OFFICE SAFETY GUIDELINES

Offices should be laid out for efficiency, convenience, and safety.  Many office workers have been severely injured because simple safety rules and procedures are over-looked.
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Safe Operating Procedures would include the following items:

· Running in offices should be prohibited. 

· Everyone should keep to the right when walking in passageway.

· Convex mirrors should be placed and used in corners and other blind intersections.

· People carrying material must be sure they can see over and around it when walking through the office.

· When carrying material up or down stairs limit the size of the load so one hand is free to use a handrail.

· Liquids and other foreign debris should be immediately cleaned up off the floor.

· Remove any tripping hazards immediately, check for damaged carpet and bulged rugs.

· Always maintain good housekeeping throughout the office.

Fire Protection 
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Every office should have a posted emergency evacuation plan.

· The emergency evacuation plan should be practiced on a regular basis.

· Automatic fire detection systems should be in place and tested on a regular basis.

· Fire extinguishers should be securely mounted and clearly identified.

· All employees should know where all manual fire alarms are located.

· Make sure emergency numbers are posted.

· Keep combustible materials away from any heat source.

Exits 

· All exits should be posted and illuminated.

· Each exit door must allow for immediate exit from the building during occupancy.

Doors 

· Approach a solid door away from the path of the opening door.

· Reach for the doorknob so that if the door is suddenly opened from the other side, the hand receives the force of the impact rather than the face.

· Open the door slowly, especially if the door opens outward.
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Lighting

· All stairwells should be well illuminated to prevent trips and falls.

· Detailed type work requires direct lighting to prevent eyestrain.

· Use only UL approved desk lamps.

· The facility should have emergency lighting by all exits.

Electrical

· A sufficient number of outlets should be installed to eliminate the need for extension cords.
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Cords that must run across a walk area should be covered with rubber channels or other similar devices.

· Cords should not rest on steam pipes or other hot or sharp metallic surfaces.

· Outlets should accommodate 3-wire grounding plugs to help prevent electric shock.

· Floor outlets should be located, so they are not tripping hazards, not be accidentally kicked, or used as a foot rest.

· Rest rooms are required to have ground fault circuit interrupters.

· No current-carrying parts should be exposed.

· Cords for electrically operated office machines, fans, lamps, and other equipment should be frequently inspected for defects.

· Installation or repair of any electrical equipment should be done by qualified workers using only approved materials.

· No furniture, equipment, or other heavy objects should be placed on any electric cord.

Floor Surfaces
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· A well-maintained carpet provides good protection against slips and falls.

· Defective floor surfaces should be immediately repaired.

· Worn or warped mats under office chairs should be replaced.

· Slip-resistant protection should be used on stairways and at lobby or elevator entrances.

Aisles and Stairs

· Aisles and stairs throughout the work area should be kept clear.

· Storage of material in aisles and stairs should be prohibited.

· All stairs four or more steps high are required to have secure railings on both sides.

Storage

· Materials should be stored in areas specifically set aside for the purpose of storage.

· Materials should be neatly stacked or piled in stable piles that will not fall over.

· The heaviest and largest pieces should be on the bottom of the pile or the lower shelves of storage units.

· Appropriate stepladders should be provided and used to reach objects over the employee’s head.

· Flammable materials should be stored in an approved metal flammable cabinet.

Safe Office Equipment
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Chairs

· Casters on chairs should be securely fixed. 

· Chairs should be purchased with easy-to-adjust seat heights and back supports.

· Employees should be shown how to properly adjust their chairs.

Office Machines

· Some machines have external moving parts and employees should be trained on their safe operations.

· All office machines should be inspected regularly for defective or worn parts.
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Filing Cabinets

· All file drawers should be immediately closed after use.

· Use the drawer handle to close the cabinet.

· Never close drawers with your feet.

· Only one file drawer should be open at one time.

· Don’t open a file drawer if someone is in immediate danger.

Parking Lots and Sidewalks

· Parking lots and sidewalks must be maintained, debris removed, potholes filled, uneven surfaces corrected, and adequate lighting.

· During cold weather, effective snow and ice removal controls should be used.

· Public access to the facility should be well lit.

Office Ergonomics

· Computer monitors should be placed directly in front of the user while at the keyboard.
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Position the top of the monitor screen at or below eye level and about an arm’s length away.

· Tilt or swivel the monitor screen to eliminate reflections on the screen or use an anti-glare filter.

· Use task lighting to illuminate documents properly.

· Use a document holder to place documents as close to the computer screen as possible.

· Workers should have ample clearance to move knees and legs under their workstation.

· [image: image9.wmf]Adjust the keyboard and chair height to keep forearms, wrists and hands in a straight line while using the keyboard.

· For proper posture at their workstation workers should maintain a 90-degree or greater angle at the hips and knees.

· During the heating season maintain an office temperature between 68 and 74 degrees Fahrenheit and relative humidity at or above 25%.

· During the summer months temperature should be maintained between 73 and 78 degrees Fahrenheit and relative humidity at or below 68%.

· Locate light sources beside, rather than in front of the operator.

Located in the same folder as this document you will find Office Safety Guidelines Test. Answer the questions, print, sign and give to your supervisor. He/she will acknowledge you have taken it and send it over to the Human Resource office. If passing, the test will count towards a safety training  class for the year. Two classes are required each year, but only one test such as this will count per year.
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Not correct posture!
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