O fice Safety

A SAFETY TALK FOR
DI SCUSSI ON LEADERS

This safety talk is designed for discussion |leaders to use in preparing
saf ety neetings.

Set a specific tine and date for your safety nmeeting. Publicize your
nmeeting so everyone involved will be sure to attend

Review this safety talk before the neeting and becone famliar with its
content. Make notes about the points made in this talk that pertain to
your workplace. You should be able to present the material in your own
words and | ead the discussion without reading it.

Seating space is not absolutely necessary, but arrangenents should be
made so that those attending can easily see and hear the presentation

Col | ect whatever nmaterials and props you will need ahead of tine. Try
to use equi pnment in your workplace to denpbnstrate your points.

DURI NG THE MEETI NG

G ve the safety talk in your own words. Use the printed talk nmerely as
a guide.

The purpose of a safety neeting is to initiate discussion of safety
probl ens and provide solutions to those problens. Encourage enpl oyees
to di scuss hazards or potential hazards the encounter on the job. Ask
themto suggest ways to inprove safety in their area

Don't let the neeting turn into a gripe session about unrel ated topics.
As discussion |eader, its your job to nake sure the topic is safety.

Di scussing other topics wastes tinme and can ruin the effectiveness of
your safety neeting.

At the end of the neeting, ask enployees to sign a sheet on the back of
this talk as a record that they attended the safety neeting. Keep this
talk on file for your records.



Ofice Safety

In general, offices are safe places in which to work. However, there are
a nunber of practices and tools of the trade that can be very hazardous.

One of the worst offenders is the file cabinet. Drawers |eft open are
"striking agai nst" hazards, and a full top drawer with enpty or partly
filled bottomdrawers can cause the cabinet to tip over

Standi ng on chairs to reach high shelves is another dangerous practice;
use a stepstool or stepladder. But when you do use them nake sure
you're not in front of a door that can swing inward and knock the | adder
or stool over. In addition, sone chairs can be tipped over if you | ean
back too far.

Sone of fices use rotating duplicators. Watch for finger and hand
hazards, and be careful if you have long hair.

El ectric typewiters, electric |letter openers, paper shredders and ot her
el ectric appliances nust be grounded or doubl e-insul ated. Severe shocks
can be received, especially when operating in danp or wet conditions.

Paper clips, pens, pencils and sone kinds of paper can cause slipping
hazards--pick them up when you see themon the fl oor

Paper has sharp edges and can cause pai nful cuts.

Carrying objects that block your view of the path ahead can bring about
a serious collision. Approach sw nging doors cautiously.

El evat or doors can be severe pinch points. Don't try to beat the
el evator doors. Sonetine they may not retract, and the result could be
fatal.

Lifting can result in back injuries. Get help with heavy or awkward
| oads.

Car bon paper in wastebaskets is extrenely conbustible Never dispose of
mat ches or cigarette or pipe ashes in the sane wast ebasket as carbon

paper.

Let's take a look at drafting or art departnent hazards. Perhaps
conpasses or drawi ng instrunents are the worst of fenders because of
their very sharp points.

Kni ves, paper edges and paper cutters also require an alert and carefu
user.



Push pins and thunbtacks can produce serious puncture wounds.

Shar p- poi nted pencils and drawi ng pens can al so cause severe puncture
wounds.

Not often nentioned, but of great injury potential, is horseplay. Rarely
is any serious bodily harmintended when workers "fool around." However,
sone of the worst injuries, even fatalities, happen because of

horseplay. It can happen anywhere, anytine. On record are cases of burst
eardruns, broken arns, blindness and fatalities. And, of course, there
are an untold nunber of |ess serious but still painful injuries.

Last but not |east, good office safety includes knowi ng where fire
extingui shers are | ocated and the proper fire escape route. Access to
t he extingui shers or escape routes nust never be bl ocked.

Bear in mnd that seem ngly conmmonpl ace office tools and equi pnment can
be real hazards if you do not treat themw th thought, alertness and
respect.



