EMPLOYEE SAFETY RULES

NOTE:  Please heed the safety rules and lifting techniques that follow to protect yourself and fellow employees; otherwise your quality of life or someone else’s may change “in a moment.”

GENERAL SAFETY
· Make safety the first consideration in every situation.

· When picking up a load, evaluate whether or not you need help or special equipment.  Do not lift a load alone if you have any doubt of your ability to lift it.  Use proper lifting techniques to prevent injury.  See “Safe Lifting Rules” on the next page.

· Keep your work area clean and free of loose objects, stumbling (including office equipment wires) or slipping hazards, rubbish, etc.

· Be aware of walking surfaces and their condition.  Extra care may be required to prevent an accident.

· Do not reach too high for something that may fall on you.  Use a small set of steps, a ladder, or ask for help.  

· When it is necessary to climb---use a ladder, not a chair, stool, desk or box.  Be sure the ladder is secured.

· Never leave an unsafe condition unguarded or unmarked, even temporarily.

· Learn location of fire extinguishers and know how to use them.

OFFICE SAFETY

· Office machines should be properly located and secured so there is no danger of falling.

· Follow manufacturer’s instructions for safety operation of all equipment.

· Always unplug electrical equipment by grasping plug, not cord.

· Office machines should be equipped with a three-wire grounded circuit (three pronged plug) or be double insulated.  Care should be exercised that the ground wires are properly connected before the machines are operated.

· Electrical machines and connections should not be touched with wet hands or operated on damp floors.

· Office machines should be unplugged before adjusted, lubricated, or cleaned.

· Drawers (file, desk, etc.) should never be left open.  Always use the handle to close them.  Pull only one drawer out at a time.

· Heavier items should be loaded in the lower file drawers to prevent the file from tipping over.

· Floor fans should not be placed on low tables, boxes, chairs, etc., or in any location where individuals might catch their clothing or hands in them or trip and fall.

SAFE LIFTING RULES

· Size up the load; do not attempt to lift a load alone if you have any doubt of your ability to lift it.

· Always make sure your footing is secure.

· Place feet close to the base of the object to be lifted.

· Get a good grip on the load.

· Bend your knees; keep your back straight.

· Keep the load close to your body.

· Be sure you can see past the load.

· In team lifting, cooperate with your partner when carrying a long object; with a two-person carry, both should carry from the same side, be it right or left.

· When putting down a load, take care and reverse the lifting procedures.

EMPLOYEE RESPONSIBILITY

· Accept the responsibility for his or her own safety.  Managers/Supervisors should encourage employees to be safety conscious.

· Abide by all safety regulations.
· Use protective clothing and devices when needed.

· Use machines, equipment or tools that are in good, safe working condition.

· Do not distract other workers performing a hazardous job.

· Refrain from all forms of pranks or horseplay.

· Report unsafe practices or working conditions to immediate supervisor.

· Report all accidents to the immediate supervisor as soon as they occur.

