Office Safety

How do I keep the office safe?
1. Reduce the risk of a slip or trip by keeping your work area clean. Clean up spills as soon as they happen. The
carpet must be properly fitted and intact. Use non-skid floor mats.
2. Electrical cords used for projectors, or other equipment, must be placed in a cord guard before laying the
cord on the floor in an open area.
a. Use power strips with built in circuit breakers to avoid tangled extension cords and overloaded
outlets.
b. All outlets must be grounded.
3. Coffee pots, microwaves, or other appliances used in the workplace need to carry an Underwriters Laboratory
(UL) or other appropriate listing for electrical safety.
a. Appliances must be maintained in good working order.
4. Keep desk drawers, filing cabinets, and lockers closed except when in use.
a. Open one drawer at a time and close it gently, using the handle.
b. Do not try to force open a stuck drawer.
c.

Fill empty cabinets and storage racks from the bottom up to prevent tipping.

5. Arrange contents of filing cabinets and storage racks so they will not be top heavy.
a. Store frequently handled or heavy objects between mid-thigh and shoulder height.
b. Do not use the top for storage.
6. Secure filing cabinets and storage racks that are three or more times taller than they are deep to the floor, wall,
or ceiling.
a. For example, bolt a storage rack to the wall if it is eight feet tall but only two feet deep.
b. As an alternative you can bolt storage racks back-to-back.
7. Store sharp and pointed objects safely and do not reach for them without looking.
a.

Use paper cutters safely.

b. Keep fingers away from blades and only cut a small stack of paper at a time.
8. Before placing equipment on a desk or table, make sure it is stable and can support the weight of the
equipment.
9. Disconnect power to a business machine, such as a typewriter, before attempting to service or adjust it.
a. Observe all warning labels on office machines.

How do I manage my work and time for safety?
1. Hurrying to make a deadline and taking short cuts can lead to accidents.
a. Get organized before you act.
b. Spending a little time in planning and preparation saves time and accidents later on.
2. Take responsibility for safety.
a. Stop when you see a hazard and eliminate it on the spot.
b. Report hazards that you cannot easily fix to your supervisor.
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c.

Do not wait for someone else to make the workplace safe.

3. Use the right tool for the job and use whatever safeguards you can.
a. A finger guard protects against paper cuts.
b. A moistener prevents cuts to the mouth or tongue while licking stamps or envelopes.
4. Know where emergency equipment is stored.
a. Know what to do in case of fire, medical, or other emergencies.
b. Keep telephone numbers for police and fire departments handy.
c.

Know where fire alarms and fire extinguishers are, and know how to use them.

5. In case of fire, leave as quickly as possible.
a. Know where your emergency exits are.
b. Always plan your primary and secondary escape routes.
6. Use a step or ladder (never a desk, chair, or box) to reach overhead objects, and move close to what you
need rather than stretching for it.
a. When standing more than six inches off the floor for any reason (i.e. filing or getting something down),
it is recommended that you remove rings.
b. If you should slip, rings can catch on drawers or the edges of furniture causing potentially severe
injury to your fingers or hand.

How can I avoid aches and pains in the office?
1. Use good lifting techniques.
a. When possible, modify the work areas so routine lifting from high or low levels is not necessary.
b. For example, provide a table for waist-high delivery/pickup of parcels and mail.
2. Plan your moves and path of travel when you are going to move something.
a. Clear obstacles away before you begin.
b. Get close to the object you are lifting, squat down to it, and bring the load against your body.
c.

Do not twist or “jerk” when lifting.

d. Lift with your legs, maintaining the three natural curves of your spine.
e. Turn corners and change direction by moving your feet, not turning at the waist.
f.

Avoid carrying loads that block your view and take care when rounding corners.

g. Get help when lifting heavier objects, such as computer monitor or box of paper, and use a dolly or
other mechanical aid to move it.
3. Sit with good posture, face your work directly, and arrange your work area so the most frequently used items are
within easy reach.
a.

Relax your hands occasionally by dangling them loosely from your wrists and shaking them.

b. Force a yawn to relax tight facial muscles.
4. Look away from paperwork or your monitor periodically to reduce eyestrain.
a. Relax your eyes by re-focusing them for 15 seconds on a point at least 20 feet away (try the upper
corner of a room) and then closing them for 15 seconds.
5. Position your monitor and document holder at eye level and about an arm’s length away.
6. Move around, vary your work activities, and take frequent micro-breaks during your shift.
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