WEEKLY SAFETY MEETING

COMPANY NAME:____________________________
DATE:______________

“OFFICE SAFETY”

An accident in the office can be just as painful and costly as an accident in the plant.

Falls are the most common office accidents, accounting for the greatest number of disabling injuries.  In fact, office workers are just as likely to suffer a fall as non-office workers.

We fall when walking, climbing ladders and stairs, and even while sitting on chairs.  We trip over telephone and electrical cords, open desk and file drawers.  Almost as common is the employee who straightens up suddenly from a stooped position and bangs their head into an open upper drawer.

Pulling out two file drawers in the cabinet at once can cause the cabinet to topple.  Even one drawer can do it if the cabinet is not bolted securely, if all the heavy material is stored in the top drawer, or if an employee stands on the lower drawer.

The rule should be:  use one drawer at a time, open it only as far as necessary and close it when finished.  Don’t slam it shut.  Many fingers have been crushed a slammed drawer.  Use the handle.

Store materials inside cabinets, files, and lockers but not on top of the cabinet.  Use a step stool or ladder to reach top shelves in high cabinets.  Strains and back injuries from improper lifting, unexpected twisting, jerking or overexertion, often disable office workers.  Learn and follow the steps to proper lifting and always get help with heavy or awkward loads.

Office fires can be as deadly as fires in a chemical plant, due to the amount of man-made materials in modern buildings.  Know your nearest fire escape route and where and how to use or activate the fire alarm system and fire fighting equipment.

Observe strict housekeeping standards and store flammable liquids in listed safety containers in locked fireproof cabinets.  Matches and smoking materials must be confined to approved smoking areas and be extinguished before being discarded in proper receptacles.

Office safety is everyone’s responsibility.  Do not set a trap for another person.  We all should develop an interest in following safe practices both on and off the job and in correcting unsafe conditions.

Employee Safety Recommendations: ________________________________________

______________________________________________________________________

Meeting Attended By:

___________________
____________________
____________________

___________________
____________________
____________________

___________________
____________________
____________________

___________________
____________________
____________________

Supervisor’s Signature: ___________________________________________________

This form is not intended to supersede local,

state or federal regulations

