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Role and Responsibility of Departmental 
Workstation Assessor

• Role and responsibility of Departmental Workstation Assessor

• Conduct and complete Workstation risk assessments according to the required 
timeline

• Follow up on any identified issue to ensure appropriate actions have been taken

• Maintain records
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Frequency of 
Workstation Risk Assessment

Frequency

• An initial assessment on workstation shall be conducted before it is first used by users;

• Whenever there is a significant change to the workstation or the user's needs

• E.g.
• Office renovation
• Replacement of furniture
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Workstation Risk Assessment Platform

• Click HERE to access the app
• Only workstation assessors are eligible to access the platform
• DSE assessors will be able to access to all Workstation risk assessment record of their 
department
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https://apps.powerapps.com/play/e/default-c917f3e2-9322-4926-9bb3-daca730413ca/a/fb856462-55e5-41d5-b411-2208d33b7d12?tenantId=c917f3e2-9322-4926-9bb3-daca730413ca&hint=16ff9040-7d61-4376-a5bc-e1725c645862&sourcetime=1751265455750


Workstation Risk Assessment Platform

• Listing page
• Summary of all records
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Workstation Risk Assessment Platform

• Listing page
• Filters
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Workstation Risk Assessment Platform

• Listing page
• New assessment
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Workstation Risk Assessment Platform

• Assessment form
• Input the basic information 

UST account without @ust.hk Default as “Yes”

Room location
Examples 
provided

Filled 
automatically
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Workstation Risk Assessment Platform

• Assessment form
• Question Set

Simple instructions
- “No” answers require follow up action

- Record “Follow Up Action”
- Record “Targeted Date”
- Tick “Completed” when problem is 

resolved
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Workstation Risk Assessment Platform

• Assessment form

• Defaulted answers as 
“Yes” or “NA”

• Update answers only 
when needed
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Workstation Risk Assessment Platform

• Assessment form
• “No” Answers

Tick after 
problem is 
resolvedInput the follow up action and targeted date
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Workstation Risk Assessment Platform

• Assessment form
• Remarks
• Save
• Back – All changes will not be saved
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Remark: Free text entry

Clicking Save / Back button will redirect users to listing page



Workstation Risk Assessment Platform

• Outstanding risk assessments
• Incomplete case
• Outstanding items will show the question number(s)

Outstanding question no. will be shownCase incomplete due to a “No” Answer

Will be directed to a summary page
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Workstation Risk Assessment Platform

• Outstanding
• Summary of “No” questions
• “Yes” and “NA” questions will not be shown in summary page
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Workstation Risk Assessment Platform

• Outstanding
• Tick “Complete” after problem is resolved
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Workstation Risk Assessment Platform

• Listing page
• Case Completed
• No outstanding items
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Workstation Risk Assessment Platform

• Listing page
• Export data
• All filtered data will be exported and sent to the requestor’s email  
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Workstation Risk Assessment Platform

• Export Data
• All filtered data will be exported and sent to the requestor’s email  

19



Workstation Risk Assessment Platform

• Export data
• All filtered data will be exported and sent to the requestor’s email  
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Enquiry

•Change of Departmental Workstation Assessor 
•Enquiry about the app

•Other questions on Workstation risk assessment

 
Contact

safety@ust.hk
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