WORRCOVER

W SOUTH WALES

HOTEL/MOTEL OPERATORS’

RISK ASSESSMENT TOOL

FOR HOUSEKEEPERS’ TASKS

Date checklist completed:
Date checklist to be reviewed (annually or when there is a change or addition to
housekeepers’ tasks):
Name of person{s} who completed chacklist:  Initial:

Business name:

This tool covers the most commen hazards for housekeepers in typical hotels and matels. It is not
designed to cover all risks for housekeepers, but to help you get started on the process of identifying
the hazards involved in tasks at your hotel or motel. You should involve your employees in filling out
this tool.

An impoitant part of managing your hotel or metel is to ensure the health and safety of all your
employees. This tool will help you decide how likely it is that an incident will happen and how severe
the impact of the incident could be. This is knewn as a ‘tisk assessment'. In order to meet their legal
obfigations under occupational health and safety, employers must perform a risk assessment for all
tasks that have the potential to harm the health or safety of a person. This must be done in
consultation with employees who are involved in the work being assessed.

To make sure you fulfill your obligation for a safe workplace, you need to become aware of what can
cause harm and then take action o make sure no one is at risk at your workplace. You should ask
yourself the fcllowing questlons as part of the risk assessment process:

Do you talk to your employees about safety issues? Yes [ No [
Do you encourage vour employees to report safety problems? Yes [ No [
Do you have an OHS policy that clearly specifies how health and safety will be

managed at your workplace? Yes [ No [
Have you developed safe work precedures so employees, such as housekeepers,

know how to do their job properly and safely? Yes [1 No (0
Do you provide training for employees, particularly where changes in work

procedures cccur? Yes [1 No [
Do you supervise employees to make sure the safe work procedures are

effective and are followad? Yes [1 No O
Do you regularly monitor and review these measures to make sure they are still

effective and being followed? Yes [1 No [

In the: hospitality industry, housekeepers perform some tasks that have a high risk of causing injury.
The most commaon ones are:

+ bed making/changing
+ cleaning bathrooms,

Following is a step-by-step process of how to complete a risk assessment. On the next pages are
two examples ef completed risk assessmants for the two common tasks performed by housekeepers,
bed making/changing and cleaning bathrooms. The blank risk assessment form can be used for any
task that has been identified as a hazard at your workplace.

WorkCover. Watching out for you.



How to complete a risk assessment
You should involve your employees when carrying out any risk assessment,

Step 1: [dentify hazards in the workplace by: reviewing past injury/illness and incident
investigation records; talking to employees; doing a walk round inspaction of the workplace; and
analysing the way work tasks are performed - consider lifting, bendmg and repetitive tasks, room
layout, and any slip and trip hazards.

Step 2: Review any guidance material, minimum standards or legislation governing the particular
hazard (see Resources). Where such information exists, it should be followed immediately. If no
information exists, then do a risk assessment of the particular hazard.

Step 3: Consider who might be injured and how. Are there existing measures already in place?
Are they sufficient? You should prioritise the risks to determine which ones you should address
first. To help you do this, you can use the Risk Priority Chart on the last page.

Step 4: Take steps/measures to eliminate or reduce the risk. This is also known as 'risk control’.
Step 5: Keep records of the risk assessments you have completed. Make sure that the risk

controjs are well documented and employees are informed about the controls and safe work
procedures that have been put into place.

Resources
For further information phone the WorkCover Assistance Service on 13 10 50 or Standards
Australia on 1300 654 646, or visit the WorkCover website at www.workcover.nsw.gov.au

Or read the following material, available from WorkCover NSW;

NSW Occupationat Health and Safety Act 2000

NSW Occupational Health and Safety Regulation 2001
OHS Consultation Code of Practice 2001, WorkCover NSW
Risk Management at Work Guide 2001, WorkCover NSW
Risk Assessment Code of Practice 2001, WorkCover NSW

Disclaimer

This publicaticn contains infermation regarding occupational health, safety, injury management or
workers compensation. It includes some of your obligations under the various workers compensation
and occupational heaith and safety legislatien that WorkCover NSW administers. To ensure you
comply with your legal obligations you must refer to the appropriate Acts.

This publication may refer to WorkCover NSW administered legislation that has been amended or
repealed. When reading this publication you should always refer to the latest laws. Information on the
fatest laws can be checked at www legislation.nsw.gov.au or contact (02) 9238 0950 or 1800 463 955
(NSW country only).

© WorkCover NSW
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