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Arkans as  Wo rke rs ’ Co mpe ns at io n Co mmis s io n

He alth  & Safe ty Divis io n

 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 
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Wo rks tat io ns

➢Sho uld re duce  e xce s s ive  

be nding  and s tre tching

➢Go o d ho us e ke e ping  is  

e s s e ntial

➢Ne ve r s to re  ite ms  unde r yo ur 

de s k

➢Ne ve r s to re  ite ms  o n to p o f 

cupbo ards

➢Ne ve r le ave  de s k and/o r filing  

cabine t  drawe rs  o pe n
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Chairs  and De s ks

❖Go o d lo we r back s uppo rt

❖Adjus table  – kne e s  and hips  le ve l

❖Chairs  o n cas to rs  

mus t  have  5  le g s

❖If de s k is  to o  hig h, 

rais e  the  s e at  he ig ht  o f 

yo ur chair
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❖Ne ve r s tand o n the  

chair to  re ach 

anything , e s pe cially if 

the  chair has  whe e l o r 

s wive ls .

➢It’s  no t  a g o o d 

ide a to  s tand o n 

yo ur de s k e ithe r.
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Co mpute rs

✓A badly 

po s it io ne d 

co mpute r can caus e  

e ye s train , 

he adache s , s t iff 

ne ck and 

s ho ulde rs , and 

backache
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Lig ht  o bje cts  s ho uld be  

s to re d o n to p and he avy 

o bje cts  in  the  bo tto m

Bo xe s , file s  and o the r 

he avy art ic le s  mus t  no t be  

s tacke d o n to p o f cabine ts , 

cupbo ards  o r windo w s ills

Ke e p pas s ag e s  c le ar and 

fire  fig hting  e quipme nt 

uno bs tructe d

Stacking  and Sto rag e
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Mus t allo w 

no  e ye  s train

Eliminate  

g lare  and 

re fle ct io n 

Lig hting
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Slide 12 Ele ctrical Safe g uarding

Co rds !!!!!!

Lo o s e  lying  e le ctrical co rds  can 

caus e :

➢Tripping  hazards

➢Ele ctro cutio n

It  is  yo ur re s po ns ibility 

to  pick the m up o r g e t  

the  mainte nance  

de partme nt to  fix 

the m.
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Only autho rize d pe rs o ns  may tam pe r with  

e le ctrical appliance s  o r dis tributio n bo ards  

Do  no t  o ve rlo ad s o cke ts

Ele ctrical Safe g uarding

If a co rd is  warm to  the  

to uch, dis co nne ct  it  and 

re po rt  it  witho ut  de lay 

Exte ns io n co rds  s ho uld 

no t  be  run be ne ath 

carpe ting  o r acro s s  

walkways

 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Slide 14 

➢Do  no t  us e  tape  to  re pair 

co rds  s ince  it  do e s n’t  pro vide  

s uffic ie nt  ins ulat io n o r 

pro te ct io n fro m liquids . 

➢Do  yo ur o wn vis ual 

ins pe ct io ns  o f plug s  and 

le ads  and g e t  the m re paire d 

whe n ne ce s s ary. 

Ele ctrical Safe g uarding
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➢Lo o k o ut  fo r: 

• Phys ical damag e  to  

e le ctrical co rds

• Damag e  to  the  plug s  

• Ins e cure  co nne ct io ns  

to  the  plug  

➢Do  s witch o ff e quipme nt 

be fo re  unplug g ing  and 

be fo re  c le aning  

Ele ctrical Safe g uarding
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➢Strains  

• Acute  

➢Re duce d mo bility 

➢Re duce d e mplo yme nt 

s co pe  

➢Re duce d pro duct ivity

Back Injurie s

➢Stre s s  

• Slo w 

• Lo ng  te rm e ffe ct
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Size  & s hape  

We ig ht 

Wo rk s tat io n 

de s ig n 

Vo lume  pe r s hift  

Manual Handling
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Office  Se curity

➢Ho rs e play do e s n’t  

be lo ng  in  the  o ffice !! 

➢Lo o k afte r yo ur vis ito rs  

and s ub-co ntracto rs

 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 



Slide 19 

❖Re po rt  all injurie s  

to  yo ur s upe rvis o r 

o n the  s ame  day o f 

the  acc ide nt .

Accide nt  Re po rting
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▪Do  no t  allo w co rds  to  

cre ate   tripping  hazards  

▪Cle ar up s pills  quickly

▪Do  no t  blo ck hallways  

▪Ke e p o ffice  are as  c le an 

▪Ke e p s tacking  and 

s to rag e  are as  s afe

Slips , Trips  and Falls

Pre ve nt  the m by re me mbe ring  

the  fo llo wing :
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➢Wo rn o r lo o s e  carpe ts  

➢Bro ke n s tair tre ad 

e dg e s  

➢Chippe d flo o rbo ards  

and t ile s  

➢Watch whe re  yo u walk! 

➢Hig h he e ls  

➢Pick up o bje cts  that  

fall - pe ncils  e tc

Slips , Trips  and Falls

Watch o ut  fo r:
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✓Take  o ne  s te p at  a t ime

✓Do n’t  lo ad yo ur arms  

s o  full o f mate rials  that  

yo u can’t  s e e

✓Ke e p o ne  hand o n the  

handrail 

✓Do n’t  co ng re g ate  o n 

s tairs  o r landing s

✓Ke e p s tairs  we ll lig hte d

Stairs
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➢Clo s e  the  drawe rs ! 

➢Do n’t  o pe n all the  

drawe rs  at  the  s ame  

t ime  

➢Us e  the  handle  to  

c lo s e  the  drawe r

Filing  Cabine ts
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❖Ke e p hands  and fing e rs  

c le ar o f pape r inle t  at  the  

s hre dde r. 

❖Switch the  machine  o ff 

be fo re  trying  to  c le ar a 

blo ckag e .

Office  Machine s

❖Le arn ho w to  o pe rate  the m s afe ly be fo re  

yo u us e  the m 

❖Ke e p lo o s e  c lo thing , je we lry, lo ng  hair 

c le ar o f machine s . 
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Put a s ig n o n the  

machine  indicat ing  

to  o the rs  that  it  is  

o ut  o f o rde r 

Office  Machine s

Paper 

Shredder

If yo u no tice  a t ing ling  s e ns at io n whe n 

to uching  a machine  o r s e e  s mo ke  o r 

s parking , unplug  it  imme diate ly and re po rt  

it ! 
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➢Whe n yo u s t ick the m 

into  yo ur de s k drawe rs  

Lo o k Afte r Yo ur 

Hands !

➢Whe n yo u handle  pape rs  

and s taple rs  

➢Ke e p s harp o bje cts  in  s afe  

co ntaine rs  
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➢Pick up bro ke n g las s  with 

a bro o m and dus t  pan 

➢Wrap the  g las s  in  th ick 

pape r and mark it  s o  that  

the  c le aning  s taff will 

kno w what it  is

➢Slive rs  o f g las s  s ho uld be  

picke d up with a damp 

pape r to we l - dis card 

pape r to we l
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❖Do n’t  rub yo ur e ye s  

if yo u have  a che mical 

o n yo ur hands  

❖Ke e p e ye s  away fro m 

co rne r cabine ts , bo xe s  

and pe ncils  e tc  

Eye s
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✓Make  s ure  yo u kno w whe re  

the  bo x is . 

✓Ens ure  that  a firs t  aide r is  

available . 

✓Ens ure  the  bo x is  we ll 

s to cke d. 

Firs t  Aid Bo x
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Kno w Ho w to  Us e  a

Fire  Exting uis he r

Re me mbe r  - P A S S

Pull

Aim 

Sque e ze

Swe e p
 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Slide 32 

Pull the  pin

This  allo ws  yo u to  dis charg e  the  

e xt ing uis he r. 
 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Slide 33 

If yo u aim at  the  

flame s , the  

e xt ing uis hing  

ag e nt  g o e s  

thro ug h the  fire  

and do e s  no  

g o o d.  Yo u have  

to  hit  the  fue l. 

Aim at the  bas e  o f the  fire .
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Sque e ze
the  to p 
handle

This  de pre s s e s  a butto n to  

re le as e  the  e xt ing uis hing  ag e nt  in 

the  e xt ing uis he r.  
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Swe e p fro m s ide  to  s ide . 

.. .u n t il t h e  fire  is  co m p le t e ly o u t .

Stand abo ut  8  fe e t  fro m the  fire .
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Slide 36 Always po s it io n yo urs e lf with an 

e xit  o r a me ans  o f e s cape  at  yo ur 

back be fo re  yo u at te mpt to  us e  an 

e xt ing uis he r to  put  o ut  a fire .
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Kno w yo ur 

co mpany’s  

Eme rg e ncy 

Evacuat io n Plan!
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➢Ke e p pe rs o nal s upplie s  in a s ing le  
bag  at  yo ur de s k o r wo rks tat io n.

➢Ke e p the  are a 

unde r yo ur de s k fre e  

o f c lutte r.

➢Sto re  addit io nal 

s upplie s  in yo ur car 

in cas e  yo u can’t  g o  

back into  wo rk.
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Eme rg e ncy Re s po ns e  

Te ams

➢Firs t  line  o f de fe ns e  in  
e me rg e ncie s

➢Pe rs o nne l ide ntifie d and 
traine d in  e me rg e ncy 
pro ce dure s

➢Sho uld kno w ho w to  us e  fire  
e xt ing uis he rs

➢Sho uld be  traine d in  firs t  
aid  and CPR
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