Wrking Safely in the Ofice

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 shoul d be
made so that those attending can easily see and hear the presentation

Col I 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 nerely 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, it's your job to make 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.

Working Safely in the Ofice



Despite clains that offices are relatively free of hazards, injuries
still occur. These injuries are generally different fromthose sustained
i n manufacturing, construction and other businesses, but the results are
t he sane.

O fice accidents can be put into six different categories--slipping,
tripping and falling; inproperly used or faulty equipnent; collisions or
obstructions; falling objects; fire and electricity; and horseplay and
accidents that do not fit into other categories.

Each year the greatest nunber of injuries is in the slips, trips and
falls category. Recently in Onhio the nunber totaled 64 percent of al
office injuries. Mdst of these injuries could have been prevented with a
little extra effort. For exanple, floors, including storage spaces,
shoul d be clean, well lighted, dry and free of debris that could cause a
fall. Spills should be cleaned up i nmedi ately, and when bad weat her
occurs, slip-resistant mats should be placed in building entrances. Make
sure stairways have anti-slip treads and handrails. Report any potenti al
hazards to your supervisor or fix themyourself, if possible.

Damaged fl oor surfaces--splintered wood, broken tile or pitted concrete—
shoul d be repaired or replaced as soon as possi bl e.

H ghly polished surfaces, like linoleumor tile, should be coated with a
slip-resistant finish

Carpet can also cause sonme problens if it is allowed to deteriorate.
Rugs and carpets should be secured to prevent trips and falls.

If office manuals and supplies are stored on shelves that cannot be
reached wi thout a mechanical aid, use a | adder, not a chair or other
pi ece of office furniture.

To prevent accidents and injuries caused by obstructions, plan the

| ayout of workspaces carefully. Desks and file cabinets, for instance,
shoul d be arranged so that the drawers do not open into aisles or

wal kways. And cl ose drawers as soon as you've found what you were

| ooking for. This nay prevent soneone fromtripping over them or bangi ng
a shin against them

Materials should not be stored in corridors or other traffic areas.
Besi des being traffic hazards, these nmaterials nay fall over if they are
i mproperly stacked.

Tel ephone, typewiter and other electrical equi pnent cords are obvious
tripping hazards. Arrange the furniture so that it covers the cords, or
tape cords to the desks or the floor

If there are differences in floor elevations in the building, railings
and warni ng signs should be provided.



O fice nmachi nery and equi pnent can be hazardous if it is used for other
than its intended purpose or if it is not properly maintained. If you
work with office nmachines, nmake sure you know how to operate them
properly. If you're unfamliar with the equi pnment, check with your
supervi sor.

El ectrical equipnent, |ike copiers, typewiters, Dictaphones, penci

shar peners, space heaters and cof fee makers, should be in good repair
and grounded where required. Coffee nakers and snall er appliances shoul d
be unpl ugged before you go hone.

Even something as sinple as a pen or pencil can be hazardous for office
wor kers. They should be stored with their points down. Letter openers,
scissors and razor bl ades should be sheathed or placed out of the way
when not in use. Thunbtacks and paper clips should be stored in separate
containers to prevent cuts and puncture wounds. Use caution when using a
paper cutter--it has no way of differentiating between paper and fl esh
After you're finished with it, store the paper cutter with the bl ade

| ocked down.

O her seemi ngly mnor hazards can be serious. Rough edges or burs on
furniture may cut fingers and snag clothing, so it’'s a good idea to file
t hem down.

Chi pped or broken office furniture should be replaced or repaired.
Notify your supervisor if you discover itens in need of repair.

If you have to dispose of broken glass, pick it up with several thick
nesses of wet paper towels. Make sure the housekeeping crew knows it's
in the trash.

Fire is also a hazard in offices, but there are things you can do to
prevent fires. Ofice equipnent should be properly grounded when
required and el ectrical connections should be checked periodically for
frayed or damaged cords. Be prepared by knowi ng where the fire

extingui shers are, how to deci de which one is called for, and how to use
it. Fire extinguishers should be inspected monthly by a designated

enpl oyee.

FIl anmabl e |iqui ds shoul d be stored in | ocked, approved storage cabinets
in the office. Large quantities should not be stored in the office.
Be careful not to dunmp hot ashes from ashtrays into wastebaskets.

O fice-worker traffic patterns nmay be responsi ble for sone collisions.
Two-way traffic around blind corners shouldn't be a problem-just walk
to the right and sl ow down at intersections.

If you're carrying material, nake sure you can see over the |oad. And
wat ch where you're going. Don't wal k backward and hol d conversation to a
m ni mum concentrate on reaching your destination with your |oad intact.



Look for obstacles in your path--a pencil sharpener extending beyond the
edge of a desk, an open drawer, a msplaced briefcase or a trash can

Sone of fices have nore wi ndow area than ot hers. Make sure you don't try
to wal k through a wi ndow or gl ass door. Mst of themare nmarked. |If you
see one that is not, let your supervisor know Unlettered glass surfaces
shoul d have a stencil or decal approxinately 4 1/2 feet above the floor

Partly opened doors shoul d be approached with caution. The person coning
t hrough may be unaware of your presence.

Watch for overhead hazards al so. Never store heavy materials, |ike card
files, on top of the cabinets. Movable objects, such as fl owerpots,
vases and boxes, should not be placed on w ndowsills or | edges.

Ceiling fixtures and fans should be inspected regularly to nake sure
they are secure and to insure their safe operation. Pulley cords on
Venetian blinds and operating nechani sns for wi ndows should al so be
checked.

Proper placenent of materials in file cabinets is an effective safety
nmeasure.

Cabi nets that have nmore weight in the top drawers may tip over when the
drawer is opened. If it is not possible to distribute the weight in the
cabinet, fasten it to the wall or another cabinet or add weight to the
bott om of the cabinet.

Many of the accidents and injuries that occur can be placed into one of
the five najor classifications. But there are sone that do not seemto
fit the said categories.

Tilting back on chairs with rollers, for exanple, can produce a serious
injury.

And so can using that sane chair as a | adder

Stapl ers can be hazardous if used inproperly. Even paper can produce
pai nful cuts. These cuts can be prevented by allow ng nore room for
files in the file cabinet.

Back injuries occur frequently--to avoid them limt naterial handling
to stable, noderate | oads held close to the body at all tines. Try to
restrict material handling to the area between knuckl e and shoul der

hei ght .



