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Policy:  Service Unit employees shall observe basic office safety procedures while on duty at any facility of the Service Unit.

Purpose:  To establish basic office safety procedures for Service Unit employees.  This policy is not intended to be all inclusive, but is designed to serve as a general guideline for office safety.

Procedures:

Filing Cabinets:

1.  File cabinet drawers should be closed using only the drawer handle.  Fingers should be not be curled over the top of the drawer.  All file drawers should be closed immediately after use.

2.  Only one file drawer at a time should be opened to avoid the possibility of the cabinet toppling over.  Drawers should not open into aisles.

3.  When a file drawer is open, other employees in the area should be warned so that they do not turn around or straighten up so quickly that they bump the drawer.

4.  Climbing on file drawers is forbidden.  Storage of items on top of drawers should be at a minimum.

Tripping Hazards:

1.  Keep walkways clear and free of clutter.  Aisles will be at least 4 feet wide.  

2.  Adequate light should be provided in accordance with levels recommended by OHSMB.  Burned out bulbs should be reported to FMB immediately.  

3.  Spills should be cleaned up as soon as they happen.

4.  Electric cords should be kept out of the way of traffic.  If cords cross the floor, they must be covered with rubber channels, in accordance with OSHA recommendations.

5.  Loose floor tiles, boards, or carpeting must be repaired immediately.

6.  Small stools used in filing areas will not be left in passageways where they are tripping hazards.

Ergonomics:

1.  Sit with your head, neck, and back upright.  Support your low back with a pillow if needed.

2.  Position your monitor and document holder at eye level and about an arm's length away.  Tilt the monitor slightly down or sideways, if necessary, to prevent glare.

3.  Keep your forearms, hands, and wrists straight and relaxed, and parallel to the floor.  Support your wrists with a rolled-up towel or wrist pad if needed.

4.  Keep your feet flat on the floor or support them with a footrest.                                

5.  Change your position often.  Lean back or forward in the chair.  Take breaks when you can to stretch or walk.  Try not to spend more than 20 minutes in the same position.

Miscellaneous:

1.  Pencils should point down.  Scissors should not point at the user and should not be handed to someone by the point.  The knife blade on a paper cutter should never be left in a raised position.

2.  Officer workers must be competent in the effective and safe use of office equipment.  (Competency is a supervisor's responsibility)  Office equipment must be repaired/serviced by competent individuals.

3.  Privately owned electrical equipment must be inspected and approved by Bio-Med before use.

4.  Chemicals used in the office must be stored in the original container and must be included in the hospital hazard communication program.  Each department will maintain a Haz-Com manual. 

5.  Office workers must observe proper lifting techniques, regardless of the amount of weight lifted.  Heavy objects will be stored on lower shelves.

6.  Office employees should not face windows, unshielded lamps, or other sources of glare. (See OHSM: 12, Vision Safety)

7.  Unsafe office equipment will be returned to General Services.

