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| INTRODU ‘%{ON

The safety and health prob1ems of office workers are not usua]]y g1v
/7 ~ @ great deal of attent1on§ 0ff1ce accidents such as falls seem les¥ dramatic
» than industrial accidents. The health hazards of ‘the off1ce, re]ated to poor
ventilatyon, loud noise, and the’sitting-down nature of the job, are often
not so easy to identify as those in_a factory. ‘Many ‘people do not take - { e
office safety and health very seriously, and their attitude, in itself, is T
S one of the main causes of accidedts'in business and office. jobs. . B
Each year, about 40,000 peop]e Tn the nation’ suffer a'disabling acc1dent
(one that 15 serious enough that the person cannot WOrk for at least a full | ~ \
' day after the day of the injury) . The direct cost of these accidents to the
employers 1s pbout $100 mildion. Because each accident may R\oduce pain,
suffer1ng, and long-term d1sab111ty as well as money 1oss, the study of busi~

. *

, \\\) ness and office safety practices is an 1mportant part of oq'upat1ona1\prepara- .t
t1on T
A sedentary (sitting-down) job may have negative effeéts on the- human. /
body'— on muscles, Jo1nts, and nerves. Stress is often §igh in the business
. *and office world, and 1t may have an enormous effect on hea1th The five.
' senses may take a real “beat1ng“ in the off1ce where noise, eyes&rain, Tack
~of fresh air, and sense of c1oseness caused by working 1n‘sma11 spaces
can constitute hea?&ﬁ prob]ems ¢ - ‘ '
This module contains i format1oh about the safety and hea]th hazards of
offices. It also suggests‘safety rules and pract1ees that cah,’when followed,
greatly reduce the danger of Tnjury\ahd poor ‘health to busines$ and office‘

workers. ! \ T . .

. - ... . .OBJECTNVES

! Upon completion of this module, the student'should be able to: 7
Discuss the cost of office and business accidénts.. (Ppge 3)

Lp—
.

2. Ident1fy four categor1es of workers most 11ke1y to ‘be hurt on the Job..
\(Page 3) : , S o L
3, List and d1s’uss the f1ve main types of d1sab11nglacc1dents (Page:4) .

{v : Coe SN
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List five major ways to control office hazards through proper office ., ‘
layout. (Page 8) - - o .
_Def1ne ergonomics and d1scuss its effec% on the gafety and‘hea]th of '
'ofﬁnce workers. (Page 9) o i
Describe the dgiagn requ1rements for aisles, stqirs, and deors in the
office area. (Page 10) ° o
State two ways to cut down\glare 1n the" off1ce (Page 11)
‘Compare natural and contro]]ed vent1Tat1on in the office. (Page 12) T
List the e]ectrﬁca] hazards that may be. found in an office setting. -

(Page 14)
State the requ1rements for safe storage of supp11eé and equ1pment
(Page 15) . e v

Identify the requirements for janitorial storgge areas in qffice build- : -
ings. (Page 17) / N | \\\,
Name four fire hazards found in offices. (Page 17) : R
. ~ State the things that should be included in emergency act1on plans, for
any workplace (Page 19) - . '
Stat® at least four ways to prevent hazardous chemical exposure and - . ,
acc1dents with chemicals, (Page 21), -
- State the main source of rad1at1on present in many offices. (Page 23)
Descr1be the requ1}ements for restrooms, first aid, and eat1ng and 'i\
dr1nk1ng areas for office, workers Page 24)

o
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SUBJECT MATTER
) .
OBJECTIVE 1: ~ Discuss the cost of office and business :
dccidents. . . ’ ' .

Accidents are costly i a number of j%ys. The human "cost" includes
dain and suffering, disruption of normal routine and family life, and in
some Cases’, disabi1ity or death. The financial burden of accidents falls on
1nd1v1duak workers and on the1r employers. ¢

In 1976 there were a]most 5000 disabling, on- the-Job injuries sustained
by clerical off1ce workérs in New York State alone. Eight deaths, six cases
of permanent total disability, and over 2000 cases of permanent part%a+¢d1§- .
ability resulted from these injuries. The average wbrkerfs Combensation pay-
ment for these cases was about $3,000. The actual cost of an accident in- ’
cludes the cost of medica] ‘treatment, lost wages, decreased office preductio}
and h1gher 1nsurance and business costs for the company. Some accfdents such
as f1res damage the w%rkp1ace 1tse1f and add to the total a§c1dent Joss

’
] ACTlVITY 1¥  ———

7 ' - \
List four‘yays that acciden®s may cause financial 10ss to

~Nindividuals and-businesses. :
P

oo . ( -
T # - 1%l“f - _ _ .
U 3. - ‘e )
4 “ o L 'S .
! OBJEGTIVE 2: . Identtfy four'categor1es of workers most
. Pﬁke]y to be hurt .in ofﬁqce acc1dents
’ N [ &,’ ) )

: Any eompany‘s safety and health prbgram‘must have the full -support of
each workers to reduce the number ot workp]ace accidents. But gome groups of
workers™are more TTkedy to have accrdents than others. These people need to
be part ich arly carefyl wh11e workrng Whifh means’ they usua]]y need extra

! . . \'

Ny
L. . . .S § ’ ’ !
0 "' . A}

*Answers to Activities Begip gh‘gage 25. .
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safety training. New employees.must be orie'nted, for more workeys are injured .

~ . during their' first.month on the job than at any other period df p]oyméntz

33 ‘ouﬁ: of 1000 of all workers have some type of.injuyy during this pdriod.
, The accident rate drops to 1 per 1000 for workers with five years' experience.

Even experienéed workers .often sh‘ow a higher rate of accidents when thgy .

‘move jnto gifferent work surroundings, because, they are not used to the fay- ¢
out of ghe workplace. Anyichange in jobs or in wark areas calls for the
\‘/,:wofker to take extra care; therefdfe, tfaining and orientation may be needeq.'
Young workers, espeEja11y those who have just graduated from high ;choo],
have a higher accident rate than do workers in their 20's. and 30's. These
young workers are often facing ge number Q? life changes at one time, such as
" new apartments 6r homes, new fr\ends, dating or marriage, so they may require
'extfé"training. \ ‘ BN ' ) ‘
' About twice as many injuries in the office happen to woﬁed‘than £o0 men.

(This rate takes into alcount the greater number.of women-working in offices.)
s -, . . »

— ACTIVITY 2: _ .

. Which ones of the following 1'nd1'v1'dJals would seem most ' '
Jikely tosguffer a wrk injury? TCRoose 2) -

a. A twenty-e.igfﬁt-y'ear-old man wh.oi,]ust changed A .
- Jjobs two weeks ago. ! .

, . __b. A forty-year-old woman who has been in the
: ‘ same office for six years. . LT s \
' g __=c. ' A nineteen-year-old high school graduate who ; =
5 has been on the job for six months. :
. . q.' sixty-year-old- of fice manager who has worked
. fox_ the samg company for 33 years. . oo e
’ __e. Acthirty-year-old woman who hrs been #h-the T R
: same job for three years. - . )
a . - \k".c l, 4
,OBJECTIVE 3: - List and di,scyss the five main types of
disabling accidents. . c A
») . . SN s . .
The, types of accidents that occur in offices are gimilar for all groups ; .
of workers. Falls are the mgst common disabling accidents that occur in . AN
X A :\ AT ¢
offices. Women are injured from falls *re‘ often than men. . . “;
’ ) . ' S '
l [~ » ,‘ : ‘ ‘ ’ » ,’ .
‘ ( -y R TN
s Page 4/SH-1? , ‘ / .ot ‘ e
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Fa]]s can be due toaunsafe work pratt1ces o to unsafe work conditions.

Causes of falls. anq

TABLE 1.

5. to prevent most office falls are shown in Table 1.

.
o

CAUSES OF FALLS AND NAYS TO PREVENT OFFICE FALLS

Causes

}

Methods of Prevention

Trippf%g hazards

\,
\

‘boards, buck11ng Carpet,

clear of tr1pp1ng hazards.

Keep f]oor‘
Report floOr defecgts: 1oose~t11es\ 1009@

and so on.
Keep electrig cords out of walkways.

-~ Spilled food/liquids

L]

Wipe up spills immediately..  *

Find leaks from fountgjns or sinks.

Blocked vision

Carry loads that you can see over.

L SN

Unshitab]e clothing

i

Fashions change, but keep safety inlstyle.
Long, flowing clothes, dangling jewelry,
and very lorg hair can be risky around
some mach1n2qy and equipment., Shoes that
do net fit well, ‘or that have slick soles,
spike heels, or p1atform soles can cause
falls.

Improper use of
equipment

.

. self firmly in a chair so that it does

Tilted chairs are dangerous! Keep all
four legs on the floor. Most office
chai¥s have casters. Learn to seat your-

not skid away, dumping you on the floor.,
. J .

Use a step stool or ladder for climbing.
Never use chairs with casters. When you
use a Jadder, place it f1rm]x Move the.
ladder when you need to, in order to
avoid stretchitg and losing balance.

Climb stairs one step at a time and use the
handrail. o

by impreper 1ifting or sudden and awkward

A second major cayse of office injury

uscle and joint. s‘tr%n caused

ent. To avoid injury when

,moving blocks, file.boxes, and office machinery, the suggestions shown in

Figure 1 shoaﬁd be followed.

) . y

8
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1)
Il /
Y !
ositlon feet near load; - ~ =zl K 2 .
- o toot beside the load, ' . =" - I c. Gragp load at diagonally
he other behind it, b. Squat close to load, '’ .opposite corners, using
‘s .

* keeping back straight, whole hand,

d. Tuck In chin,
.and breathe in,

L ]
f. Do not jerk or twisteand
keep ioad ciose to body.

e, Lift with legs;
keep back straight. \

’ o . Figure 1. ‘The proper way to 1ift. -

Back injuries can result from 1ifting light asbwe,H as heavy objects. A
simple Hftiﬁg tas{< such as repeatedly picking up and sorti‘ng papers can
strain a part of the body if it is done the wrong way. With all 1ifting
tasks, the most important causes of strain are being out of good physical
shape and holding the body in a strained posi‘tion for too long a time.

* Collisions with fixed objects or with other peqple in the office also
cause injuries. Workers shou]dxbe‘alert when approaching corners, going past’
doorways or stairs, or standing in front of closed doors, as shown in Fig-
ure 2, to prevent workers from tripping over or bwmping into them.

Closesa file drawer immediately after using it, and open o'nly one d:'avLep .
at a time (Figure 3). Serious injuries have been caused by .file cabinets

Page 6/SH-11 _ B S
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Figure 2. Be alert when standing in "g Figuré 3. Open‘only one drawer at .
front of closed doors. a thme to avoid tipping over fite . .
’ cabinets.

) - M
. N «

falling forward with sevér(l drawers open. A good way to prevent the tipping. .
of file cabinets is to bolt. them to the floor or wall. I¢ is very easy to
trip over lower- file draglrs that the been teft open. -,

Seemingly simple a tions can cause serious injury. Sailing paben air-
planes or flipping small objects (paper clips, staples, rubber bands) has

been known to cause blindess when people were struck in the eye"
Injuries that result from being pinched by drawers, doors, and machinery
occur often in officed. Paper cuts and staple punctures are common, too.
Most oftsthese injuries are‘mindr, but even Tinor injuries can cause pain andsu
ledsen effic?ency on the job. Such accidents can be avoided in these ways: '
» Long hair should be tied back.% - . ;
» Dangling jewelry should be'remdved. ?

"+ Loose clothing such as ties and scarves should be removed before
operating machinery such as duplicators, addressing machines, and
presses. (Removing such items will prewvent the operator from be-
coming tangled in the machine.) : Y,




4

+ Doors shouid be shut carefu]]y to ensure that hands are not in ) .
the way. )

L]

* A workers should never lean across an opeRr drawer or cabinet door.

, 5 . 2\
——— " ACTIVITY 3: 3

' _‘Descr1be at least one type of accident that can occur w1tw
' ! each of the fo]]owung types of equipment or c]otmng /

iy

1. «File'cabients | .

2. , Spike heels ” N

3.  Electric-cords , - » o

4. Chairs 7 j ©

5. Doors . . . \ .
ST 6. Stairs .+ ‘
w 7 Rubber- bands .

8 Addressing machines — , | .

| OBJECTIVE 4 List five major ways to control office | : -

nazards through proper office layout. .

/ Tﬁe properly .arranged, safe office allows enough clear space for people A
traffic. ALl office furniture and -machines should be placed out of wa]kwajs
and as close as poésib]e to the most frequent users. Aisles should be free ’
+of things such as trash cans, pencil sharpeners sticking out from the waﬁ],
and electric or telephone cords. .
’fieaﬂ Similar act1v1t1e! such as all copying processes, should be grouped 9
together in one area. File cabinets can be bolted to the floor or to other
file cabinets so that they cannot tip over onto the user. Cabinets should
be placed so that the open drawers do not extend into a'wa kway . ‘ ’ -
’ - N .
. . .
. ‘ .

Page 8/QSH-'11
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Y . ; ACTIVITY 4; esesshesEtt———
~ ) . .
Mark each of these stdtements t'rue br false. . -

] ',1 .. Trash cags should.be placed ta the a1s]e for
easé in err?pt]mg them. .

Fﬂe cabmets are ,best eft free standmg
Telephone and’ e1ec;r1.Q tords are hazards when S .

y they are located in walkways, . )
4. I is not deSirahle to group several similar
vitiessin ong area. s B
: - . . ‘ - - ‘ Y
" OBJECTIVE 5: Define’ ergonom'ros and d1scus\s its effectr -

\
4

on the safety and health of workers .

* Ergonomtcs is .the scf‘!ﬂce of des1gn1ng wqup]aqes where wo‘rs can be
.a$ comfortable and.as” efficient as possible while .they do ‘their JObS\ To do .
this, engineets have to gather information about how the human bodyn and mind
work - and ose this to des1gn the best job s1tuat1on Engononncs experts are
even ;:oncerned with the air one- breathes on the Job — its temperature, hum1d—
ity, anc_Lyc]eaaness. The effecfs of noise, vibration, and speed are Studied, .

as well-&s the.way people work with machines. Three ‘items descr1be the pur-

pose of ergonomics:. ., - " - -

+ Designing "something (11ke 3 piece of’ eqquent or a cha1r) spe-
cifically- for the pepp]e who will use it o N

o

. S1mphfy1.ng a system so that as few" human errors as poss1b1e will
. .be made .

K .

. Des1gn1ng the system to f1t the needs" and 11m1ts of human beings
instedd of trying to fit peop]e 1nto ‘system thdt js already
. buﬂ.t . ;

. PN

\

,: ‘ ) » -
s A

Business people"who s‘1't durim_} most of their'workday often suffer Qacig"and’

muscle strain and fatigue Back pain 1's the second 1ead1‘n‘g cause of time off
the JOb (The first is colds -and resp1ratory illness.) ~Stra1‘n eome's.from
not.having the right support for the body and from bad posture Chairs are
one of the most 1mportant.th1ngs used i@ the'off‘1ce. Nelwemgned chairs
contribute. to the worker's good physical health and ability to produce good,

N

work. S T "‘ [ . : ,"

. . . . 12 * - ' s'_l
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Besides’ 5eat1ng, ‘there are ot r ergonomic.factors in the office. In‘
repet1t1ve tasks ,such as dup]hca}u g or coHa’c1 ng, the work area %houTld be . .

de51gned for the greatest pos! }/b1e4freedom:of posture Work- that has to be

done 'from apstandmg pos1t1on should be gb1e to be accomplished without hav-"

Jag to stand on toes-, «twist, or bénd the trink sideways. —b)ork should notsebe ¢
ne at thq,\edges~ of tables, workmg within three 1nches of the edge of the .
ab g puts. too. much strain on ;he upper arm to keep the hands in position. PR

CIn summary, the interaction of the worker, the Job, and the equ1pm5nt ' , )
on the job must be considered. The result of poorly designéd work areas can”

be low job performancg and poor:‘health for the worker. - ‘ _ ‘ %
- , —- ACTIVlTYS ———— ‘ ’ |
- CompTete these statéments: . - a _ P

1. Ergonomics is concerned with et .
L] .

2. A prdperly designed office chair provides
1 ' -

e e r - < R '
v = 3. -Two possible results of-using poorly designed fur- . ‘ '

. o=, R - -t

hiture and equiphent are %

- " *

- and ) : ) ) Co - -

3 il .

s o | OBJECTIVE 8: Describe the.de®ign requirements for . .

. ’. . .
aisles, stairs, and doors in the office area.

Y

Aisles, stairs’, and doors that meet safety standards can helb eh‘minage
accidents. Aisles must be at least four feet wide to allow people and equip-
ment to move atnout in a safe and orderly manner. &o prevent slippiay and
tripping -accidents, either hard-surfaced flooring with a non- -skid finish or K
well-laid carpet that has no worn areas or curled edges that £u1d cause
people to trip, shou]d be used. Broken tiles qr f'rayed carpet edges in aisles
can create tripping hazards and should be reported to a superwsor or to the
maintenance department ’ . , L T

»

Staws must meet certain safety requirements suc;w has hav1ng standard

handrails on gne side of stairs.that are up to 44 inches wide, and op two L
N ..
- . v T ’ R ;'{' 1,'
Pa.ge'.1.0./SH 1 13 \/ ) ™
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~ . &




i

i e,

sides ¢ sta1rs that. are wider than 44 inches. For stairs wider than 88"

inches, a center handrail must be added. Sta1r treads should have an even
surface-and mustsbe deep enough so that feet can.be squarely p]aced on them.
Stairs must never be cluttered nor used for storage. :
Doors cause many accidents. Office doors should ope .f13t ég&inst a
yte]y. closed. A

/

w@]]-ana should sé open all the way amnd secured, or comp]
bruised €ye that results from qqﬂliding‘with a partly 6pen door is no joke!
Special care is needed wheh glass doors are used. Such doors need clear
mankings'op the glass., such as painted designs or decals‘pfaced 41/2 feét . ’
Mdve the floor and in the midd]e of- the door,. so tQ9t people will not walk

;) into the door. Solid doors present hazards when people are coming from dif-

ferent directions at the same time. A window in a door can prevent 50111-
sions as long as people are watching where they are going. Exit doors must
be‘clearlzgparked‘and well 1it. Each worker should know where the exits are,
and fire exits should not be,locked. o / .

o— AQ‘I’IéITY 6:  —

=St?te two things that make-— ' . . -
- Stafrs safe: 1. ) '
) > / 2. 7
) Aisles safe: 1. _ R ] ;
° . 2= . . 4k ‘
~ Doors,safe: 1. ‘ 5
' . 2. /
te OBJECTIVE 7:  State two ways to cut down.gﬁare in the v, I
of fice. ' : ‘

x4 g
.

- Many things_in the workplaee affect the way'peoble work. -One of these
is 1ight{ng Good lighting has 11ttLe glare and s suited to the main jobs
done. 1n a particular area. Poor lighting can cause eye strain.

Workers should not sit fac1ng a window, an unshaded lamp, or other
SOUQi'F of glare. Glare occurs when light strikes a smooth surface that
‘reftects the 1ight and "hounces" it back toward the eye. To Egntrol glare,

b 14 SH-11/Page 1f\




light sources must be placed at & proper he1ght abowe the work area .for the ° . ¢ .
job at hand. These light sourfes should have some type of diffuser (a way

to spreag “out the light). A "waffle" cavering, m11ky glass, or plastic
cBvering-are examples of often-used diffusers. IAdireet,.shielded fluores- *
cent lamps give a h1gh level of light w1thout glare. .

e g]are may also be caused by h1gh1y po]1shed surfaces in the office, such
as hard plastic, polished wood, and ref]ect1ve chrome. If these surfaces

create a d1sturb1ng g]are, they shou]d be moved or covered.

—— ACTIVITY 7! s
Namf two ways to reduce g]are in the office.
1.} .
2.
[
08JECT1VE~8: Compare natural and contrblled ventilation
' in the office. * i ' ‘
- > .
Proper vent11at1on in an office-contributes to the health and comfort’ | ' ,

of workers and, therefore, helps them to do their jobs’ better. Vent11at1on ~
designed for an office setting has two main functions: (1) to remove fumes
and to supply fresh air for breathing, and (2) to keep a comfortable working
temperature ’ [ ;

The three biggest problems 1’keep1ng the air in an office comfortab]e ,
and fresh are c1ga4§tte smoke, temperature extremes, and smells. C1garette
smoke can make a nonsmoker feel uneomfortabJe and i11 (see Figure 4) making
eyes burn and preathing passages sore. Breathing cigarette smpke may cause .
worse effects in the nonsmoker than in the smoker. One serious result of
ihadequate ventilation is the presehce of ozone, a very irritating gas formed
by mixing cigarette smoke and sunlight. 0Ozone exposures makes breathing pas- 7
sages sore. If fresh aX is,brought in through the ventilation system often
enough,, &e ozone ‘problem Ts lessened. '

Most people in an office have,3a different idea about what }emperature is ®
most pleasant, and some will perspire while others shiver. Temperature ex-

tremed can cause stress and people will not do their job as well as if they -
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' > gas frome blueprint machines. . - N

_is regularly pumped is very 1mp0rtat+t - . e

-ture changes — are so unpleasa

Figare 4. C1garette smoke can make a nonsmoker .,
. " feel uncomf'gftable and'i11. .

#

}}were com#cfrtable._ If the ventﬂatwn system is well .designed,'warm or cool -

aie widl be spread e'venly. But if workers block vents or open windows, the
system will not work properly: ™ to. , ¢

S'meHs' creat stress too. The mixture of food, perfume, and personal
odors can be very annoy1ng, saa good vent11at1on system 1nto wh1ch freshrair
-
In mgderate climates, natural ventﬂatmn is an a]ternatﬁve Natural
ventilation costs little aid if w1ndows are properly p]aced the resulting
cross breezes can be very pleasant ' The disadvantages of natural ventilation —

CIus; apd d1rt ‘blown into the offic apers blown off desks:'sudden tempera-

t very few new buildings are made with.
only natural ventilation. Gon‘t(‘oﬁed ventilation relies on an HVAC system -
(heating, ventilation, air ccndib(oning) to give enough air tg remove fumes
that gather around copying and storage areas w1tho‘ut cau/Qg uncomfortab1e

drafts. This type of system cdsts more to 1nstaH and operate but it offers

»

- clean surr'%undmgs and-even, contr'oHed temperatures.

» Bestdes genera] ventﬂat1on systems, Tocal ventilation can be used to
remove harmful gases at thefr source An example is the removal of ‘ammoma

i . »
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~ ACTIVITY g . EEEEESS——

Name two metheds of off1ce-vent11at1on and give onpe
advantage and pne d1sadvantage

: OBJECTIVE 9: L{st the’ e]ectr1ca} hazarqi that may be
b feund in an’ offJiE sett1ng~
. - “ F

[4

Electric shock, burns, or damage to equipment often result from care-

saf;&r in the office can prevent many of these 1n3ur1es It is very impor-

tant "to keep cords out of wa]kways, doqrs, and sta1rs, where they could cause

-

people to trip.: .
' ' Other unlsfe practices .to be avo1ded where electrical se:/1ce is 1n-
volved are listed here: : . ’

« Frayed cords and broken plugs should be reported to supervisors .
” - and be tadyed, preferab]y in red, to prevent other workers from
us1ng the equipment. . .

x
« Whep removing an electric plug from the receptacle, hold the plug /j;7

itse¥f firmly. Never pull on-the cord when d1sconnect1ng a plug.

. . Electricalt eduipment must never be operated with wet hands of
. . *whilé standing on a wet surface. "

« Any electrical dev1qE/—’st be unp]ugged before a service oC/adjust-
.ment procedure is begun. <

.. Avoid exposing cords to heat, abuse or chem1cals Inspect and . .
'"report any damage. Co .
'+ Report ?roken sw1tches, Toose connections, missing or loose

)

~cover pjates, or bare wires. »

Outlets and extefsion cords should NOT be overloaded. Before
pluggigg in hearf equipment, check togsee 4f the.circuit can
take t e current needéd. .

If el ctr1c motors or equipment produces sparks, gives shocks, or’
- overhdats, d1sconnect jmmediately and report the problem to a su-
. perv1 or.

’
.

2 [ ' D ” : .,
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less use of electricity in the office. P]ac%ng e]ectric and telephone cords -
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* ] ¢ - - ’L
- , . . , - . . .
* Keep electrical equipment properly grounded. Three-prong piugs o, N
s provide grounding and protect from shock. ' . N

£ * Use only durable "heavy-duty extension cords

The typical vo]tage found in most electr1ca1 systems is 110 vo]ts, and‘ ) |
this amoupt of voltage can produce enough current to kill a person who makes
_contact r‘%‘%th Jit. ' . .

, Bes1des the danger of, shock, electricity can cause fires. If you stop - :
. <and think about all the electrical equipment used in most offices today, you '
Wil rea11ze,how much_curreht is f]ow1ng' AT the safe practices 11sted . . .

. above shot1d be followed te prevent fire and electrical shock. . ’

j.- _ ACTIVITY 9 sosssssssss——
Write safe or‘unsafe for each of'thesj practices:

\ - 1 1. Pdtting a red tag on a

cord.
-~

rayed electric

. 2. Cutting off a "third prong“'from a plug
/ so that it will fit into an outlegi_

- 3. Using double sockets to allow several .
machines to be plugged into the same
outlet. E

, 4. Holding the plug instead of the cord ’
. . when disconnecting a machine. "

- v ;k * Operating #he duplicator (copy machine)
: . » while standing where mop water has just -
been spilled. . <

6.1 Reporting unsafe equ1pment promptly to ’ , - N
supervisor.

‘ QBJECTIVE10: - State the requifemeuis Fom safe storage
- of office supplies and equipment.

7 N , LY

"Orderly and c1ean" are the two words that best describe safe stqrage of
 oft{ce supp11es and equipment. . C1utter makes falls, collisions, and fires o
more likely to occur. . . o .
Sharp or pointed ijects (knives, spike files, tacks, and letter openers)
and flammable 1{quids (cleaners, inks, and solvents) need to be stored with *© "
special care. . To prévent wounds, sharp items mygt be stored where the points B

= : . ' /
. . -
¢ .

~ L
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. 7 . v i Po-
or edges will not be touched by accident in the course.of. ordinary activities. ° ' ’
o Special drawers and boxes are suitable storage places for tAese 1nsfruments -
-~ Flammable tiquids (those that witl-burn easily and qu1ck1y) should be
clearly labeled and stored in approved safety contbmers 0ily rags and -
. paper toweling should be placed in spec1a1 waste gontamers " A1l these sub-
stances must be-kept away from heat sources and open f]ame‘s Smoking is

EVER allowed in-a .storage room. When using f]anmal;]e 11qu]ds, read the M-

‘ N 3 . PR
bels and fe]]ow the warnings. O < \ -
. ' _ activhry 10 ) )
"" ., Complete these sentences: ] ’
" Flammable liquids are those that Y edsily. They &)
) . . T R |
must be stored iR c/ontamers and kept
- \ heat and flames. -Only - quantities )
. *  should be kept on hand. A1l containers should e clearly
( . . Smoking must " be permitted in stor-
' age areas. ' ‘
LA OBJECTIVE 11:  Identjfy the requirements for janitorial
‘~ ( . storage areas in off1ce buﬂdmﬁs .

\ .
The janitorial storage aé\a of an officerhas spec1§1c requ1rements It
should be arranged with materials sfacked carefu]]y.to prevent their fa]hng
onto workers, The heaviest and largest items should be on the gottom of the
pile.: Where.materials are stored on. shelves, the heavy objects should be on
the?ower shelves. Trash and 11'tter that tould create fire hazard should not
be stored in these arfas,'but shou1d be /1sposed o\‘ prompt1y Also, to pre-
vent a fire hazard, packing materials must be stored in covered metal cans or
meta'l lined bins with self-glosing.covers. 0ily.rags Must also be stored in Y
metal c‘ontainers, prefemably in locked cabinets, to avoid the possibilityYof )
s+ “fire resulting from spontaneous combustion (when chemicads in.the rags tatch . )
on fire even without a match or spark present).’ ‘ % ‘

/%’ : ) k
. ' a [ . -
) ok I . ..
v ° '
R

. . ).
. . A ’ .

’ . . »




. \. - " RN VI ' ‘v" ' - ’ ~ 3
(4 * M - . & .
. - . Om - ACTIVITY 11 e
o . + . ’ ~ .
N " s . vy M . . . s
.. 3§§cr1be a suitable container for flammablematerials in
ahi’tom service areas.
’/ ¢ - - - - ——
{ - ~1 L
IAL 4‘ N ] N
— . 8 '
i 1. OBJECTIVE 12: Name four fipre hazargs fopnd in offices.
- L X : \
[ 3 J N

C'Ieaimg agents and cloths, dupl‘lcatmﬁ fluids and so]vents, as well as
paper goods and electrical appliances must aH be included in a cons1derat1on
of the fire hazards foynd in offices. Cleamng agents, cloths used for cTean-
ing and polishing,vand duplicating fluids are the most common f1re hazards in
most business offices. These items must be stored in metal cphtainers. Smok-
ing ,should never be aHowed within 10 feet of where f]arrmab]e solvents are
used or stored. - | : PN

Paper goods,-because they are~con1bust1b1e must be- kept from open ‘flames
and from sources of)‘ngh temperature (e]ectr1c heaters or any gas-fired de-
“ . v1ce) Combustibles must be protected frqm careless smokebhs. It is very im-
‘ pontant that wqrkers who smoke never't'oss‘ligpted matches into tmash cans,
leave burning cigarettes on desks and fﬂe cabingt edges, or empty ash trays
’ mf1lled conta1ners while the tray S cojtents are still smoldering.

/ "No Smoking" signs must be strictly obeyed, and cpmon sense and good- manners,
must be-the Buide for all office smokers. 4 . . N

Apphances such as’ coffeepots and hot. plates are sometimes brought to
the off1ce when they are replaced by a newer model for the home. Since these
'apphantes are sometimes oldﬁ care shduld be taken to see that they are not a
f1re hadard. .

Offices should have a fire prevent1on and protectﬁon plan that includes
a 11st of workplace hazards and the proper‘ﬂundhng and storage prbcedures
for these hazards; a list of possible fire stagters and ways to control them;

' and the type of fire protection equipment or systems that have been chosen to

i

[y

contro] the fire.
) The employer’ should name those employees who are assuming respon51b1hty
for maintenance of f1r§; prever‘lt1on eQUipment and othep who are in charge of

x . ' : A
\ . SH-1T/Page 17
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contrgiling fuel sources that could cause a fire. Everyone tn ‘the office
needs to know who these emp]oyees are, so that potent1a1 (po$s1b1e) fire
hazards can be reported’ to them. .o ﬂ . .
Emp}oyers may choose to have all employees evacuate the building imme-
d1ate1y, they may also chbose to have a sma}l group of traqned peop\e to
fight the f1re while the rest of ' the employees evacuate; or employers may -
cpoose to tra1n all wé&kens in f1qq protect1on and f1ref1ght1ng hatever
plan is chosen, the emergency ‘evacuation v1an and the f1re\p\ tect1on plan

- \

must be in wr1t1ng
“

-

maeeesdesssssmsms  ACTIVITY 12;

" Name foyr fire hazards found in offices.
. i ~ . . /

OQJECTIVE 13: State the things that should be included
in emergency action plans for any workpTace.

7 ¢

g

News stories about fires in pub11c bu11d1ngs shou]d serve to remind all
workers that trag1c fires 'do occur. Because the poss1b111ty of fire is very
real and present at all };mes, it is essential that every office have an emer-
gency plan and that each employee be familiar with the Qrocedure to follow if

b

a fire occurs. - .

.
P

Every emergency evacuation plan should include the following:
Planned escape routes and actions. ' . >
A way :o account for all employees once evacuat1on has taken ‘place. -

Assignmed rescue and medical duties, jf there are emp]oyees trained
for and assigned to those duties. é

The way the fire is to be reported.

The names of those employees who can give others #nformation about ,
the plan, and who have kep responsibilities in the plan. Depending
on the kind of plan used, some employees may be assigned actlal

firefighting duties. In some plants or offices, there may be things

21

-
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»

. of an emergency nature that have to be done, such as disconnecting
utilitiess These duties shou’ld-be assigned, too.

If extinguiséii; or hoses and other firefighting equipment are part of

. - the emergency planj_this equ1pment needs tb be suitable for ext1ngu1sh1ng the
_\/ type of fire that ﬁ1ght occur {n that bu11d1ng Table 2 explains the types
?f ext1ngu1shers and their uses. 2 -
g . ‘
TABLE 2. WPES OF EXTINGUISHERS AND THEIR USES.
1. Extinguishers sitable for Class A ¢ 3. Extmgunhers suitable for Clus c
fires shouid be identified by a tri- fires should be identified by 3
' la:nh containing the letter ““A.” I eircie containing the letten "C,"
colored, the trisngle should be . If colored, the circle should be
colored grgen, These extinguish- biue. These extinguishers con-
ors contan water snd sre used tain a dry chemical and ars used
for fighting fires where paper, to fight electricat fires.
, Of cloth ore feeding the ’
'bma. <
, . .
J -——_-d
V] ; ®

. Extinguishers suitsble Tor fires
involving metais shouldbe
identified by a hvc-pom(ed star
contsining the letter “0.” If
colored, the star should be
colored yeliow, These axtin.

* 2, Extinguishers suitsbie for Class B
. - fires should be identified by 8

. squive contsining the letter "B,
If colored, thi sqoare sould be
colored red. These extingurshers

] ussily contain @ dry chemical or

carbon dioxide and ere used for guishers contain agents thet can
fighting fires where flammabie fight fires fed by combustible
liquids sre feeding the flames. metais, "

Fire extinguisﬁers mustgbe_xigually inspected monthly and i;?bected by a
qualified technician at least yegr]y. Evidence of such inspection will be
at¥ached to each extinguisher and will bear the'date and idéntifying number
of the person or agency doing the inspection.

/ In recemt years, triple-Class A, B, and C extinguishers have become
available. These extinguishers are,probab]y the most useful for office
buildings. The number of extinguishers and the p]aceme of them in 'the
office depends op what kind of emergency vacuation - plan is going to be Wed.

- If employees are not supposed to have any part in Fﬁrefwght1ng, these ext1n-
guishers may not be required. More information abqyt requirements for fire-
fighting equipment can be f und in SH-05, "Fire Preyention and Emergency

Procedures."
-. ‘ ‘ ) ‘ ]
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Evacuation should begin as soon as the fire is reported. Employees
sheuld be alerted by an alarm system. N ' -
Before going dut through any fire exit, fee] the door. If it is'warm,

.

do not open.it. Go to another exit. JIn a high-rise building, evacuation

should take place at least two floors above the burning Jevel or at least one
floor below. A11.buildings over, 75 %eet high must be protected by'an auto-
matic sprinkler system. ' When there is smokée, stay low on the floor. The -
major cause of death in a fire is smoke inhalation and smoke can overcome a
person in a matter of seconds. If yo\re trapped in a room, open the w1ndow,
and try to get' the attention of a passerby People do not usua]]y survive
Jumps of more than two stor1es, SO Jumang is often NOT the best way out.
Every worker needs to know how to gét out of the building, and what to
dq11n case of a fire. These procedures should be reviewed with all employers

at least once a year. .

-

4 .
e ACTIVITY 13} sass—

Mark eiph of these statements true or false. \

1. A1l _ofifice workers must be trained for
firefighting.

»

2. The empdoyer's emergency action plan should
- be' in writri ng. ,

3. Extinguishers marked-A, B, C would be appro- ;.
priate for an office bu11d1ng

- Ve . -

4. -The major cause of death in a fire is-smoke
—="_  inhalation.

- }
y

" OQBJECTIVE 14: State at least four ways to prgvent haz-
ardous chemical exposure and accidents with chemicals.

v

- . :
Chemicals are used in almost every office. They are pert of materials

and supplies that are so common that most people do not even think about them.
Chemicals used in copy machines, glues, inks, cleaners for machinery: and
c]eaqind supglies from the janitor's cleset May all present hazards.

We'speak of some chemicals as being- Foxici this means that the chemical
can be harmful_ to some part of the body when it is present in greag enough

Page 20/SH-11 , -
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amounts (concentrations)

Chemicals c%n enter the body in different ways;

they can be bre;thed or they can touch the skin and be absorbedr}hrough the

\/~

N ‘ N

Figure 5. Cleaning fluids such as ammo-
nia irritate the nasal passages
and mucous membranes

tain organs such as the kidneys or liver.

skin. Chemicals may also enter
through the mouth, although swals
Towing chemicals at ggrk is fairly
rare. Once a contaminant (un- ‘
wanted substance) is taken jnt{'
the body, it’may affect the body

in a number of ways. Some air
contaminants, 1jke the ammonia
used in cleaning fluids, irritate
the nasal passages and mucous mem-

branes (see Figure 5). Carbon

‘monoxide given off during ciga-

rette smoking reacts with the
blood's hemoglobin (a protein in .
the red‘blood cells), and blocks
the carrying of oXygen to the .
blood. Other chemicals, when
breaihed in, may affect only cer-
Some chemicals irritate the skin

itse]f, some are absorbed through the skin and enter the bloodstream.
" The degree of hazard to a worker from these chemicals depends on four *

th1ngs
* The chemfcal'or contaminant itself.
« The level of exposure.

\ ¢ The length of exposure.

« Individual differences in the way “the body reacts to the chemical-

The easiest way to fing out about chemicals is to #ead the label. This
will explatn (1) the dangers of using the chemical, (2) how to use and store

it safely, and (3) whapaction to take {f an accident happens.

For more in-

formatiog, ask the maker of the chemical for a Material Saféty Data Sheet.

SH-1]/Page ¥
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Several actigns can he]p to prevent chem1ca1 acc1d’nts spills and

leaks should be cleaned up immediately, and ventilation systems should move
fresh air around so that toxic vapors will not buﬁsﬁ up. Chem1cals should be
stored accorqing .to the dirdctions on the label and old chemlcals should not
be kept aroun§. When storing chemicals the fo]]ow1ng rules should be ob-
served: — o . ‘ )

* Close all ontainers when the contents are not being used.

» Keep all f]ammabbe and reactive chemicals in a safe separate 4
storabe area. .

e Keep corrosive materials labeled and away from other materials
that might relct-with them. :

» Follow the label di?ection( when throwing away chemicals. Just
putting them in the office/dumpster could be dangerous.

'\ « Report all instances of chemical irritation to supervisérs.

»

— ] ACTIVITY 14  CE———
. e

Mark each of these statements true or false.

% .
1. Chemicals can enter the body in many 1nd1rect
ways. . /

o —

2. Cigarette smoke can harm a nonsmoker who
SN breathes it.

3. Fresh air entering ventilation systems will
' ’ help keep toxic vapors at a safe level.

4. It 7is not necessary to read the labels on
chemical cleaners, inks, and so on.

-

5.’ 01d chemicals should be-thrown away in the
gpcal dumpster.

’ . il N
O0BJECITVE 15: State the main source of radiation present
in may offices. ,

. There are two kinds of radiation: ionizing radiation’and nonionizing
‘ radiation. Nonionizing radiation is given off by high-powered electrical
equipment used in some businesses and industries. In the office, sources of
nonionizing radiation include microwave ovensy 1asers,‘a6a cqpiér Tights.

_Page 22/SH-11
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‘ - * Microwave ovens shou]d present no danger as long as the sea'] between the
The seals should be c]eaned carefu]]y

Peop1e

door and the oven-is secure and tight.
and;often, to prevent spilled foods from caysing gaps in the seal.
«¢ith heart pacemakers skould stay away from microwave ovens. . 'f

Spme h1gh speed cop1ers “in the off1ce use laser 11ght

The danger of *

this kind of laser is that it can burn the eye.

Ep]]ow the maker S d1rec-

tions carefully when us1ng this type of copier. Do not look at the 11ght
This. precaution is true for al) cop1er lights; even non1aser copier 11ghts
are very intense and will affect vision for a few moments. -
Another source of radiation in the"off1ce is video display screens.
A Cathode ray tubes (CRTs) are the readout monitors or display screens on .
computé?s or word processors. This kind of equipment is used in many\
ofﬁices Roday. Current knoﬁ]edge about'CRTs suggest that there is no danger,
in using these devices.’ o -
) — ACTIVITY 18: —
b ' ' Name .three sources of radiation }ikely to be tp:nd,in
. offices. ) !
' . ‘ -
LI R 2. '
o . 3. . - i °
j OBJECTIVE 16{ Describe the réquirements for restrooms, .-
" first aid, and eating and drinking area for office gsf
workers,. « \ . .
; » . ) 3
A1l offices are required to provide running wafer\fpr the u%e'qf employ-,
ees. Hand §oap and towe]s,or an air-dryer must be in every restroom. FToor-
".’ ing must be of a typehtﬂat js éasily cleaned and that dries qu1ck1y Ewther*
o N natural or mechanical yentilation must be prov1ded to vent fumes. Food or

beverages* should not be stored or eaten in toilet rooms.

If there is no 1nfirmary or clinic ngar the workplace, some person
trained to give first aid (and this usually includes Cardio-Plumonary Resus-
citation [CPR]) mustbe available. FiPst aid supplies should be stored in a

‘ T SH-11/Page. 23-
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convenient place. Workers should be told where the sufplies are and how to ~ _
| locate the(trainea person.: The semployer must make sure that medical person- \ ,
| ) nel are easily gvailable to advise and consult on matters of health in the
| workplace. >~ - . r .

. Bafe, plean ‘drinking water must be provided in the workplace.
- Where food is allowed to be eaten on the premises, regu1at16ps state
- that ap area must be provided that is adequately ‘lighted, away from toxic

subs{anceé, wei] ventilated, and equipped with easily cleanable garbage cans.
Flooring in the eating area.must be cleaned well and often. If there are
- foad services, these must'follow the rules af_ good hygiene. Food served must

. ' . be wholesome, -free from spoilage, and protecte from contamination. P
N r - ‘ ! . .
. ‘o . — ACTIVITY‘ 16: —‘ ' _
y List.two regulations for an area where food is eaten;
1 . 7 - //
2. R ‘ .

and twp ways in which first aid should be provided: ‘

1.0 ¢ _ ) ‘l.'-

: . .t f2. L o . ] -
. LR U ~ L2 ’
C . ' . . . , ‘
+ REFERENCES \V .~ :
’ " CORD. “Fire Prevention and Emergency Procedures (SH-05) . Waco, TX: 1987 ‘
National Saféty{£ounqi]. Accident F icago: National Safety Council, .

1979.
Ug. Department of Labor. General Industry. Rbvised Nov. 7, 1978. OSHA
fety and Health Standards (19 CFR 1910): )
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ACTIVITY 1. o | _ - o

1. Medical costs. | - - .
2. Lost wages. '
" 3. Decreased production. ». ¢ » :
4, Higher insurancg and business costs.
ACTIVITY, 2 | /
~aand ¢ , . D .’
ACTIVITY 3 o L
-# 1. Tipping over on top of someone.
2’:[ TrippiE‘and falling. "
3. Tripping-emd failing. - } v
4. Tipping and causing ‘a fall, sliding out from under person.
5. Collision with closed or partly open door; person be1ng hit when some-
? one opens door from the other side.
6. Iripping; falling.
7. H1tt1ng eyes and bhndmg person, . '
8. Long hair or 1oose ¢lothing can catch in bhem and draw 'the operator :
into Pve machinery. . 6 '
AcTIVITY 4 T o e

1. dFals‘ 3 ‘ -

~ 2. False. . - L .
3. ‘True. , : . e
4} | False. - - R ) : oo

A= ~
ACT“ 5 & :
- 1. signing workplaces- where workers can byas comfortab]e and as effi-

cient as-pos¥ble while they do their jobfs '

-2. -Good support for the body. .
3. Poor health, and 1ess ability or 1nabﬂ1ty to do good work.

ACTIVITY 6 ° . '

1. Safe stairs — (any two).provided with handrails, tread of sufficient o
size, .even surface. .

2. Safe aisles — (any two) nonslip surface, no tripping hazards, minimum
width four feet. ‘ .

*

[ 4

v 3
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| sAny two of the following:

- -

3

3. Safe doors — (any two) swing flat against wall, kept open either all
. the way or closed completelyy if glass, have safety design 4 1/2 feet
from floor and centered on the door; if solid, have viewing window,
exit doors clearly marked, well 1it, fire doors unlocked.

’

ACTIVITY 7 C, -

@ .

1. Place light saurces at proper height above work area.

- 2. Equip 1ight sources with some type of diffuser. .

3. Use shig]ded‘?Thorescent lights. ! -

A

ACTIVITY 8 s
1. Natural ventilation: Advantage — low cost.

Disadvantage — (one of the following) dusty, papers blow off desks,
uncontrollable temperatares.

2. Controlled ventilation: Advantage — offers clean !eroundings and
uniform, controllable peratures. y

Disadvantage — expensive to install and operate. ' “

TTTRETIVITY 9 ' : .

: | . ( , ‘
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Safe. -
Unsafe.
Unsafe.

Unsafe. ) : ;
Safe. : . j P o

ACTIVITY 10 .
Burn.

Metal.

Away from.

Small. T - - °
Marked. |
Not or never.

’

N O W Ny =

O OB W NN =

ACTIVITY 11
A metal container or metal-lined bin with a self-closing cover.

’

Safe. o ’ -



4

CACTIVITY 12 R IR
1. _Cleanihg chemicals. " ’ d
2. Dup]icator'?]uids. )

3. \ Paper. KA
o IR n
4, Careless smokgrs. P ‘ . ,

ACTIVITY 13 L
1.  False. D
2. True. .
%
3. True. :
4. True. "
ACTIVITY 14 L

True.
" True.

-

1

2

3. . True.
4 False.
5

.. R Fa]S‘e- s < . . ’\-ﬂ—\/

~ACTIVITY 15 L
“Any three of the follewings.

1 Lasers. o . .

2., GRTs. & o

3. © Microwave ovens. . B

4. Readout monitors. * . N -
5. Word processors. - S

6

. “Copy machines or copiers..

ACTIVITY 16 A ' -
Any two of those listed: ) -

Adequate lighting; good véntifatioﬁ:'have easily cleanable”garbage

cans; floors must be clegned well and often; food must be served
to follow the rules of good hygiene; food must be -wholesome, free
from spoilage_and protected from contam tion..

‘and: T e .
Medical personnel should be readily available; first aid supplies
should be stored inlconvenient place. }
\ o, ’ ”
3
3n
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