OFFICE SAFETY REMINDERS
Pick up all foreign objects such as pencils, paper, rulers, etc. from floor surfaces to prevent slipping or tripping.
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Keep cabinet and desk drawers/doors closed when not in use or unattended.

Do not use frayed, cut, or cracked electrical cords.
Be sure wires laying in paths of travel are secured to floor.
[image: image2.wmf]Turn on lights before entering a dark room.

Store heavy items on lower shelves.

Keep desk area free of clutter.

Take frequent stretch breaks throughout the day.
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Adjust chair to comfortable position.

Feel for chair before sitting.
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