OFFICE SAFETY ADVICE

 

Offices are generally thought not to be dangerous places.  However, hazards exist there are just as many as on the shop floor.  By taking note of the following rules, you can ensure the safety of yourself and of others.

DO NOT :-

· Leave open desk or filing cabinet drawers to be stumbled over or struck.

· Pile objects on shelves or filing cabinets.

· Leave loose objects on chairs or floors

· Climb on chairs, boxes or other makeshift support to reach for something.

· Have sharp pencils protruding from desk organisers.

· Have electric leads trailing across or under carpets.

· Forget to report loose casters, damaged electric plugs, faulty power points or leads..

· Leave spilt liquids - tea, coffee, ink and other fluids on the floor.

· Open more than one filing cabinet draw at a time, thus causing it to tip.

· Forget to switch off/unplug office equipment before going home.

· Store paper on radiators, thus creating a fire risk.

· Have highly polishes slippery floors, unanchored carpets, loose floor tiles.

· Forget to report broken or splintered chairs, desks, or waste paper baskets.

· Make unauthorised attempts to repair office equipment.
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