DGCST116 - Storage and Stacking in the Office


INTRODUCTION

Poor storage and stacking is one of the major hazards in an office environment.

People don’t realise that something as simple as stacking a box incorrectly can cause an injury, equipment damage or be a fire hazard, creating an unsafe place for you to work.

Today we will discuss the ways that you can make your office safer simply by being aware of:

· different types of poor storage and stacking;

· types of injuries that can occur;

· causes of the injuries;

· correct methods of storage and stacking to prevent injuries and damage;

· different ways to reduce the need for storage and stacking; and

· benefits of planned and efficient storage and stacking.

EXAMPLES OF POOR STORAGE AND STACKING

Some examples of poor storage and stacking are blatant and easy to spot, while others may not be obvious at first. A hazard can sometimes develop over time.


“What are some examples of poor storage and stacking in your office?” 


Poor storage and stacking may include:

· over stacking shelves;

· perching items on edges of tables or desks;

· storing heavy objects high up, forcing you to reach up for them;

· heaping items and equipment in a corner or in a walkway;

· stacking heavy stock on top of lighter material;

· combining food stuff with chemicals;

· using unstable shelving or benches;

· having shelving too high to reach easily;

· storing frequently used items on high and low shelves;

· not using end protection on shelves; and

· stacking items in front of a fire exit.

TYPES OF HAZARDS
You need to be aware of the different types of hazards around your office, that are caused by poor storage and stacking, so you can fix the problem and avoid accidents.

Now that you know some examples of poor storage and stacking, you should be able to identify the hazards they present.


“Can you give me five types of hazards resulting from poor storage and stacking?”


Some of the most obvious hazards are:

· the chance that an object could fall on you if it’s stacked too high on the shelf;

· the shelves collapsing from being over-burdened;

· injury from trying to get a heavy object down from a high place;

· tripping or falling over stock stacked on the floor; and

· stock blocking the fire exits or hallways.

All of these hazards can cause injury to you or your co-workers or damage to office equipment.

TYPES OF INJURIES

Incorrect storage and stacking can cause injuries to you and others.

Being aware of the different types of injures that can help us to understand how and why they happen and how to prevent them.

Think about the types of hazards we have discussed and how they relate to the types of injuries we may receive.

“What are some types of injuries that can happen from storage and stacking hazards?”


The most common injuries resulting from poor storage and stacking hazards are:

· cuts and scrapes – from tripping or falling over objects stacked on the floor;

· head injuries – from being hit by heavy objects falling from high places;

· strains – from stretching to reach items stored too high;

· broken bones – from falling over objects in your way; 

· back injuries – from over reaching when trying to retrieve heavy items stored on high shelves or racks; and

· burns  – from not being able to escape a fire if the fire exits are blocked with items and equipment.

As you can see, the types of injuries can range from a minor cut to death.  That sounds shocking but what is more shocking is the fact that all of these accidents are preventable.

CORRECT STORAGE AND STACKING METHODS

Every office has something stacked or stored.  No matter what the items are, if your method of storage is incorrect they can become a hazard.

Temporary and permanent storage of equipment and materials should be neat and organised to reduce the risk of accidents.  This also allows for easy location and retrieval of materials.

“What are some of the ways to make storage and stacking in your office safer and more efficient?”


Some of the correct storage and stacking methods are:

· sorting files and books - if you don’t need it, dispose of it;

· storing most frequently used items at average waist height, allowing easy access and reducing the likelihood of strains and sprains;

· storing clearly marked infrequently used items in permanent locations;

· storing lighter items higher up on shelves or racks;

· storing heavier objects lower on shelves or racks; and

· not stacking items on cabinets or shelves that don't have end protection or barriers to prevent them from falling off.

The saying “a place for everything and everything in its place” applies to storage in the office.

Benefits of efficient storage and stacking

The benefits of a clean and tidy work place are many.  Well stored material adds to the way your office looks.

"There are a number of specific benefits relating to storage and stacking.  Can you give me some examples?”

The benefits include:

· locating things easily and therefore saving time;

· saving space;

· a less congested workplace; 

· reducing damage to equipment and materials;

· reducing the amount of stock on hand; and 

· reducing injuries.

One way of improving storage and stacking is to conduct a stock take of all the equipment and items you have in the office.  Then look at ways of reducing the amount of material you need to keep on hand. 

Reducing the need for storage and stacking

Once we have reviewed what we have in the office we can look at reducing the need for storage and stacking.  If we can reduce the need we can reduce the risk.


“What are some of the ways we can reduce the need for storage of materials?”

Ways of reducing amount of storage needed are:

· order the minimum amount of material you need to keep in stock;

· keep a good record of what you use and identify the fast moving items that you need to order;

· reduce the stock of slow moving items and order them only when needed; and

· order the fast moving stock more frequently in smaller amounts as this reduces the amount of storage area you need.

SUMMARY

Poor storage and stacking is one of the major hazards in an office environment.

Both temporary and permanent storage of equipment and materials must be neat and organised to reduce the risk of accidents.  This allows easy location and retrieval of materials.

The benefits of a clean and tidy work place are many.  Well-stored material adds to the way your office looks and improves efficiency.


Having identified hazardous situations, you now should fix those situations where it is safe to do so, and report to your supervisor, those situations which you can’t fix immediately.
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Activity 1 – You will now take 5 minutes and inspect an area of the office to see if you can identify three areas of hazardous stacking.
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Hand out sheet 1 – Poor storage and stacking
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Hand out sheet 2 - Types of hazards
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Hand out sheet 3 – Types of injuries








?





Hand out sheet 4 – Correct storage and stacking methods








Hand out sheet 5 –Benefits of storage and stacking








Hand out sheet 6 – Reducing the need for storing materials
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