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Action Checklist
(JW Glass Recycle OSH training)

4 )

How to use the chccklist

1. Read through the checklist and spend a few minutes walking around the work area before starting
to check. Read each item carefully. Look for a way to apply the measure. If necessary, ask some
questions to the manager or workers. If the measure has been applied or it is not needed, mark NO
under “Do you propose action?” If you think the measure is worthwhile, mark YES. Use the space

under REMARKS to put a description of your suggestion or its location.

2. After you have gone through the whole items, look again at the items you have marked YES.
Choose a few items where the benefits seem likely to be the most important. Mark PRIORITY for

these items.

3. Before finishing, make sure that for each item you have marked NO or YES, and that for some
items marked YES you have marked PRIORITY.
- J

A. Materials Handling

1. Clear and mark transport ways.

Do you propose action?
[ INo [ 1Yes [ ]Priority

Remarks

2. Provide multi-level shelves or storage racks near the work
area for tools, raw materials, parts and products.

Do you propose action?
[ INo [ 1Yes [ ]Priority

Remarks




3. Provide a conveniently placed home for each tool.

Do you propose action?
[ INo [ 1Yes [ ]Priority

Remarks

4. Use hoists, conveyers or other mechanical means for moving
or lifting heavy materials.

Do you propose action?
[ INo [ ]Yes [ ]Priority

Remarks

B. Workstation Changes & Machine Safety

5. Adjust working height for each worker at elbow-height or
slightly lower than elbow-height (for example, use foot
platforms for small workers and work item holders for tall
workers).

Do you propose action?

[ ]No [ 1Yes [ ]Priority

Remarks

6. Provide chairs or benches of correct height (with the feet
comfortably and flatly placed on the floor) with a sturdy back
rest.

Do you propose action?
[ INo [ ]Yes [ ]Priority

Remarks
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7. Attach labels written in the language which is easy to
understand for everyone and attach colors to make it easy to
distinguish from each other.

Do you propose action?

[ INo [ 1Yes [ ]Priority

Remarks

8. Attach proper guards and easy-to-understand signs to
dangerous moving parts of machines and power transmission
equipment.

Do you propose action?

[ INo [ 1Yes [ ]Priority

Remarks
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D. Physically and Mentally Comfortable Work Environment

9. Use personal protective equipment, such as ear plugs, masks
and gloves etc., properly

Do you propose action?

[ INo [ 1Yes [ ]Priority

Remarks

10. Isolate or screen the sources of dust, hazardous chemicals,
noise or heat out of the workplace.

Do you propose action?

[ ]No [ ]Yes [ ]Priority

Remarks
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