
Office Safety 

 

Employees must abided by the following requirements while working in an office 

area: 

 

a) Employees shall report all injuries, regardless of severity, to the person in 

charge. 

 

b) Employees shall walk cautiously up and down stairs; the handrail shall be 

used whenever possible. 

 

c) Caution shall be exercised when walking around blind comers. 

 

d) Chairs, wastebaskets, electric cords and other articles shall not be left in 

aisles or where they constitute a tripping hazard. 

 

e) Common or sharp-pointed pins shall not be used for fastening paper together. 

Staples, paper clips or other approved fasteners shall be used. 

 

f) Desk drawers, writing boards, cabinet doors, and files shall not be left 

standing open.  Only one drawer of a large multiple drawer file cabinets 

should be opened at one time. If two full top drawers are opened at the same 

time, the cabinet will tip over. 

 

g) Approved types of ladders, step stools or other safe supports shall be used to 

reach material on high shelves or at other elevations. 

 

h) All old and defective cords and plugs on electrical equipment shall be 

replaced promptly. Notify your supervisor when replacements are needed. 

 

i) Employees shall not lift or carry heavy office equipment or supplies that are 

beyond their capacity to move safely and without danger of injury. Hand 

trucks, moving carts and tables shall be used and assistance from other 

employees obtained as necessary. 

 

Portable stands for computers or office machines shall be designed and 

utilized with sufficient size and stability to prevent tipping or breakage.  

 

j) Material shall be stored on shelves in a manner to prevent falling; heavy 

objects shall be placed on lower shelves. 

 

k) Employees shall not use ventilation fans unless the fan blades are guarded. 

 

l) Employees shall not leave electric space heaters in the on position unattended 

after work hours. 

 



m) Electrical outlets in office spaces are usually of sufficient number and proper 

location for the convenient use of office machines. Extension cords are 

designed for temporary needs. No extension cord should be utilized as a 

substitute for permeant electrical wiring.  

 

n) Electrical cords shall be of sufficient wire size to supply the equipment used. 

They shall be three (3) conductor grounding type and not less than No. 16 

size AWG with well-designed plug and outlet. One cord shall supply one 

office machine only. 

 

o) All permanent wiring such as wall switches, convenience outlets, etc. shall be 

kept in good repair. Notify your supervisor immediately when such outlets 

are broken or worn. 

 

p) Broken light bulbs, fluorescent tubes, glass, metal scraps and other sharp 

objects shall be given special handling and preferably be placed in special 

containers provided for such materials. 

 

q) Cigarettes, cigars and other burning materials shall not be placed in waste 

paper containers. 
 


