HEALTH AND SAFETY IN WORKPLACE
Accidents in Office

Accidents do not just happen – they are caused. They are caused by careless of others despite the efforts taken by the management. Being impatient and trying to take shortcuts are also factors that lead to accidents and injury in the office.

What causes accidents?

Some of the common causes of accidents are:

· Failure to comply with health and safety procedures.

· Failure to wear and use correct safety clothing and equipment.

· Unsafe and poor quality equipment.

· Inadequate instructions in correct health and safety procedures

· Failure of an employer to provide a safe working environment.

· Inadequate maintenance of equipment.

Accident is a LOSS to an organization.

Why?

1. Lost production: an injured worker needs rest to recover from his illness. This means he will not be able to come to work for some times, resulting in loss of production.

2. Repair of equipment: this can be costly at times.

3. Rehabilitation: company has to cover the treatment of the injured worker caused by accidents in the organization.

A responsible management should therefore a constantly educate the workers on safe working environments.

Law on health and safety in the office

1. The Workmen’s Compensation Act

This act provides a compensation scheme to the workmen for injury, or in the case of his death, to his dependents.
2. The Factories Act (1973)

This act provides a scheme of health, safety and other general welfare. It includes provisions for cleanliness, lighting and ventilation as well as first aid box.

The health and safety of employees are the responsibility of both employer and employees. An employer should provide a safe working environment and make sure it stays that way.

Some of the common accidents that happen in the workplace are:

· Tripping over trailing electrical wires and frayed carpets.

· Slipping on floors that are wet.

· Banging into and falling over obstacles like open drawers and cabinets that protrude into the passageways.

· Falling off a swivel chair when it is used to reach a high shelf.

· Getting an electrical shock when tampering with faulty machine or the wiring.

Can you give suggestions to prevent the above accidents from happening?






Prevention of Accident

How to prevent accident from happening?

There are ways to prevent accidents from happening. Remember the old adage “Prevention is better than curing”. 

1. Training. Train employee’s o how to use a machine properly.

2. Make sure of safety sign and symbols. Posters, cones and signs can be used to mark areas which present safety concern.

Following are list of suggestions for office workers to help to make their places of work safer for all:

A. INFORMATION TECHNOLOGY

The design and position of workstations should take into account the fact that glare and reflections from light on the screen can cause problems for VDU operator. Screen filters are available which reduce reflection.

TWO other health and safety issues related to VDU work are stress and repetitive stain injury.

1. STREES may be caused if an operator is under constant pressure to produce accurate work very quickly. Making the work more varied can help – an addition to the regular rest breaks.

2. Repetitive Strain Injury (RSI) relates to an injury caused by constantly making repetitive or awkward movements. The tendon sheaths in the hand, wrist and arms become inflamed and the first symptoms are aching, tenderness or numbness of the hand, wrist or arm.

Good workstation, good keyboard design and adequate breaks can help to prevent RSI.

B. EQUIPMENT

Equipment can be particularly hazardous as there may be moving parts, electrical connections, sharp or dangerous parts. In the case of the latter these will usually be protected by special guard or cover which must never be removed. 

When Using the Equipment 

1. Do not use any equipment for which you have not been trained or received any instructions.

2. Make sure you know how to stop and/or disconnect the equipment immediately in case of an emergency.

3. Never operates equipment with moving parts whilst wearing long, dangling jewellery or a loose scarf or tie. Keep long hair tied back off your face.

4. Never place liquids on top of, or near to, any type of equipment.

5. Report any trailing leads or broken plugs or sockets.

6. Never tamper with or fiddle at out inside and equipment which isn’t working properly. Report the fault to someone who knows what to do.

7. Electrical equipment must be unplugged and switch off at the end of each day.

When lifting and moving equipment

1. Always get someone to help you- even only to lift something on to a trolley or truck.

2. Disconnect any electrical equipment from the mains and remove any cables which might get in the ways.

3. See if the equipment can be divided into several lighter loads, e.g. a computer should be disconnected and moved section by section – VDU first, then the disk drive, then the keyboard and finally the printer.

4. If the weight is unevenly distributed (e.g. a typewriter), hold the heavy end closest to your body.

5. Be careful of any sharp edges which could cut your hands or hook themselves onto your clothes.

DID YOU KNOW?

Lifting equipment INCORRECTLY is one of the main causes of Back Problems. Always bend your knees (so that you are sitting on your hunches) and keep your back straight. As you lift, take the strain in your legs, not in your back.

C. FURNITURE

1. Filling cabinet drawers must be closed after use – it is easy to trip over an open bottom drawer.

2. Buy filling cabinets with safety features built in e.g. filing cabinets where only one drawer opens at a time to prevent tilting.

3. Tops of high cupboard should no be stacked with files and boxes.

4.  Any cupboards containing valuables should be locked at the end of the day, and filling cabinets with confidential documents also.

D. INFLAMMABLE SUBSTANCE / CHEMICALS

1. Store inflammable substance and dangerous chemicals in a separate and safe room.

2. Make sure you know what to do if you splash your skin or clothing with any chemicals or additives or – even worse get some in your eyes.

3. Never smoke in a room where inflammable substances are kept.

EMPLOYERS AND OFICE STAFF SHOULD ALL WORK TOGETHER TO IMPROVE SAFETY ON PLACES OF WORK.

Can you guess what should be the contents of a Fire-Aid Box?



Accident Reporting

Every accident that happened in the workplace must be recorded. It is important to keep a record of accidents and treatment in case of claims for compensation made against the company at a later date.

An injured worker may bring his employer to court and sue him!

A sample of an accident report form

	ACCIDENT REPORT FORM
Report of accident or injury to a person at work or on duty and / or a dangerous occurrence
This form must be completed in all cases of accident, injury or dangerous occurrence and submitted to the Safety Officer

	Injured person’s:
SURNAME: BREAKWELL                                         FORENAMES: BARBARA
TITLE: Mr / Mrs / Miss / other (state)                     DATE OF BIRTH: 114.10 78
HOME ADDRESS: Flat 9, 200 Klang Street 
                                 Manchester, M2 4WD
POSITION HELD: Keyboard Operator
*Employee / Student / Contractor / Visitor

	Date and time of accident                                        21 November 199-
                                                                                  15 00 hours
Particulars of injury / incapacity
Electric shock
Activity at time of accident / injury
Preparing mail for post
Place of accident / injury
Mailroom
Give full detail of the accident and any injury suffered and explain how it happened
Made contact with a loose wise which had come away from the plug of the franking machine, causing an electric shock and state of unconsciousness.
What first-aid treatment was given?
Mouth to mouth resuscitation to restore breathing
Was the injured person taken to hospital? If so, where?
Yes- Manchester General Hospital
State names and positions of any persons who were present when the accident occurred
Paul Brooks, mailroom clerk
P. Brooks

Signature of person reporting incident
Date of report             21 November 199-
*delete those inapplicable


Security Measure

Some of the security measures for office to protect its premises and assets are:

1. Install security devices such as burglar alarms and door locks.

2. Only one person should be in charge of stores.

3. There should not be any unauthorized use of keys. A register should be kept to record when a key is taken out and returned. No ordinary staff member should hold on to a key overnight. Only authorized officer have the right.

4. Cash or goods should only be given out against proper documents that have the authorized signatures of person giving approval.

5. A burglar-proof safe should be used to keep cash and valuables and only one hold the keys.

FIRE PRECAUTIONS

· Keep all fire exits clear to ensure that they are immediately available for use in an emergency.

· Make sure that all personnel know what to do should a fire break out, i.e.: 

· How to raise the fire alarm
· How to use fire-fighting equipment if required to do so
· Where to assemble outside the building 
· Which is the shortest escape route to the assembly point 
· What other routes might be used if the shortest route is blocked.

See specimen fire instruction notice for fire/ evacuation procedure and action to be taken if you discover a fire.

· When dealing with a fire:

· If a person’s clothing is on fire, wrap a blanket, rug or similar article closely round them and lay them down on the ground to prevent flames from reaching the head.

· If electrical appliances are on fire, switch off the current before dealing with the fire.

· Shut the doors and if possible the windows of the room in which the fire is discovered.

· Keep fire doors closed

· Except in situations where the Fire Brigade has given permission for the door o be held open by an automatic device.

· Do not allow smoking in any part of the building where there is a risk of fire. 

· Ensure that smokers use ash-trays and not the waste paper bin or he floor.

· Make sure that bulk quantities or large cans of highly flammable correcting and cleaning fluids are locked away in a well ventilated store room or metal cabinet when not in use.

· Insist upon combustible materials such as papers and envelopes being placed in waste bins and that they are removed regularly for disposal.

· Ensure regular maintenance and checking of fire alarms and fire extinguishers.

· Arrange regular fire drills for all personnel.

· A member of staff should be trained as a fire warden.

Hazards to look out for

· Obstruction of fire exit.
· Inadequate or missing fire-fighting / evacuation notices.
· Damaged fire-fighting equipment.
· Fire doors locked or propped open.

· Use if wicker wastes paper baskets as ash-trays.

· An open can of cleaning fluid left around in an office.

· A quantity of waste paper piled up in the corner of an office.

· Fire alarm/fire-fighting equipment not working when required.

· Delay and uncertainty when required to evacuate the building.


FIRE / EVECUATION PROCEDURE


Instructions to staff


Action to be taken in case of fire or other emergency





Assembly point : FRONT CAR PARK�
�
 


If you discover a fire:


Immediately operate he nearest fire alarm call point





Attack the fire, if possible, with the appliances provided but without taking personal risks – ensuring a clear escape route is available at all times





On hearing the fire alarm:


The Receptionist on duty will call the Fire Brigade immediately





Leave the building and report to the person in charge of the assembly point at the place indicated above, where a roll call will be taken








The senior person or authorized deputy on the affected floor will take charge of any evacuation and ensure that no one is left in the area


USE THE NEAREST AVAILABLE EXIT


DO NOT USE THE LIFT


(Unless specifically provided and indicated as a means of escape for persons with disabilities)


DO NOT STOP TO COLLECT PERSONAL BELONGINGS


DO NOT RUN OR PANIC


IF YOU HAVE VISITORSS ESCORT THEM TO THE ASSEMBLY POINT


DO NOT RE-ENTER THE BUILDING FOR ANY REASOIN UNTIL THE SAFETY OFFICER OR HIS REPRESENTATIVES GIVES YOU PERMISSION





(Notice for display in premises having a simple alarm system – to be displayed on notice boards, in all rooms and by each fire alarm point)
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