



Safe Work Method Statement
Job:.
Serving at the Console





Client:  Billy Thorpe
Location:
415 Johns Street Bayswater……..

Date: . 21/07/2007



Project Duration:  27 / 07 / 2007
to
29 / 07 / 2007
Principle Contractor:  

Prepared By:   John



Consultation with: 
 Phillip, & 
Trish


	Tools and Equipment required
	Personal Protective Equipment 
	Skills and Competencies Required

	· Computer hardware
· Monitor

· Mouse

· Keyboard

· Scanner

· Card Reader

· Printer 

	· NIL

	· Competent in processing sales using computer systems
· Site safety and security systems

· Cash handling procedures



SAFE WORK METHOD STATEMENT

Job:  Serving at the Console 






Client:  .......................................................
	STEP BY STEP WORK ACTIVITY
	POTENTIAL HAZARD/RISK

What are the potential hazards that could cause a safety incident or injury?
	CONTROL MEASURES

1. Elimination – eliminate the work practice, plant and/or equipment responsible for the hazard.







2. Substitution – substitute the work practice, plant and/or equipment for a safer alternative.

3. Engineering control – redesign the work practice, use of materials, plant or equipment to attain a safer alternative. 

4. Administrative Control – change the procedures to reduce exposure (job rotation, training etc)

5. Protective Equipment for Personnel – select appropriate equipment/apparel to reduce risk/exposure.


	Name of responsible person to action

	1. Set up work area
	· Trip, slip and fall
· Repetitive strain

· Lower back strain from frequent twisting or bending

	· Keep the floor area in and around the console area clear at all times
· Locate the computer hardware into a position on the counter to suit your individual needs. This includes the position of the keyboard/mouse for left-handers and raising the monitor height or angle for tall staff.  It also involves standing in a position with clear view of the forecourt and the entrance door to the console area.

	

	2. Serving customer

	· Repetitive strain reaching over the counter.

· Lower back from forward bending.

	· Reduce the reach to the customer by minimizing impulse purchase items in the primary reach zone.
· Slide items across the counter to the customer rather than extended reaching.

· Where possible, raise the counter height between 950mm-1000mm as a standard height shared by adult male and females.
· Face the customer when serving to avoid twisting the back.
· When standing, put one foot in front of the other or on a slighting raised bar to balance when reaching forwards.

	

	3. Hand scanning product

	· Repetitive strain of wrist or arm while scanning multiple items.
	· Locate the scanner to be close to the serving location.
· Where possible, slide the item under the scanner rather than lifting it to the scanning head.

· Keep the elbow by the side and the wrist in a neutral orientation to avoid excessive twisting and rotation of the wrist.


	


	STEP BY STEP WORK ACTIVITY
	POTENTIAL HAZARD/RISK

What are the potential hazards that could cause a safety incident or injury?
	CONTROL MEASURES

6. Elimination – eliminate the work practice, plant and/or equipment responsible for the hazard.







7. Substitution – substitute the work practice, plant and/or equipment for a safer alternative.

8. Engineering control – redesign the work practice, use of materials, plant or equipment to attain a safer alternative. 

9. Administrative Control – change the procedures to reduce exposure (job rotation, training etc)

10. Protective Equipment for Personnel – select appropriate equipment/apparel to reduce risk/exposure.


	Responsibility

	4. Use of touch screen or mouse.
	· Repetitive strain of the arm, neck and shoulder.

	· Position the screen at shoulder height when standing.
· Angle the screen at 900 to the line of sight.
· Locate the mouse on the counter to enable the elbow to remain bent and under the shoulder position.
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