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TOPIC: OFFICE PERSONNEL 
OBJECTIVE: TO ENSURE SAFE WORKING CONDITIONS FOR OFFICE PERSONNEL 

 General:

Obey all posted safety and danger signs. 
Keep doors in hallways fully open or fully closed. 
Do not store or leave items on stairways or walkways. 
Use handrails when ascending or descending stairs or ramps. 
Do not run on stairs or take more than one step at a time. 
Use a ladder or step stool to retrieve or store items that are located above your head. 
Do not jump from ramps, platforms, ladders, or step stools. 
Keep floors clear of items such as paper clips, pencils, tacks, or staples. 
Do not kick objects out of your pathway; pick them up or push them out of the way. 
Do not block your view by carrying large or bulky items; use a dolly or hand truck or get assistance from a fellow
employee. 
Carry pencils, scissors, and other sharp objects with the points down. 
Store sharp objects such as pens, pencils, letter openers or scissors in drawers or with the points down in a
container. 
Clean up spills or leaks immediately by using a paper towel, rag or a mop and bucket. 
Do not throw matches, cigarettes or other smoking materials into trash baskets. 

 

 

Furniture Use:

Open only one file cabinet drawer at a time. Close the filing cabinet drawer you are working in before opening
another filing drawer in the same cabinet. 
Close drawers and doors immediately after use. 
Use the handle when closing drawers and files. 
Put heavy files in the bottom drawers of file cabinets. 
Do not tilt the chair you are sitting in on its back two legs. 
Do not stand on furniture to reach high places. 

Equipment Use:

Keep the paper cutter handle in a closed or locked position when it is not being used. 
Do not use paper cutting devices if the finger guard is missing. 
Use a staple remover, not your fingers, for removing staples. 
Do not use extension or power cords that have the ground prong removed or broken off. 
Do not use frayed, cut, or cracked electrical cords. 
Use a cord cover or tape the cord down when running electrical or other cords across aisles, between desks, or
across entrances or exits. 
Do not connect multiple electrical devices into a single outlet. 
Turn the power switch to "Off" and unplug office machines before adjusting, lubricating, or cleaning them. 
Do not use fans that have excessive vibration, frayed cords, or missing guards. 
Do not place floor-type fans in walkways, aisles, or doorways. 
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 Computer Workstations:
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The work surface should be of sufficient area to accommodate the computer and all associated materials. There
should be adequate space beneath this surface for the operator’s legs and feet. 
The keyboard and mouse should be directly in front of the operator at a height that favors a neutral posture (23 to
28 inches). When placed at a standard desk height of 30 inches, they are too high for most people. Raising the chair
solves this problem for some individuals. An adjustable keyboard holder with a mouse deck is usually the best
solution. The objective is a posture with upper arms relaxed and wrists straight in line with the forearm. Wrist rests
may also help and are built into most keyboard holders. For some people, alternative keyboard and mouse designs
may need to be considered. 
The monitor should be positioned at a distance of approximately arm’s length and directly in front of or slightly to
one side of the operator. The top of the screen should be no higher than eye level. A monitor placed on top of the
computer can easily be lowered by relocating the computer. Stackable monitor blocks can be used to achieve the
desired height. Adjustable monitor arms enable easy height adjustment for workstations with multiple users. 
A well-designed chair will favorably affect posture, circulation, the amount of effort required to maintain good
posture, and the amount of strain on the back. An adjustable seat back is best for support in the lumbar region.
The user should be able to adjust seat height and seat pan angle from a seated position. Armrests are optional. 
Additional accessories can improve operator comfort. Document holders can minimize eye, neck, and shoulder
strain by positioning the document close to the monitor. A footrest should be used where the feet cannot be
placed firmly on the floor. Task lamps will illuminate source documents when room lighting is reduced. 
Glare should be eliminated through methods that include reduction of room lighting; shielding windows with
shades, curtains, or blinds; positioning the terminal at a right angle to windows, and tilting the monitor to avoid
reflection from overhead lighting. Glare screens are not normally necessary. Training All computer users should
receive basic training in potential health effects that may result from poor posture and work habits, early warning
symptoms, workstation adjustment, and other self-help protective measures. Supervisors should receive similar
training to easily recognize problems and know what corrective measures to take 

 

 

 


