        A Guide to Office Safety
Accidents occur in offices in colleges and universities. These accidents are caused by trips and falls, overexertion, falling objects, and striking objects. The injuries from these accidents are often disabling causing the employee to suffer pain and causing the University to lose the productive time of a valuable employee. In order to prevent accidents, there is a need to first look at how they happen:
Slips, Trips and Falls
Falling is a common injury at Drake. Three of the most common causes are falling from a height (stairs, chairs, counters), tripping over objects and slippery floors. Other cause include tripping up stairs, carrying objects the obscure visibility,  trying to pick up objects while seated and tripping over open file drawers. Electrical cords lying across walk ways cause people to fall and be injured.
Lifting and Overexertion
Overexertion is another common accident in offices. Overexertion can be caused by lifting objects that are too heavy for one person to carry, stretching while moving items, carrying objects for long distances, and improper lifting techniques. Improper lifting results in back injures, shoulder strain and sprains, neck injuries and arm and hand injuries. Improper lifting can cause disabling joint injuries.

Falling Objects
You would not want to sit at you desk wearing a hard hat to protect your head from falling objects but stacking items on top of bookcases or shelves above your head may make a hard hat a good investment. Falling object occur from the improper storage of materials and material handling. It is common to see books, reams of papers and other materials stored improperly on top of bookcases, file cabinets and on shelves this makes file cabinets and bookcases unstable and they could tip. The weight of the material could cause a shelf to collapse. When objects are not carried properly they slip out of a person’s hand and drop on their foot. Also leaving objects on corners of desks, tables, and cabinets makes it easier from them to fall.
Watch Your Step
Striking against objects occurs when people are not paying attention. People bumping into doors, desks, file cabinets and other objects often are injured. People often strike their heads against open file drawers when filing. Striking sharp objects like the corner of a file drawer may cause a serious cut requiring medical attention.

Don’t Get Caught
Fingers (and other body parts) get caught in elevator doors, windows, drawers, and office machine when people do not pay attention to what they are doing. The resulting injuries can be serious requiring medical treatment and can result in a permanent disability.

Ouch! It Hurts!
Cuts occur in offices and they hurt. We all have experienced the annoying paper cuts but more serious laceration can occur when scissors, knifes, box cutters and paper cutters are not properly secured. Make sure that you properly secure these items after use. The finger you cut may be your own.

These simple actions can help prevent office injuries:

· Do not lay electrical cords across walkways. If you do lay them across a walkway tape them down securely with duct tape.

· Keep you work area clean and orderly.

· Keep all aisle and floor areas clear of tripping hazards.

· Close drawers completely.

· File cabinets should be arranged so as not to open into walkways or aisles.

· Clean up spills immediately.

· Do not run electrical cords under carpet.

· Make sure your vision is not obscured when carrying objects.

· Always use a ladder when retrieving materials above your head.

· Avoid excessive bending, twisting, and leaning backward when you are seated.
· Lift with your legs.

· Do not lift anything heavy. Get help.

· Pay attention when you are walking and what you are doing at all times.
· Do not overload shelves.
· Load filing cabinets from the bottom up with heavier items on the bottom.

· Check electrical appliances and cords for wear.

· Have GFI outlets in all kitchen areas.

· If possible, do not store items above head level. If you do store items above head level make sure they are stored securely.

· Electric fans are protected with guards of not over one-half inch.

· Multi-out stripes are not plugged into other multi-outlet strips

· Extension cords are not plugged into other extension cords.

· Small appliance are plugged directly into a wall outlet.

· Chemicals are not stored in desks or offices.

· Sharps are securely wrapped or placed in a sharps container for disposal.

· Bookcases over 5 ft. are secured to the wall.

· Faulty desks, chairs or other office equipment are taken out of service or repaired.
· Adequate and sufficient lighting is provided in all working areas.

· Paper cutter blades are in the locked position when not in use.

· Knife blades have guards when not in use.
