	
	OHSW PROCEDURE
	OHSW79

	
	Pre-purchase Checklist for Design, Plant and SubstanceS
	


The Procedure for Purchasing and OHSW should be understood prior to the completion of this form. 
	Person requesting purchase
	Date Checklist Completed

	
	

	Description of Item(s) to be purchased

	

	Name of Workplace

	

	Consultation: Have relevant staff and health and safety representative(s) been consulted ? (list those consulted)

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	You may also need to consult with some or all of the following regarding health and safety prior to the purchase.

	
	Name
	Date

	Chemical & Biological Hazards Committee & Sub-Committee(s) 
	
	

	OHSW Services
	
	

	External licensing/registration agencies
	
	

	University Radiation Safety Officer
	
	

	
	
	


	OHSW Considerations 
	Yes-No-N/A
	If Yes, give details

	Have you identified any legislative requirements including AS/NZS Standards that apply to this purchase ?  If Yes list all legislation, standards and codes of practice. Further information is available via the weblink  to Standards Australia 
	Yes-No-N/A
	

	Does the plant produce radiation or is the substance radioactive ?
	Yes-No-N/A
	

	If yes, has the matter been referred to the University Radiation Safety Officer
	Yes-No-N/A
	

	Plant: refer to Hazard Management Procedure
	
	

	
Has an analysis of the technical data and other information relevant to OHSW been completed ?
	Yes-No-N/A
	

	
Are all risks adequately controlled ?  If Yes no further action is required, otherwise
	Yes-No-N/A
	

	
Has a  risk assessment, form OHSW41 been completed ? (attach the completed form)
	Yes-No-N/A
	

	
Has the safe maintenance of the plant been considered ?
	Yes-No-N/A
	

	
Are training, work practice and supervision changes required ? If yes identify the requirements
	Yes-No-N/A
	

	
Are there licensing/registration requirements for the plant and are permits to operate and/or operator certification required ?
	Yes-No-N/A
	

	
Are instruction manuals and  information about safe use required ?
	Yes-No-N/A
	

	
Are there any OHSW signage requirements for the plant ?
	Yes-No-N/A
	

	
Has workplace layout, access and storage been considered ?
	Yes-No-N/A
	

	
Are there ergonomic requirements ?
	Yes-No-N/A
	

	
Are there any manual handling needs ?
	Yes-No-N/A
	

	
Is protective equipment or clothing (PPE) required ?
	Yes-No-N/A
	

	
Are there likely to be any noise problems ?
	Yes-No-N/A
	

	
	
	

	Substances: refer to Hazardous Substances and Dangerous Goods Procedure
	
	

	
Has the current MSDS been seen and reviewed ?
	Yes-No-N/A
	

	
Is this a non-hazardous substance – no further action, otherwise
	Yes-No-N/A
	

	
are the risk adequately controlled in accordance with MSDS– no further action, otherwise
	Yes-No-N/A
	

	
Has a risk assessment, form OHSW12, been completed (attach the completed form)
	Yes-No-N/A
	

	
Are controls required and can they be provided ?
	Yes-No-N/A
	

	
Is this a dangerous good ?
	Yes-No-N/A
	

	
Is this substance a Biohazard ?
	Yes-No-N/A
	

	
Is safe storage available for the hazardous or dangerous substance(s) ?
	Yes-No-N/A
	

	
Are potential emergency procedures required ?
	Yes-No-N/A
	

	
	
	


	
	Purchase order
	

	Plant
	Must include a requirement that the plant/equipment complies with OHSW legislation and relevant Australian Standards
	Yes-No-N/A

	Substance
	May include a requirement for the supplier to provide the appropriate MSDS and notification of any change in formulation
	Yes-No-N/A


	Line manager authorising the purchase of the new plant/substance within UniSA

	Name:
	Signature:
	Date:

	
	
	


This completed form may be used for repeat purchases and reviewed if required







