DGCST112 - Hazards in the Office


INTRODUCTION

Just because you work in an office, doesn’t mean there aren’t any hazards lurking about that can cause accidents.

There are!  Some hazards aren’t as obvious as others, yet they can be just as harmful.

We are here to talk about making your work place safer for you to work in.  To do so, you need to know how to identify hazards and eliminate them before an accident occurs.

This safety talk will cover:

· what are hazards and risks;

· the types of office hazards;

· the different accidents that can happen;

· types of injuries caused by these accidents;

· ways to prevent injuries; and

· what to do if you spot a hazard.

HAZARDS AND RISKS

Hazards and risks are commonly mistaken for the same thing when actually they are two completely different terms.


“What is the difference between the terms hazard and risk?”

The main difference between them is:

· a hazard, is something that can cause an accident or incident which could possibly lead to an injury or harm to your health.

· risk, is the likelihood or chance that something could happen.

TYPES OF HAZARDS

Hazards are all around you.  You need to be able to identify hazards in order to prevent injuries occurring.

Before you can identify a hazard, you have to be aware of what to look for as they are not always easy to detect and may not be able to be seen.

To help you to understand different hazards, we have put them into three areas:

· obvious hazards;

· hidden hazards; and

· developing hazards.


“What do you think is the difference between obvious, hidden and developing hazards?”


The main difference between them is:

· obvious hazards can be easily spotted, avoided and fixed;

· hidden hazards are ones you may not be aware of as they are harder to identify; and

· developing hazards are hazards which will, over time, become worse if left unattended.

Now that you are aware that hazards aren’t always visible, think about some hazards that could be in your office.


“What are some examples of "obvious hazards" in your office?”


Some of the more common "obvious hazards" are:

· top heavy filing cabinets that could topple over;

· power cords trailing between desks;

· boxes in walkways;

· water spills on floors in the kitchen or toilets;

· open filing cabinet drawers;

· hot water in a kettle, urn or coffee pot;

· rugs or mats with edges curling up;

· files stacked on top of book shelves;

· broken castors on chairs;

· desk draws left open; and

· stacked boxes blocking fire escapes.


“Can you give me some examples of "hidden hazards" in your workplace?”


The main "hidden hazards" in an office are:

· over stacked shelves that could collapse;

· piggy-backing double adaptors, power boards, etc. that are a fire hazard;

· no surge protectors on power blocks;

· eye strain from computer screens; and

· unlabelled chemicals where the concentration is not known.


“What are some examples of developing hazards that could be present in your office?”


The main examples of "developing hazards" are:

· inadequate lighting;

· faulty equipment which can cause physical injury;

· bad posture when sitting for long periods of time;

· repetitive work performed while you are sitting in the wrong position which can cause strain or cramping; and

· improper storage and use of chemicals.

I’m sure you have seen some of these hazards in or around you office.  Most of them are easily fixed or avoided by using safe work methods.

TYPES OF ACCIDENTS

Hazards around your office can cause accidents that result in:

· ill health, disease or sickness;

· physical injury; or

· damage to equipment.

The seriousness of an accident can vary from a minor one in which office equipment is damaged, to a major accident resulting in the serious injury of a worker.

By understanding the types of accidents that can happen in your office, you are one step closer to preventing them.


“What are some examples of accidents that can happen in your office?”


The most frequent accidents in an office are:

· tripping over, perhaps, a box in a walkway;

· slipping on a puddle or wet floor;

· falling from a chair, or down stairs or steps;

· being struck by, or with, an object that has fallen;

· over straining, such as when carrying a heavy box or reaching for heavy items on a high shelf;

· fires caused by damaged or faulty electrical equipment; and

· contact with chemicals in the eyes or skin.

TYPES OF INJURIES

People think that only small, insignificant injuries happen in an office but they couldn’t be more wrong.  

The extent of injuries range from minor ones, with no long-lasting effects, to major injuries that could require permanent medical treatment.

If you think of what we have covered so far regarding hazards and the accidents they can create around your office, you should be able to come up with some different types of injuries they can cause.


“What sort of injuries could result from accidents around your office?”


The most frequently occurring types of office injuries are:

· back injuries caused by wrong manual handling, slips, trips and falls;

· scrapes or bruises caused by bumping into drawers or desks;

· cuts from sharp objects or paper;

· sprains or strains to muscles caused by trips, slips and falls;

· eye strain caused by inadequate lighting while working;

· back injuries resulting from bad posture;

· neck strains caused by using your shoulder as a phone rest;

· electrocution from faulty or overloaded power blocks; and

· occupational overuse syndrome injuries caused by long term repetitive work.

These are the most common types of office injuries.  It is disturbing that most of them are preventable.

PREVENTING INJURY

To prevent injuries in your office, you must reduce the amount of hazards you are exposed to.

Some hazards are clearly visible so you must take precautions to avoid injury from them.  However, most office hazards are caused by unsafe work practices and unsafe workplace conditions.


“What are some of the things you and your employer can do to reduce hazards in your office?”


As an employee you can reduce hazards by:

· arranging the office so power cords are not a trip hazard;

· not leaving boxes in walkways;

· not leaving your desk drawer open where people could walk into it;

· cleaning up any spills as soon as they happen;

· only opening one filing cabinet drawer at a time, so it doesn’t fall on you;

· closing filing cabinet drawers when you are finished, as someone may walk into it and injure themselves;

· not doubling up on your power blocks, as this could create a fire hazard;

· reporting all faulty equipment immediately; and

· not stacking anything on the top of cabinets that don’t have edge protection barriers.

SPOTTING THE HAZARD

When you spot a hazard that you can’t fix easily and safely, you must:

· report it immediately to your supervisor;

· make everyone aware by telling them about it and, if practical, put up a warning sign; and

· follow up and make sure that the hazard has been fixed.

TASK ANALYSIS

When you have been given a task, think of any hazards and their associated risks and consider the controls that have to be applied.

This doesn’t mean you have to sit down and draw up a lengthy plan.  It simply means you should think about the task before you start it.

The main points to think about when analysing a task are:

· what hazards and associated risks are involved;

· how to separate the job into steps in order to analyse each part; and

· how to come up with the safest way to do the job without causing an accident.

By doing this, you become aware of the hazards and risks involved and take precautions to prevent an accident.


Background:
The stationery supplies that have arrived contain heavy boxes of paper.

Q:
What hazards are involved?

A:
Manual handling hazards due to the weight of the boxes and

slip and trip hazards if pathways are not clear.
Q:
What injuries could occur?

A:
Back injuries and strains to muscles from heavy lifting, and sprains, 

broken bones or cuts from slipping or tripping hazards.
Q:
How can you reduce the likelihood of an injury?

A:
Firstly, you must make sure that the path to the storage room is clear.  

Secondly, you should ascertain if you are capable of carrying the load.  If you are not, break the load down into smaller bundles or get someone to help you.
Summary

As you can see from this safety talk, there are many hazards in and around your office, so you are not as safe as you think you are.

Yet, you can be safer simply by understanding the hazards and risks that you are exposed to on a daily basis and the accidents resulting from them.

Accidents can be avoided if you follow some simple guidelines:

· be aware of hazards around you;

· report any hazards immediately if you can’t fix them safely; 

· keep your work area clear and well organised; and

· think about a task before you start it.

By following these simple rules you will make your workplace safe for yourself and your work mates.


Further References for the Supervisor
Department of Employment, Education and Training

Accident Prevention Manual for Business and Industry

(National Safety Council USA)

Worksafe Guidelines 

Occupational Hazards in the Workplace

WorkSafe Hazards Promotion

Spot Hazard, Access Risk, Make Changes

Notes

Notes
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Hand out sheet 1 – Types of hazards
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Hand out sheet 5 – Types of accidents








Hand out sheet 6 – Types of injuries














Hand out sheet 7 – Preventing injury








Activity 1 – Ask a participant to consider how to stack a delivery of stationery supplies that have arrived at the store.
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Hand out sheet 2 – Examples of "obvious hazards"





Hand out sheet 3 – Examples of "hidden hazards"
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Hand out sheet 4 – Examples of "developing hazards"
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