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Distribution and delegation of tasks as concerns the work environment

The following work environment tasks are delegated to

	Name:
	
	Position:
	
	School and Department:
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	Inclu-ded
	Not 
included
	Work environment tasks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1. 
	Organize work environment activities within your operational area.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2. 
	Ensure that the necessary work environment competence is in place and, where necessary, further delegating relevant work environment tasks.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3. 
	Survey and make regular risk assessments on the physical, organisational and social work environment. If necessary, take action and follow up that these measures have had the desired effect. If the measures are not implemented immediately, they are to be entered into a written work environment action plan.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Perform risk/impact assessments of changes in operations, this applies to both physical and organisational changes, and then implement preventive measures.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4. 
	Report incidents and injuries, investigate and take measures to prevent them from happening again. Responsibility for reporting serious incidents and injuries to the Swedish Work Environment Authority and reporting injuries to the Social Insurance Agency.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5. 
	Contribute to the school’s annual work environment plan, i.e. a plan of action to improve the work environment.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6. 
	Ensure the preparedness of, and that the employees are aware and know about first aid and crisis support within your operational area.
Ensure that everyone is prepared, as well as familiar and aware of first aid and crisis support in your operational area.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7. 
	Follow up sick leave, pay attention to signs that an employee is not feeling well and take action.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8. 
	Carry out rehabilitation programmes and, if necessary, initiate/pursue workplace adaptation.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9. 
	Be aware of, and pay attention to, any signs of discrimination, harassment, sexual harassment, bullying or degrading behaviour. Take steps to counter the preconditions in the work environment that could give rise to such behaviour and, if necessary, deal with the situations that arise.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	10. 
	Conduct regular meetings, for example workplace meetings.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	11. 
	Offer annual development dialogues where issues of organisational, social and physical operations are discussed.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	12. 
	Ensure that all employees are properly introduced to operations and that they are able to obtain information about their work and know who they can turn to when it comes to work environment issues

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	13. 
	Make sure that the tasks that are to be performed, the results that are to be achieved, who they can turn to for support and help in their work and, if necessary, the tasks to be prioritised if time available is insufficient, is clear to employees.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	14. 
	Present the results of work environment surveys, such as the employee satisfaction survey, to employees and be responsible for implementing relevant improvements and following up results.

	
	
	Laboratory and workshop environments

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	
	Ensure that all individuals working in the laboratory and/or workshop (incl. students) have undertaken the proper training and possess sufficient knowledge of lab and/or workshop health and safety, including for laser operations. Ensure that they have taken note of established instructions and regulations and are able to use the protective and safety equipment.

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	15. 
	Ensure that the necessary notifications have been made and permits are valid for operations (flammable products, GM products, radioactive isotopes and other hazardous substances such as A and B listed chemicals) and make sure these are handled and protected properly.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	16. 
	Ensure that equipment is maintained, checked and inspected regularly.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	17. 
	Ensure that safety devices function properly and are maintained and inspected, for example warning signs, eyewash, emergency/evacuation signals and emergency stop.

	
	
	Study environment

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Ensure and take action for a good study environment within courses/programs within your operational area.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	18. 
	Ensure that students get a good introduction, including aspects of their learning environment and who they can turn to when it comes to their study environment.

	
	
	Additional work environment tasks

	 FORMCHECKBOX 

	
	19. 
	

	 FORMCHECKBOX 

	
	20. 
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We have agreed that the above information will be included in the distribution and delegation of work tasks. Consequently please track and keep up-to-date with current legislation and KTH routines, instructions, guidelines and policies concerning work environment operations.

I, who delegate these tasks, am responsible for ensuring that the person I delegate to is in possession of sufficient expertise, resources and authorisation.

	Place and date:
	
	Signature of person delegating:                  
	


I who have been delegated these tasks possess the necessary expertise, resources and authorisation to carry out such tasks.

	Place and date:
	
	Signature of task recipient:
	


Unless the parties agree otherwise, this delegation will continue until further notice, however only as long as this employee holds this position. The delegation will be reviewed annually. In cases of absence (e.g. holiday), responsibility reverts the employee’s immediate manager.



Return of delegated work environment tasks 
Due to circumstances concerning:  competence  resources or  authorisation I do not consider that I am able to perform all the tasks within the systematic work environment system that have been delegated to me. I therefore return the following tasks: 

	

	

	

	


	Competence
	Knowledge concerning methods e.g. surveying and risk assessment. Knowledge of operations, risks in operations and measures to prevent ill health and accidents. Knowledge on the regulations that apply in the field and how these are to be applied in operations. 

	Resources
	Availability of financial resources, personnel, equipment, premises and time.

	Authorisation
	Possessing the power to take decisions and measures within the framework of the work environment tasks delegated.



	Place and date:
	
	Signature of employee returning the task:                  
	


	Place and date:
	
	Signature of employee accepting the task:                  
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