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REQUIREMENTS ON 

REPORT WRITING 



FORMAT OF ASSESSMENT REPORT

 Executive Summary

 Background

◦ Introduction, Objectives, Process & Work 
Unit Description, Methodology, 

 Findings

◦ Hazard, Exposure, Control adequacy

 Conclusions

◦ Discussion, Conclusions, Recommendation

 References

 Appendices



• Form (A,B,C,D,E,F)

• Machinery layout plan

• Location of the work unit 
selected for assessment

• A copy of Assessor 
competency certificate

• Other relevent information

• Process flow – chart

• Form A –Verification from 
employer that report has 
been presented

Appendices



COMMON ISSUES - CHRA  



Common Issues

 Not active 

• Only 1 or no assessment conducted in past 3 years

 CEP 

• No CEP or not enough CEP for past 3 years

• Unaware of new CEP format/guidelines



Common Issues
1. Report not according to the standard format

2. Missing work unit (renewal)

3. Wrongly named the work unit

4. Wrongly assigned the Hazard Rating

5. Wrongly assigned the exposure rating

6. Too much “NIL”



7.   Sentence too complex

8.   Confuse on assigning the conclusion

9.   Limited knowledge on engineering control systems

10. Not indicate necessity for health/medical surveillance and       

chemical exposure monitoring

11. Not specific in recommending the chemical exposure 

monitoring

12. Wrongly recommend the PPE

13. Process flow description not mentioned in the report

14. Serious typo error (sentence cannot be understand – cut 

and paste)

Common Issues



Common Issues

15. Recommendation not conclusive e.g. 

Health Surveillance depend on the OHD to 

decide

16. Recommending all the substances for

medical surveillance in mixing chemical

17. Miss interpret in recommending 

the medical surveillance



WAY FORWARD – CHRA 

SELF CHECKLIST  



CHRA Self Checklist (CSC)



CHRA Self Checklist (CSC)



CHRA Self Checklist (CSC)



Any Question?

Thank you for your attention..


