things to avoid
when using a computer:
1. Awkward working postures (e.g. using a
keyboard with bent wrists; twisting your neck or
body to see the monitor; over-reaching;
slouching etc.)
2. Repetitive movements (e.g. typing or using a
mouse continuously without a break).

10 Tips when using your computer
1. Vary your posture as much as possible. Stand
or walk about, or do some stretches at least every 30 minutes
2. Your office chair:
• Adjust chair height so that your elbows are by your side and level with the desk or slightly
above the desk, and thighs are not making contact with underside of desk.
• Adjust the height of the backrest to support the inward curve in your lower back
•

The backrest angle is adjusted to a comfortable position, for most people this will be an
upright or slightly reclined position.

3. Keep your hips slightly higher than or level with knees. If your feet are not flat on the floor, use a
footrest.
4. Position your keyboard and monitor directly in front of you, with the monitor approximately one
arm’s length away from you. The keyboard should be a comfortable distance from the edge of
the desk to allow the forearms to be supported when not touch typing.
5. The top of the monitor should be level with or slightly below eye level to avoid having to tilt the
head back to look up at the screen. Keep your chin down. (If you wear bifocals you will need the
screen lower).
6. Position frequently used items within easy reach on your desk top. Position your document holder
between the keyboard and monitor or beside the monitor at the same height as the screen, so as
to avoid bending or twisting the neck.
7. When using the keyboard and mouse, keep your wrists in a straight line, and shoulders relaxed
and symmetrical.
8. Rest your eyes every 10 minutes by looking away from the screen and focusing on the distance
(e.g. look out a window or at a wall poster).
9. Maintain your general fitness. Keep yourself strong and flexible.
10. If you feel an ache or discomfort in any part of your body, take a break and if the pain continues
complete a more detailed workstation assessment using the Computer Workstation SelfAssessment Checklist and address the issues with your Parish Office.
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Avoid Sitting for Long Periods
Avoid sitting for long periods of time. Some
form of break from sitting every 20 to 30
minutes is helpful. Sitting is an awkward
posture that has been proven to lead to
musculoskeletal injury. Current research has
also shown that sitting for longer than 30
minutes without some light exercise increases
your risk for cardiovascular disease, diabetes,
obesity and cancer because of increased
blood pressure and sugar, excessive body fat
and abnormal cholesterol levels. These light
exercise breaks are necessary despite other
moderate to vigorous exercise you do in the
day. Change your posture frequently.
• Walk to a printer
• Stand while dialling or talking on the
telephone
• Stand and Stretch breaks
• Have walking meetings
• Set up a standing workstation and
alternate between sitting and standing
while you work

Talk to your Parish Leader about providing
suitable equipment for you. e.g. taller persons
may require an adjustable height desk; or
other means of raising the height of the desk;
the larger seat pan and/or high back office
chair.
Backrest
To adjust the height of the backrest, start by
raising the backrest to its maximum height and
then sit in the chair and check the fit of the
backrest to the curve of the lower back. To
find the curve of the lower back, find the top of
the hip bone and follow this line around your
back and feel if the curve of the chair fits into
this space of your back. To correct the
forward/back position, adjust the backrest until
a comfortable pressure is exerted on the lower
back area while seated in the usual working
posture at the desk.

CHAIR
Your chair should be adjustable, comfortable
and in good working order. The minimum
adjustments available on a chair should
include:
Seat height (up or down)
Backrest height (up or down)
Backrest tilt (forward or back)
Seat pan tilt
In general many office chairs have a maximum
load of 115kg. If you weigh more than this, or
your body shape does not suit your chair you
should let your manager know that you may
need an alternative chair.

The backrest position should not feel as
though it pushes you out of the seat or that you
have to lean back too far to reach it.
There should be a two-finger clearance
between the front of the chair and the back of

Chair Height
The chair height should be set so that the
thighs are approximately horizontal and the
feet rest comfortably on the floor. A slight
backwards tilt of the backrest or forward tilt of
the seat will allow an increase in the angle at
the hip. This will decrease the force on the
lumbar area.
the knee. A slight backward tilt of the backrest
is a preferred position as the force on the lower
back is reduced.

Combine chair and desk adjustments to
position the work at elbow height.

Armrest

If the chair height is correctly set but the desk
is too high, either lower the desk height or
raise the height of the chair and use a footrest
to make up the height difference. If the thighs
are wedged between the chair and the under
surface of the desk, or the knees bump into the
front of the desk then either the desk is too low,
the chair is too high, or the user is too tall for
the chair and desk.

Armrests are designed to allow people to
support themselves when getting up or sitting
down and to provide support for arms while
typing. They are suitable for people who
perform a variety of tasks at a workstation,
move frequently to and from their chair or sit
back in their chair to talk to visitors. Armrests
4

are usually not recommended unless they fit
under the desk or are height adjustable to
allow elbows to comfortably rest on them while
typing. However, if your chair has armrests
make sure that they do not prevent you from
getting as close to the desk as you require. If
this is the case, either remove them by
unscrewing them, or replace them with a
smaller or adjustable option.

Choosing Between Castors and Glides

Picture- Metal Keyboard Plate

Castors allow chairs to be easily moved
forwards and backwards, however, they are
not suitable for use on non-carpeted surfaces
unless fitted with friction brakes.

Clearance under the Desk
General items, like computer hard disk drives,
boxes of documents or files, rubbish bins and
mobile drawers should not be stored under desks
where they will decrease or interfere with the
space required for the legs. This may force you to
adopt a twisted or awkward posture of the spine.

Glides or castors with friction brakes should be
used where chairs do not need to be moved.
For example, on a visitors’ chair or where hard
floor surfaces exist. Care must be taken not to
provide slippery mats at desks where chairs
with castors are in use.
FOOTREST
This will depend upon whether your desk is at
the required height once you have adjusted
your chair to suit your needs. If the desk is too
high and it cannot be lowered, then raise the
height of the chair and use a footrest to raise
the height of the floor by the same amount.
Footrests should have height and angle
adjustability and be large enough to permit
some movement while supporting the feet.

Desk Storage

DESK

Place trays at the outer reach. In-trays should not
be located above shoulder level.

Adjust your chair and desk to suit your body
size. The desk top surface and armrest
support should be just below elbow height. To
determine your elbow height, relax your
shoulders and bend your elbows to about 90
degrees and check the elbow height against
the desk height.

Ensure most frequently used items are in reach
without straightening arms to reach i.e. with
elbows at side of body. Other items should be
within reach of the outstretched arms to avoid
overreaching postures.

If you are in a corner computer workstation
ensure you have a keyboard plate to fill in the
90 degree cut out of the desk.
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Desk Storage
Large or heavy items such as telephone
directories and manuals should either be
stored within close reach or in a nearby
position where you need to stand to access
them. Handling of these items should not be
conducted at the limit of your reach capacity
while sitting, as this can result in undue strain
on the back, shoulder and arm muscles.
KEYBOARD

Picture: Ortho mouse (which supports the
whole hand and uses whole of arm movements.
www.ergonomicoffice.com.au

Tilt the keyboard using the feet at the back to
suit your level of comfort. The common and
preferred setting is where the feet are lowered
so the keyboard sits flat on the desk. This
assists in preventing awkward postures of the
wrists.

If you frequently use the mouse in your work and
it continues to cause you discomfort after you
implemented the above suggestions you may
be able to change to a keyboard with the
numeric pad on the other side to your dominant
hand, or without numeric pad, so that the mouse
can be used without holding arm out to side in
extended reach.

Keyboard Position on the Desk
Place the keyboard at a comfortable distance
from the front edge of the desk with room to
rest the forearms on the desk during rest
breaks.
Do not place documents between the
keyboard and the front edge of the desk while
using the keyboard as it increases the reach
distance to the keyboard and may result in
excessive bending of the neck to look at the
documents.
MOUSE
Place the mouse mat directly beside the end
of the keyboard on your preferred side. Use
the mouse in this position and always aim to
keep the mouse on the mat during use.

Picture Right: Mouse Friendly Keyboard (has left hand
numeric pad)
Picture Left: Normal keyboard with extended arm position

For Repetitive Mouse Work

There are 2 options for a mouse friendly keypad.

• Use keyboard shortcuts to reduce
mousing. http://windows.microsoft.com/enAU/windows7/Keyboard-shortcuts
• Learn to use mouse with both hands so that
you can swap between the right and left
sides for improved comfort.
• Set the tracking speed of the mouse to a
setting that suits you.
• Maintain your mouse to keep it in good
working order (for example, keeping it
clean inside).
• Where possible, try to avoid holding on to
the mouse when not in use.
• Take frequent micro breaks from the task
to stand and stretch or move.

•

Q Board Mini Keypad (does not have
separate numeric pad) and

•

Evoluent Mouse Friendly Keypad (has
left hand numeric pad).

http://www.ppsergo.com.au/Keyboard.html

An ergonomic mouse may be of assistance for
mouse intensive tasks that continue to cause
upper limb discomfort once the above
suggestions have been implemented
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COMPUTER SCREEN

screen is placed in front of the worker in the
centre of the viewing field.
Frequently viewed items should be placed lower
rather than higher.

The screen should be positioned once the chair
and desk heights have been established.
Screen Height

Both of these locations places less strain on the
neck, and the back and make it easier for the
eyes to focus.

The screen should be positioned so that the top
of the screen is level with, or slightly lower than,
your eyes when you are sitting upright. If the
screen does not have a raising device such as
a monitor stand, you may be able to use
telephones books to raise the screen height on
a temporary basis.

It is better to arrange multiple monitors at a
similar distance to the eyes as this makes it
viewing easier for those who wear spectacles
for close tasks.

Ensure you have appropriate computer viewing
eyewear if you use glasses to ensure you do not
have to tilt your chin up or squint your eyes to
view the screen.

Screen Distance from the Eye
Place the screen so that it is approximately at
arm’s length away from your usual seated
position.

DOCUMENT HOLDER
For frequent data entry an A-frame style book
rest that sits on top of the desk is the most
practical and can be set at different angles. It is
usually best placed so that it supports
documents on an inclined angle between the
keyboard and the screen.

Positioning the Screen
The screen should be placed so that it does not
face windows, catching reflections from the
windows, or have a window directly behind it
causing glare from the window

TELEPHONE
The telephone should be placed either within or
at the limit of the optimum reach.
The
placement should enable the user to operate the
telephone without the need to move their trunk
to grasp the handset or to operate the numeric
and function buttons.

DUAL AND MULTIPLE MONITORS
Frequent tasks should be viewed straight ahead
instead of to the side, so in the case where one
screen is viewed more than the other, the main

Where the phone is used at the same time as
using the keyboard or is used very often or for
prolonged periods, a headset should be used.
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EQUIPMENT SUPPLIES
Office Chairs

Adjustments - chair height; backrest tilt and height, seat pan tilt. Variations
are available with larger weight capacity; larger seat pan; and backrest.

Telephone
Headset

For phone users who require both hands for the task they are attending
simultaneously with (frequent) phone use.
Supra plus wide band headset. Only specific headsets work with Citrix
phones

Ergonomic
Mouse

For mouse intensive tasks that continue to cause upper limb discomfort
only. Contact WHS Team for assessment. Ortho mouse (supports the
whole hand and uses whole of arm movements).
www.ergonomicoffice.com.au

Mouse Friendly
Keyboard

For mouse intensive tasks that continue to cause upper limb discomfort
only. Contact WHS Team for assessment. Evoluent Mouse Friendly
Keypad (has left hand numeric pad) or Q Board Mini Keypad (does not
have separate numeric pad)
http://www.ppsergo.com.au/Keyboard.html

Foot Rest

Kensington Solemate Plus Footrest Order no: 86823633

Monitor Riser

Fellowes Monitor Riser Standard Order no: 86860199

Gel Wrist Rest

Staples Gel Keyboard Wrist Rest Order no: 87019002

Keyboard Plate

For corner workstation to reduce right angle corner of desk and allow for
keyboard use http://empirefurniture.com.au/Metal-KeyboardPlate.aspx?p27099

Height
Adjustable Desk

For computer workstation users who require alternating sit and stand
workstations. Contact WHS Team for assessment.
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OFFICE S-T-R-E-T-C-H-E-S
Shoulder rolls
Chin tucks
Circle shoulders forward several times, then
backwards. Repeat 3 to 5 times.

Raise the head to straighten the neck. Tuck
the chin in and upwards creating a double
chin. This also results in a forward tilt of the
head. Repeat several times.

Wrist and elbow stretch
Neck stretch

Interlace fingers, palms outward, and
straighten arms in front. Hold for 10 seconds
and repeat several times.

Keeping your chin tucked in, gently lower
ear to shoulder and hold for 5-10 seconds
on either side. Repeat several times.

Wrist stretch
Straighten your arm in front and bend your
wrist forward, gently assist the stretch with
your other hand. Hold for 10 seconds then
stretch your wrist back and hold for 10
seconds. Repeat with other arm.

Head turns
Turn head slowly to look over left shoulder.
Turn head the other way. Repeat several
times.
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Upper and lower back stretch
Interlace fingers and turn palms upwards
above head; straighten arms then slowly lean
slightly from side to side. Repeat movement
several times.

Foot pump

Back arching

Eye exercise

Stand up. Support your lower back with hands
and gently arch back and hold for 5 to 10
seconds. Repeat as often as is needed.

Sit up straight, face forward and Look up, then
down. Look left, then right

Stand up, holding the chair for balance if
necessary, and alternately raise heels and
toes. Repeat 10 times.

Repeat this sequence several times without
moving your head.

Pectoral stretch

Visual rest

Raise both arms to shoulder height and bend
elbows. Pull both elbows back slowly to bring
shoulder blades towards each other.

Look up and away from the screen. Focus on
a distant object (more than 3 metres away).
For example, look out of the window or at a
picture on a far wall. Shift vision back to screen
and refocus.

Repeat several times.
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COMPUTER WORKSTATION SELF ASSESSMENT CHECKLIST
• Once you have completed the self-assessment checklist and made adjustments to correct your
workstation, record any remaining issues, and recommendations to improve your workstation on
the last page, and report these to your Parish Leader.
• The Parish Leader should then discuss your recommendations for corrective actions that might be
taken and complete the action plan and sign off on the assessment.
Computer User: _______________________ Parish Site: _________________________________
List your main daily tasks: __________________________________________________________
______________________________________________________________________________
WORKSTATION CHAIR

Y/N

Backrest height and backrest tilt are
adjusted to fit the curve of your back and
allow a slightly reclined sitting posture.
Seat height and seat tilt angle are
adjusted so that you can sit with your feet
flat on the floor, hips between 90 degrees
and 120 degrees, and there is no
pressure on the back of the thighs.
Do you have adequate leg support so
that 2-3 fingers fit between the chair and
the back of your knee?
Can you get close to the workstation
without hindrance?

POSSIBLE SOLUTIONS
Adjust the backrest of the chair so the lumbar (lower
back) support is level with the top of hip height.
Adjust seat height and seat tilt so feet are flat on the
floor and the desk surface is just below elbow
height.
Taller workers may need chair with large seat pan
and backrest. Provide an adjustable height footrest
If the seat is too deep provide an alternative chair
with a short seat pan; too shallow- provide a chair
with a larger seat pan
Remove armrests or provide a chair without
adjustable height arm rests.

chair

Provide a sit stand stool or high counter/drafting
type office chair, with a foot support ring.

If the desk is not adjustable, is the
surface set just below your elbow height.

Short stature workers may need chair raised
slightly, footrest supplied; taller workers may need
to raise height of desk

Counter work - Is there a
appropriate for sit/stand work?
DESK

Is the desk large enough to fit the task
requirements of the job?

Make room on the desk by removing cords and
cables; and remove infrequently used items.

Is the desk deep enough to allow the
computer screen to be approximately at
arm’s length away from you?
Is there adequate space under the desk
to allow comfortable forward facing
posture and ability to get in and out of the
workstation?

If the issue is the height of the worker consider
raising the desk.
Remove under desk storage and only keep desk
requirements on hand.
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For a standing desk, is the desk
adjustable so the surface can be set just
below your elbow height?

A standing workstation can be set up using height
raisers (boxes etc.) for monitor and keyboard.
When standing for long periods consider using a
stable footrest to allow you to alternately shift your
weight from one foot to another, and to allow the
back muscles on the side of the resting foot to relax.

MONITOR
If using laptop for longer periods (over 2 hours
then it is recommended that the laptop is used with
either a docking station, separate monitor,
keyboard and mouse; or a laptop stand with
separate keyboard and mouse.
If there is one main monitor it is to be viewed
straight ahead. If the monitors are both used
frequently it is better to place both of them at an
equal distance to the worker and on an angle so
the display is equidistant from the eyes. Dual
monitors are placed lower than eyebrow height.
See Computer Workstation Set Up and Use
Procedure diagram on page 7 for clarification.
If there is one main monitor it is to be viewed
straight ahead. If the monitors are both used
frequently it is better to place both of them at an
equal distance to the worker and on an angle so
the display is equidistant from the eyes. Dual
monitors are placed lower than eyebrow height.
See Computer Workstation Set Up and Use
Procedure diagram on page 7 for clarification.

Laptop use is for short periods only (less
than one hour)

Multiple monitors

Multiple monitors

Has the screen been positioned at
approximately arm’s length from your
seated position and directly in front of
you?
Has the screen been positioned so you
can look straight ahead and slightly down
at the screen (top of screen level with or
below eye level when you are sitting
upright)?
Is there a document holder between the
screen and keyboard if work requires
transcribing from hard copy to computer?
Is the screen positioned to avoid
reflections or glare from windows or lights
(e.g. not facing or backing onto
windows)?

Adjust monitor height with monitor riser if
necessary.
Wear appropriate computer viewing eyewear and
do no tilt your chin up or squint your eyes to view
the screen.
Provide a document holder
Reduce glare by repositioning the monitor parallel
to the windows, decreasing overhead lighting,
using window shades, tilting the screen or using
an antiglare filter.

KEYBOARD AND MOUSE
Is the keyboard near the front edge of the
desk
allowing
space
for
the
wrists/forearms to rest on the desk
surface (about 10 to 15 cm)?

Reposition keyboard to allow the forearms to be
supported when not touch typing. If it is a corner
workstation with a 90 degree cut out purchase a
keyboard plate to fill the angle and enable arms to
rest on the desk.

Are the keyboard feet adjusted to position
the keyboard as flat as possible on the
desk?

Adjust to suit level of comfort. The flat position
reduces wrist discomfort.
Use the suggestions in the computer workstation
set up and use procedure to reduce upper limb
discomfort.
Consider using keyboard shortcuts to minimise
time spent using the mouse.
Take your hand off the mouse when not in use.

Is the mouse or pointer positioned as
close to the keyboard as possible?
Do you use keyboard shortcuts to reduce
mouse use?
12

WORKSTATION SET UP AND TELEPHONE USE
Are frequently used items on the desk
Move items around so your most frequent items
stored within easy reach (e.g. keyboard,
are closer.
telephone)?
Are large or heavy items stored within
Stand up to pick up heavy items from shelving.
close reach and not above shoulder
Store heaviest items between knees and
height, or nearby where you have to
shoulders.
stand to access them?
Is the telephone placed within the close
reach sector on the side which is
comfortable to use?
If there is considerable telephone work
Provide a headset or use the speaker function.
especially while keying, is there a
Avoid tilting the neck/head to cradle the telephone
headset provided?
on your shoulder.
ENVIRONMENT AND WORK PRACTICES
Is
the
workstation
appropriately
positioned or partitioned to prevent
interference noise?
Is there adequate lighting for the task?
Break up long periods of continuous computer use
by performing alternative tasks that require you to
stand and walk away briefly from your computer.
Stand and stretch.

Are you able to take a stretch break every
30 minutes when computing?

I have read and applied the information in the Computer Workstation Set Up and Use
Procedure to ensure that I am able to work safely at my computer workstation.
Participant Signature: ______________________________________ Date: _____________

After making the recommended adjustments to safely set up my workstation the following issues
remain unresolved and require actions to improve my computer workstation set up. Contact WHS
Team for guidance if necessary. (See Equipment Supplies section on recommended office
workstation items)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Parish Office Review
This checklist is to be kept in local worker file as evidence of providing information and training in
safe computer workstation use.
Do you have any comments in relation to the self-assessment or actions that may be required to
ensure safe set up of this computer workstation?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Where uncontrolled hazards or risks have been identified the Parish Leader is to complete the following
control plan.
Actions Required

Who by:

Due Date

Completed:

Planned
Review
Date:

Parish Leader Name: ______________________________________________________________
Parish Leader Signature: _______________________________________ Date: _______________
Responsibility
It is the responsibility of the Parish to organise and implement the agreed recommendations to control
identified risks. Please evaluate the effectiveness of the actions implemented and complete the table
below.

Monitor and Review
Once agreed recommendations have been implemented, the Parish Leader or their delegate should
review and monitor these to check their effectiveness and to identify if any new concerns have arisen.
Review Date

Outcome of Review
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Review completed by

Parish Emergency Evacuation Plan
for People with Mobility Impairment
LARGE GROUP ACTIVITES
1. Prior to commencing a large group activity assess if any persons require assistance during an evacuation.
2. Complete the table below for all persons in the group whose mobility is compromised for evacuation. Tick the relevant boxes
3. Designated person/s to can assist mobility impaired persons during an evacuation.
__________________________________________________________________________________________________________________________
4. Designated ‘Safe Areas’ for evacuation if person is unable to use fire exit pathways and stairways.
__________________________________________________________________________________________________________________________
5. Ensure all Parish workers are familiar with the evacuation procedure.
6. Group Leader is to maintain this list for each group activity with mobility impaired participants; and to refer to this list during evacuation.
Name/s

1
2
3
4
5
6
7
8
9
10

Assistance
Required?

Confusion

Wheeled Mobility
Device

Hearing and/or
Vision Issues

Communication
Issues

Parish Emergency Evacuation Plan
for People with Mobility Impairment
Name/s

11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26

Assistance
Required?

Confusion

Wheeled
Mobility Device

Hearing and/or
Vision Issues

Communication
Issues

First Aid Kit Contents Checklist
It is a requirement of ACCQ that all workplaces have a First Aid Kit. The kit is to be restocked at least annually
or as required. Auditing of kits is to be performed as a part of annual workplace audit requirements.
Parish Site: ________________________________ Location of Kit: ____________________________

Item

Number

Adhesive strips (assorted sizes)

1 box

Non- allergenic adhesive tape (5m x 2.5cm )

1

Eye pads

5 single packs

Triangular bandage

2

Hospital crepe or conforming bandages (various sizes)

2

Wound/combine dressings (assorted sizes)

6

Non adhesive dressings (assorted sizes)

6

Disposable vomit bowl

1

Scissors (e.g. stainless steel sharp/ blunt type 1.25 cm)

1 pair

Kidney dish *

1

Gauze squares (2 packets)

2 packets

Forceps/tweezers (disposable)*

1 pair

Disposable latex or vinyl gloves (10)

10

Sharps disposal container

1

Sterile saline/water (single use ampule 30ml)

3 amps

Resuscitation mask

1

Plastic bags (medium size)

2

Note pad and pencil

1

Reusable ice pack

1

Small dressing bowl*

1

*

May be replaced by a single use dressing pack

Checked by: ______________________________________________
Restocked:

Yes

No

Date:

/

/

Keep the completed checklist in the Safety folder

Count

Parish Fire Drill and Evacuation Assessment
Instructions: Parish Leader is to complete this form when debriefing after the evacuation exercise or event.
Activity

Comments

Yes/
No

Action

By Whom?

Sign Off

1. Was the emergency identified and reported in accordance
with the procedure?
2. Was the fire alarm sounded in accordance with the
procedure, if relevant?
3. Could alert and evacuation signals be heard throughout
the workplace, if relevant?
4. Did the evacuation occur without difficulty?
5. Did workers experience any difficulties in their work area?
6. Did people follow instructions promptly?
7. Was there any confusion?
8. Was there any crowding during exit?
9. Were all areas checked without issue?
10. Did a second sweep occur prior to exiting the workplace?
11. Were there any concerns noted upon exiting to the
Assembly Area?
12. Was there any smoking at the Assembly Area?
Comments or Corrective Actions Identified:

Parish Site:

Parish Leader:

Date:

/

/

Emergency Response
In the event of an emergency or fire
Remove people from immediate danger
▪ Stay calm, notify all persons in the area
▪ Identify a clear path to the closest safest exit

Alert the fire service
▪ Call 000, ask for the relevant service (Fire, Ambulance, Police)
▪ Give clear details of emergency, location, street and suburb

Confine fire & smoke close doors and windows (if safe to do so)
▪ Alert persons to gather personal belongings, medication and car keys
▪ Prepare to evacuate

Evacuate to the assembly area
▪
▪
▪
▪

Delegate a person to lead everyone to the Assembly Area
Conduct a second sweep, report to Emergency Services upon arrival
Follow Emergency Services instructions at all times
Do not re-enter the building until advised by Emergency Services

In case of bomb threat

In case of personal threat/holdup

Don’t panic

Obey instructions

Don’t hang up

Given by the offender, only speak
when spoken to

If threat is made by phone

Keep talking
▪ ASK: Where, Why, Type and
Time of explosion
▪ NOTE: voice characteristics,
background noises

Dial 000 (112 by mobile)
On another phone and give details of incident

Prepare for evacuation
Search for suspicious objects If found:
▪
▪
▪

Don’t touch
Report object and location
Keep area clear

Avoid sudden actions
Calmly explain your actions

When safe call 000
KEEP THE LINE OPEN

Be observant
▪ Note facial and body marks, eye and
hair colour, clothing, mode of
transport, weapon.
▪ Record these observations afterwards
as soon as possible.
Never chase or follow the offender
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