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 HEALTH AND SAFETY OBJECTIVES 

Following are the Health & Safety objectives of SIRM 

1. Provide a safe and healthy working environment including safe working systems 
and safe plant appliances by eliminating, as far as possible, unsafe working 
conditions.  

2. Provide appropriate and adequate accident prevention education and training of 
employees.   

3. Keep abreast of modern accident prevention techniques by observation and 
implementation of all Acts and Regulations as applicable to Local Government 
functions.  

4. Take disciplinary action against any employee who, by refusal or neglect, fails to 
observe safety or health requirements.  

5. Institute procedures that provide prompt and effective medical assistance at 
hand in the event of accident/injury at work.  

6. Assist employees in rehabilitation after an accident and ensure a speedy smooth 
return to work as soon as possible.  

7. Make available an ongoing program for monitoring the general health of staff as 
appropriate. 

8. Employees shall be encouraged to report work related illness or injury as early as 
possible after the respective event takes place.  

9. Supervisors and managers shall be held accountable for the Health and Safety of 
the employees working under their direction.  

10. All employees of SIRM are accountable and shall ensure they work in a healthy 
and safe manner without risk to themselves, other employees and the public we 
serve.  

11. Risk assessments for all work activities are to be conducted and identified 
hazards are either to be minimized or preferably eliminated.  

12. All employees of the SIRM will be consulted to enable the employees to 
contribute to the making of decisions affecting their health, safety and welfare at 
work.  

13. Safe systems of work will be identified, implemented and monitored to ensure 

the ongoing health, safety and welfare of all relevant parties. 
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GUIDELINES FOR MAINTAINING HEALTH AND SAFETY IN OFFICE 

PREMISES 

 

 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 

 

 

 

 

 
The modern office environment presents an array of potential hazards that can be avoided 
by taking simple precautions. This operational control provides practical guidance on 
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standards for the office environment, equipment, rest breaks and basic occupational health 
and safety. 
SIRM aims to protect the health, safety and welfare of all staff in every place of work, 
although working in an office has always been considered relatively safe, office workers face 
occupational hazards that include eyestrain, headaches, discomfort, trips and falls and 
manual handling injuries.  
All employees must report serious workplace injuries, illness and dangerous occurrences to 
the HSE Officer in the “Accident & Incident Report Form". The HSE Officer is responsible for 
maintaining workplace records of employee injuries or illness that result in absences from 
work. 
 

OFFICE ENVIRONMENT 

The office environment is a combination of lighting, temperature, humidity and air quality. 
The office can be a healthy and comfortable place to work if the correct combination of 
these elements is maintained. 
 
VENTILATION 
Ventilation is measured by the movement of air and the rate of fresh air coming in. Air 
movement of less than 0.1 metres per second can cause “stuffy” workplaces. Ventilation 
refers to the movement of air and rate of fresh air input. Air movement of less than 0.1 
meters per second can lead to stuffy rooms whereas above 0.2 meters per second draughts 
can be felt. Be sure to have appropriate ventilation; fresh air is vital to combating fatigue 
and headaches. 
International good practices sets out the minimum requirements for fresh air. For each 
person a minimum rate of 10 litres per second per person for general office space or 10 
litres per second for every 10 square meters of floor space is recommended. 
 
TEMPERATURES 

1. Practice for application of ergonomics to office work recommends a temperature 
range of 21~24 degree Celsius for both offices and factories in summer. The 
preferred winter temperature is usually about two degrees lower than in summer. 

2. Temperature affects productivity. Studies show that productivity can drop off by up 
to 20% if the temperature is so uncomfortable it causes a distraction to the 
employee. Productivity drops off when the employee feels either too hot or too cold 
but surprisingly the major contributor to lost productivity is when the temperature is 
too cold. 

3. Keeping all employees “comfortable” in an office is almost impossible. The bad news 
is that everyone is different and what temperature is comfortable for one person is 
not necessarily the same for the person working next door. 

4. The human response to temperature is adaptive. In summer we can tolerate a lot 
more ambient heat than in winter, because our bodies become used to the higher 
range of temperatures. So the ideal thing is to measure what the outdoor 
temperature is and set the indoor temperature accordingly. 

5. Some older personal computers can generate as much heat as a small fan force 
heater raising local temperatures above the room average. This problem can be 
compounded by the clustering of servers, printers and computers in one particular 
section of an office. 
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6. Humans have a thermostat centre located at the base of the brain called the 
hypothalamus where a thyroid gland regulates our body’s metabolism. For example, 
when it is cold outside, the skin registers the change in temperature and stimulates 
the hypothalamus and thyroid to increase metabolism and generate body heat. How 
these personal thermostats sense changes in temperature vary between people. 
Some people feel the cold more than others and yet can tolerate much higher 
workplace temperatures than their peers. 

7. Other causes of office temperature discomfort include your level of fitness, your diet 
and even your age. Being fit means regular exercise that leads to more dense muscle 
which in turn regulates body temperature more efficiently. Our metabolism needs 
healthy nutrients from a proper diet to work efficiently and as people age their 
normal hormone systems start to function differently making it harder to keep warm 
or to stay cool. Lastly being too tense or stressed in the office can impact on your 
circulation and make you feel colder. 

OZONE 

Photocopiers and laser printers produce ozone gas during operation. It is possible to smell 
ozone at a concentration of between 0.01 and 0.02 parts per million (ppm). Ozone does not 
build up in the air. It breaks down into oxygen quickly after it is released into the air. At 
concentrations above the Exposure Standard limit ozone can cause eye and upper 
respiratory tract irritation, headache and temporary loss of the ability to smell. Photocopiers 
fitted with an ozone filter do not present any hazard to health, provided they are properly 
maintained.  
To keep ozone levels well below acceptable limits: 

 Have photocopiers regularly serviced. 

 Ensure that an ozone filter is fitted to photocopiers and laser printers. 
Ensure that there is adequate ventilation. 
 

PHOTOCOPIERS 

It is recommended that photocopiers are not placed in close proximity to the personal 
workstations of office workers because of possible discomfort from the heat, light and noise 
generated during the photocopying process. 
Always put the cover down when using a photocopier. The fluorescent, metal halide, or 
quartz exposure lamps used in photocopiers can irritate the eyes if viewed directly.  
 

SICK BUILDING SYNDROME 

The symptoms that characterize "sick building syndrome" are sore eyes, running nose, 
headaches, mucous membrane irritation, dry skin, dizziness and nausea. 

 
No single, specific cause has been found. It is believed that the syndrome is caused by a 
combination of poorly adjusted ventilation, air conditioning, temperature, humidity and 
lighting and psychological factors such as stress, management style and tedious work 
schedules.  
Using the solutions to each individual aspect of the office environment given in this 
operational control may help in alleviating the symptoms that characterize sick building 
syndrome. 
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LIGHTING 
 
The basic requirements for adequate lighting are that the work must be easy to see and the 
light is comfortable to the eyes. Illumination is measured in units of LUX - lumens per square 
meter. Suitable light levels based on international standards; 
Interior lighting are: 

 General background 200 Lux 

 Routine office work (typing, filing) 400 Lux 

 Work with poor contrast (proof reading) 600 Lux 
 
Sharp differences in illumination between adjacent areas should be avoided. Ideally the 
surrounding area should be slightly lower in luminance than the task area itself, excepting in 
special cases such as viewing outlines against a luminous background. 
Light should fall from the side rather than from the front to avoid reflections on the work 
surface. Glare causes visual discomfort and is usually caused by light.  Lights deteriorate 
with age and accumulate dirt over the surface. It is advisable to ensure that lights are 
cleaned at regular intervals, at least every 6-12 months. Fluorescent light flicker indicates 
either the tube or starter needs replacing. 
 
COLOUR 
Colours determine the level of reflectance as follows: 

 White reflects 75% or more of light 

 Light colours 50-75% (subdued cool colours) 

 Medium colours 20-50% (bright warm colours) 

 Dark colours 20% or less 
 
White or off-white is recommended for ceilings, as they should reflect greater than 80 per 
cent of light. Walls should have a reflectance between 50-75 per cent and have a gloss or 
semi-gloss finish. Walls near windows should be light in colour whereas those away from 
windows should be medium coloured below eye level. Floors should reflect less than 20 per 
cent of light and therefore should be dark coloured. The use of colourful posters and 
pictures relieves the monotony of the surroundings and also provides relief from eyestrain. 
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GENERAL GUIDELINES FOR COMPUTER USAGE IN WORKPLACE 

 

 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 

 

 

 

 

 

 

 

 

 

 

STEP 1: Adjust your chair 
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Set backrest height 
 Move the backrest to locate the lumbar 

support to the curve in your lower back. 
 Lock the backrest into place 
 

 

Set the backrest angle 
 Use your body weight to lean back 

against the backrest.  Depress the 
control lever to enable the backrest to 
change angle. 

 Provide a full support to your back when 
doing computer work. 

 Use the chair backrest to provide 
different postures, eg angle back when 
chatting on the phone, talking to visitors, 
reading. 

Note:  
Frequent posture changes encourage blood 
flow to different muscle groups, which helps 
minimise back fatigue when sitting for 
prolonged periods. 
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Set the seat height 
Option 1: With a non-adjustable desk 
 Raise/lower the seat to enable the desk 

height to be at your elbow height. 
Note: 
 If you are a 'touch typist' you may sit 

slightly higher. 
 If you are not a touch typist, you may 

sit slightly lower than elbow height.  
This helps relieve neck fatigue as you 
frequently look between the keyboard 
and monitor. 

 Use a foot rest if you feel pressure 
under your thighs from the front edge 
of the seat. 
A foot rest is also useful to address 
lower back fatigue when sitting for long 
periods.  Pushing your feet into the 
footrest helps to push your back into 
the angled backrest of the chair. 

 
 

 
Option 2: With an adjustable height desk 

 
 Lower your chair seat to rest your feet 

on the floor and to relieve any pressure 
on the underside of your thighs from 
the front edge of the chair. 

 Lower the desk height to your elbow 
height when you are seated on the 
chair. 

Note: 
 See Notes from Option 1. 
 If your keyboard shelf adjusts 

separately from the desk be careful not 
to create a height difference between 
your keyboard and mouse.   

If 'mouse shoulder' is of concern, raise the 
keyboard to the height of the fixed 
desk, then   
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Both these items are used frequently and are 
to be located on the desk in the primary reach 
envelope (see Fig.1) 
Keyboard 
 Touch typists should locate the 

keyboard close to the desk edge. 
 Non-touch typists 

 Option 1 
Locate the keyboard around 10cm in from the 
desk edge, which enables: 

o desk space to rest the hands when 
not typing; 

o reduced neck angle when looking 
between the keyboard and 
monitor. 

 Option 2 
Locate the keyboard nearly a forearm's length 
from the desk edge.  This enables the 
forearms to rest on the desk when not typing 
and to glide over the desk when typing. 

 Option 3 
o Locate the keyboard at forearm’s 

length into the desk; 
o Sit close to the desk edge; 
o Stabilise forearms on the desk to 

relax the shoulders then “glide” 
them over the desk when typing; 

o Lean back into the backrest 
angled slightly back rather than 
vertical; 

o Elevate the toes onto a footrest or 
similar. This results in greater use 
of the backrest support of the 
chair. 

Note: 
Check that your typing technique does not 
involve: 
 subtle elevation of your shoulders; 
 holding your hands up with bent wrists; 
 resting your wrists on the desk and 

angling your wrists; 
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Mouse 
 The mouse should be located in the 

primary reach envelope. 
 The elbow should remain bent when 

reaching for the mouse.   

 Your forearm should rest on the desk 
when your hand is on the mouse.  It 
should glide over the desk when using 
the mouse. 

Note: 
Your wrist should not be the contact point 
between your arm and desk when using the 
mouse. 

 
 Try to train yourself to use the mouse 

with either hand. 
 Learn keyboard shortcuts for 10-20 

frequent mouse activities to reduce 
your use of the mouse. 

 When mainly using the mouse, locate 
it directly in front of you and use your 
other hand for minor keyboard 
corrections. 

 Do not continue to grip the mouse 
when it is not in use. Do not 'hover' 
your hand over the mouse, rest your 
hand on the mouse or desk. 

Note: 
The use of a 'wrist rest' with a mouse also 
eliminates poor technique but is generally 
not required. 
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Option 1: Conventional monitor 
If you have a conventional monitor: 
 Locate it: 

 at the apex of an L-shaped desk, 
parallel with the keyboard location; 
or 

 on either of the side surfaces of the 
desk; or on a rectangular desk, as 
long as the surface is over 900mm 
deep. 

 Elevate the monitor until the top of the 
picture tube is approximately the same 
height as your seated eye height. 

 Push the monitor back until the face of 
the monitor is at least a full arm's length 
away from your seated position.  

Option 2: Laptop 
If you use a laptop for more than 2 hours per 
day, you should either: 
 locate the laptop on a stand to elevate 

the screen to eye height.  Use a separate 
keyboard and mouse; or 

 use the laptop keyboard, separate 
mouse, and a separate, elevated 
conventional monitor; or 

 use a full docking station to create 
Option 1 arrangements. 

 

 
 If you are not a touch typist, place 

document on angled surface behind the 
keyboard, and in front of the monitor 
stand. 

 If you are a touch typist, you may prefer 
an alternative document stand elevated 
to either side of the monitor. 
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Position telephone 

 Consider locating the telephone on your 
non-dominant side of the computer. 
However, do not reach across your body 
to answer the phone, use your non-
dominant hand. 

 If the telephone is frequently used, 
locate it in the primary reach envelope. 

 If you have frequent or prolonged 
telephone calls, consider using a headset 
when also accessing computer data. 

 
Safe work practices 

 Remember that your muscles need 
regular movement to generate good 
blood flow.  Sitting for long periods is 
not good for your health. 

 Change postures frequently and stand 
up, preferably every 30 minutes. 

 Short breaks more often are better for 
your body than longer breaks less often.  

 

 'Listen to your body'. If your muscles are 

feeling fatigued, stop the activity and 

stretch. This generates blood flow and 

avoids a build up of fatigue. 

 Remember, your muscles tense when 

you are feeling stressed and can also 

feel fatigued. Take control of your 

activities to avoid the stress factors that 

produce muscle fatigue. 

 Roles that involve prolonged static 

positions and or repetitive tasks should 

be modified where possible 
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Exercises for Office Workers 

 
STOP, S-T-R-E-T-C-H AND CHECK! 
 Do a few of these exercises a few times every day. 
 Dots show the muscles that you are exercising. 
 Make sure you relax and perform them gently. 
 Hold the stretch or repeat as indicated on the diagram. 
 Do not over-stretch. 
 Stop if you feel discomfort when performing an action.  Discuss with your treating 

doctor. 
 Remember to do each side. 
 

While you are exercising, read the notes alongside each instruction and consider whether your 
workstation is adjusted to suit you. 

NECK 
Exercise 1: Head 
rolls 
Gently lower ear 
to shoulder and 
hold for 10 
seconds. Slowly 
roll chin to chest 
and up to other 
shoulder and hold 
for 10 seconds. 
Repeat several 
times and be 
careful not to 
extend your neck 
back too far. 
 

 
 

Exercise 3: Chin 
tucks 
Raise the head 
to straighten the 
neck. Tuck the 
chin in and 
upwards 
creating a 
double chin. This 
also results in a 
forward tilt of 
the head. Hold 
for 10 seconds 
and repeat 
several times. 
 
Check neck 
posture 
 Position the 

top of your 
screen at eye 
level. 

 Use a 
document 
holder 
directly 
beside or 
below the 
screen – it 
saves you 
looking 
down. 
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Exercise 2: Head 
turns 
Turn head slowly 
to look over left 
shoulder and hold 
for 10 seconds. 
Turn head the 
other way and 
hold for 10 
seconds. Repeat 
several times. 

 

SHOULDERS 
Exercise 4: 
Shoulder rolls 
Circle shoulders 
forward several 
times, then 
backwards. 
Repeat 3 to 5 
times. 
 

 

Exercise 5: Shoulder stretch 
Stretch arm above head, cradle elbow with 
hand and gently pull elbow behind the head.   
Hold for 10 seconds and repeat several times. 

 
Check shoulder posture 
Relax your shoulders and rest your hands 
on your lap. Bend your elbows to 90 
degrees and check the height of your finger 
tips against your current work height. If the 
work (keyboard or desk) is higher than your 
hands you may be hunching your shoulders 
unnecessarily. If so, try and raise your chair 
height or lower your desk height and try 
and relax your shoulders while working. 

WRISTS, HANDS AND ARMS 
Exercise 6: Wrist stretch 
Interlace fingers, palms outward, and 
straighten arms in front.  Hold for 10 seconds 
and repeat several times. 

 

 
 
 
Check hand and wrist posture 
 While keying keep your wrist straight while 

your fingers are suspended over the 
keyboard. 

 Keep elbows at keyboard level. This may 
mean adjusting the desk or chair height. 

 Don’t rest your wrists on the desk or 
keyboard while keying. Keep hands 
suspended. 

 Rest on the desk between periods of 
keying. 
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UPPER AND LOWER BACK 
Exercise 7: Upper and lower back 
stretch 
Interlace fingers and turn palms upward 
above head; straighten arms, then slowly 
lean slightly from side to side. 
Repeat movement several times. 
 

Exercise 8: Back arching 
Stand up. Support lower back with hands and 
gently arch back. Gently arch back and hold for 5 
to 10 seconds. Repeat as often as is needed 
 
 
 
 
 
 
 
 
 
 
 
 
Check back support 
 Sit well back in your chair. If your feet need 

support, use a foot rest. 
 Adjust the back rest on your chair to support 

your lower back. 
Check leg comfort 
 
 If the seat of your chair is digging into the 

back of your thighs, check that it is not too 
high or that it is not tilted backwards. 

 If the seat is too high, lower the chair and 
desk or use a foot rest to support your feet. 

 Check the tilt of the seat and, if necessary, 
adjust it to a horizontal position. 

LEGS 
Exercise 9: Foot rotation 
Hold onto the chair with hands either side.  Straighten leg and lift foot a few centimeters off 
the floor. Rotate foot and ankle both ways (point toes up) and extend (point toes down). 
Repeat several times per foot. 

 

EYES Exercise 11: Visual rest 
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Exercise 10: Eye exercise 
Sit up straight, face forward and 
repeat this sequence several times 
without moving head.  
Look up, then down. Look left, then 
right. 
 

 
Check eye comfort 
 Is there enough light falling on 

your documents? 
 

Look up and away from the screen; focus on a 
distant object (more than 3 metres away). For 
example, look out of the window or at a picture on a 
far wall.  Shift vision back to screen and refocus. 
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GUIDELINES FOR AVOIDING BACK INJURIES, MUSCULAR PROBLEMS 

AND STRESS PROBLEMS 

 

 

 

 

 

 

 

 

 

 

 

   “A SAFER YOU IS A SAFER SIRM” 
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BACK INJURIES 
Understanding your back, the different types of back injuries and what generally causes 
them can help us to find better procedures to avoid back injuries during manual handling, 
when setting up workstations, etc. 
Your back is supported by a spinal column. The spinal column is made up of vertebrae. Each 
of those vertebrae is supported by muscles, ligaments and tendons. And each of those 
vertebrae is cushioned by discs. The majority of back pain issues and injuries occur because 
one part of the body is weak or overworked and the back attempts to compensate. For 
example, the abdominal muscles may not be strong enough to carry sudden excessive 
weight around the waist, so the back must overcompensate to carry it, leading to back ache. 
Let’s look at each part of the back in more detail. 
 
MUSCLES 
Muscular back pain is the most common form of back pain. It is most likely to occur when 
placing too much demand on those muscles – either by introducing a new activity that the 
muscles are not used to, or by increasing the workload (weight or time wise) over what the 
muscles are accustomed to. Injury can occur too when the muscles are cold. Just like a 
sprinting athlete would warm up the muscles of their legs and arms, work that emphasizes 
the back muscles should be proceeded by a warm up of those muscles. 
Cramping or seizures of the back muscles are referred to as back spasms.  
Piriformis Syndrome is painful and is often caused by the bottom’s piriformis muscle 
pinching the sciatic nerve. 
To avoid muscle pain and injury: 

 Warm up thoroughly first 
 Avoid repetitive tasks that put strain on the back (research if equipment can perform 

the job) 
 Drink plenty of water as dehydration can lead to muscle spasms 

If muscle ache occurs: 
 Rest using good posture 
 Apply gentle heat, e.g. Warm shower, heat pad, etc. 
 Go for a short, relaxing walk 

 
LIGAMENTS 
Ligaments are bands of fibrous material that connect bone to bone. They work as shock 
absorbers and prevent over movement/ over extension of the joints. 
Injury through tearing a ligament can occur due to prolonged poor posture. The ligaments 
become overstretched due to the poor posture and then when sudden strain is placed on 
them, they can tear. 
Damage to the ligaments of the back have been known to occur during tasks such as digging 
or shovelling. 
To avoid ligament injury: 

 Practice good posture at all times 
 Avoid tasks that put excessive strain on the back (research if equipment can perform 

the job) 
 

DISCS  
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Discs are like little gel cushions in between each vertebrae and the next. If you lean to one 
side the down-tilted side of each disc will be squashed and the up-tilted side of the disc will 
expand. 
Pain and injury to the discs can occur when the spine is rotated, and by bending forward. 
More squashing of the disc would occur if you were to bend forward or rotate while lifting a 
heavy load. 
To avoid disc injury: 

 Practice good posture at all times 
 Follow the correct lifting techniques – and never twist your body as you lift 

something.  
 

TENDONS 
Tendons are bands of fibrous material that connect muscle to bone.  
The most common injury relating to tendons is known as Tendonitis. This painful condition 
is from stress on a tendon whether it be through repeated motion, trauma to the body, or 
an imbalance in posture or motion. 
To avoid tendon injuries: 

 Allow time for the body to recover from any activity, new or old 
 As with all other back issues, warm up before undertaking activity 
 When starting a new activity, do it in small bouts – and increase the intensity or time 

ratio gradually – allow your body to adjust over time. 
 

THE BIG PICTURE? 
 Practice good posture at all times 
 Be aware of your back and treat it with care 
 Warm up before undertaking any activity that puts pressure on your back 
 Rest and recover between activity 
 Allow your body to adapt to new activities 

 
HUMAN STRESS FACTORS 
There are a significant number of factors that may impact on an individual’s perception of 
threats. These are termed stress factors. Again, each individual will experience, and respond 
to, these stress factors in different ways. Stress factors include: 

 Task Related Stress Factors (directly connected to work performance)  
 Physical Task Demands: include various physical characteristic requirements such as 

strength, flexibility, agility, height, etc. Specific details may include weights to be 
moved or lifted, heights and distances that weights need to be moved through, 
repetitive actions required, awkward or static postures that need to be maintained, 
types of hand grips, contact with mechanical conditions such as vibration and 
temperature, and so on.  

 Perceptual, Cognitive and Psychomotor Task Demands: include factors such as 
concentration for close inspection, precise fine motor movements, speed and 
accuracy, task cycle time, work rate, etc. 

 Overall Job Demands: include factors such as duration of working hours, quantity of 
work to be performed within given timeframes, access to rest or toilet breaks, task 
rotations, shift patterns, etc. 
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 Physical Environment Hazards: include factors such as constrained or confined 
spaces, noise, whole body vibration, working at heights, temperatures, lighting, floor 
surfaces, etc. 

 Work Related Stress Factors Psychosocial Environment: related to the level of: 
- Control over work tasks; eg: the difference between work rates controlled by 
conveyor lines compared to a tradesman having some autonomy over work rate.- 
Social support; relates to the degree of ‘membership’ in work teams and social 
groupings in the workplace. 
- Instrumental support; relates to the degree and nature of supervision, access to 
break times and toilet breaks.  

 Employee Characteristics: relates to the individual states of stress, fatigue, and/or 
overall wellbeing of an individual whilst in the work environment. 

 Social Stress Factors (connected with general life experiences and conditions) 
 Relationships: states of marital, parental, sibling relationships  
 Bereavement: loss of loved ones and associated perceptions of death and ‘afterlife’. 
 Finances: related to the degree of financial stability and security 
 Illness & Disease: related to both short and long term health issues, recovery rates 

and management processes. Includes ongoing medical conditions such as diabetes, 
arthritis, asthma, etc. 

 Leisure and Lifestyle: related to social relationships and leisure activities. Includes 
factors such as use or abuse of alcohol and other drugs. 

 Aging and Physical Changes: related to how individuals deal with the physical and 
emotional changes associated with the aging process. These include such factors as 
reducing flexibility/agility and mobility, hearing loss, changes in visual acuity, etc. 
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GUIDELINES FOR FIRE SAFETY 

 

 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 
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Scrap, waste materials, dust 

and trash 

When these items are allowed to accumulate, the risk of 
fire is increased.  Under the right conditions, the build-up 
of dust from wood, plastic or certain metal operations can 
lead to a fire or explosion. 

Unsafe use, storage, 

dispensing or disposal of 

flammable materials 

Flammable materials can be a prime source of fire  

Improper storage of 

combustible materials 

Ordinary combustible materials, like paper, cardboard, 
wood and products made from these materials, can 
present a fire hazard when they are allowed to accumulate 
or are stored improperly. 

Use of extension cords and 

multiple plug adapters 

Extension cords and multiple plug adapters may only be 
used for temporary operations.  Overloaded circuits, 
damaged wiring and defective switches and outlets can all 
lead to electrical fires.  

Hot work hazards  

Any operation involving heated materials or open flames 
presents a fire hazard.  Hot Work Procedures have been 
developed and are part of this program. See the section on 
Hot Work Permit for more information. 

Inadequate machine and 

equipment maintenance 

Machines that are not lubricated properly can overheat 
and start a fire.  Electrical problems and equipment defects 
can lead to a fire. Routine inspection and maintenance of 
all machines and equipment can prevent fire hazards. 

Careless smoking Smoking is prohibited in facilities contains fire hazard.  

 

BASIC FIRE PREVENTION STRATEGIES 

Accumulation of combustible 

materials 

Reference to waste management plan 

Storage Store materials in such a way that they will not obstruct 
the fire hose reel system  

Obstructing Portable Fire 

Extinguishers 

Do not obstruct access to portable fire extinguishers. They 
must be clearly visible with notification signs displayed. 

Blocking Fire Doors Assure the fire doors are unobstructed and operate freely.  
Never block fire doors in the open position with wedges or 
stoppers.  These doors are to remain closed to reduce fire 
and smoke spread through the rest of the building.   

Spills on Floor Correct any condition causing leaks or drips of flammable 
or combustible liquids and keep floor area free of spills. 

Hoarding Maintain premises free of unneeded and unnecessary 
combustible materials. Surplus or properly discard unused 
items being stockpiled or hoarded.  Hoarding increases the 
risk of fire and possible structural damage due to 
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increased weight loading on floors. 

Clear Passage Keep passageways clear of obstacles, including furniture 
and equipment. 

 
ELECTRICAL HAZARDS 

 

 

 

Wiring, Switches and Plugs Inspect all wiring, switches and plugs. Report any damage 
found to Physical Plant or have a qualified electrician 
make any repairs necessary. 

Electrical Outlets All electrical outlets, junction boxes, and electrical panels 
are required to have proper cover plates at all times.  If a 
cover plate is found missing, contact EHS to have the 
hazard corrected. 

Junction Boxes and Electrical 
Panels 

Junction boxes and the breakers/disconnects in electrical 
circuit panels are required to be properly labelled advising 
what it controls for emergency response and maintenance 
personnel. 

Wet Electrical Cords Do not use electric cords or equipment that is damp or 
wet unless they are approved for such use. Do not 
connect or disconnect electrical cords or equipment when 
your hands are wet. 

Overloaded Motors or Circuits Do not overload motors or circuits; overloaded motors 
and circuits can easily be a source of ignition. 

Faulty A/C Elements Faulty A/C elements can be a source of fire. Report any 
problem with A/C equipment to Electrician immediately. 

Extension Cords The improper use of electrical extension cords is strictly 
prohibited. Do not use extension cords in place of the 
permanent wiring in the building or for extended periods 
of time.  If you need electrical power and there is no 
outlet available, have additional outlets installed or use a 
power strip with breaker protection.  Each power strip 
must be plugged directly into a wall outlet.   Heavy duty, 
single appliance extension cords may be used for 
temporary use only, and must be plugged directly into an 
outlet. 

Multiple Plug Electrical 
Adapters 

The improper use of multiple plug electrical adapters is 
strictly prohibited. Remove the multiple plug adapters and 
install permanent electrical wall outlets or replace with 
power strips with breaker protection.  Each power strip 
must be plugged directly into a wall outlet.    

Don’t try to fix electrical 
problems yourself! 

Report all electrical problems immediately to electrician 
who can make the repairs. 
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PAPER FREE ENVIRONMENT – GO GREEN 
As a rule of thumb every kilogram of paper has the same energy volatility as 4 litres of 
petrol. That means if you set fire to a 1 kilo pile of paper you have the same result as tossing 
a match into a plastic bucket half full of unleaded. 
So, if a fire were to occur in an office building, the offices with scattered paper would 
sustain the same amount of damage as if someone had tossed litres of petrol in their work 
space. In the event of a fire, paper stored in cupboards and filing cabinets are many times 
less volatile than those loose sheets or files so often kept on desks or in open trays in any 
busy office. 

 type up phone messages and ‘notes to yourself’ on a computer 
 use a small whiteboard for phone messages (and then add details to your computer 

later) 
 arrange to receive your bills electronically 
 send your invoices electronically 
 arrange to receive your magazine subscriptions, notifications, etc. via the web 
 use an electronic diary 
 arrange to receive your bank statements electronically 
 use the old ‘handle it once’ system, ie. don’t pick up a piece of paper and then shove 

it somewhere else on your desk, and then a week later pick it the same piece of 
paper and put it on the other side of your desk! Deal with the paper a.s.a.p. and as 
soon as you have, either file it or throw it in the recycle bin (shredding it first if it is of 
a confidential nature) 

 use handtowels and tea towels instead of paper towels. In one medium-sized 
business (22 employees and 6 managers/supervisors) each staff member has their 
own hand towel. One cheery soul volunteered to take the towels home twice a week 
and wash them. Everyone seems happy with the arrangement – even the washing 
person! 
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GUIDELINES FOR FIRST AID 

 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 
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The HSE Officer is required to:  
 Carryout first aid assessment to identify the 

requirements  
 Appoint and train designated first aiders (by 3rd party 

certified bodies)  
 Ensure first aid kits are provided and maintained 
 Provide employees with practical instructions in the nature of first aid facilities, 

the locating of first aid kits, the names and work locations of trained first aiders 
and the procedures to be followed when first aid is required. 

 
First Aiders are required to: 

 Provide service for emergency treatment, of injury or illness within their 
competencies. 

 Arranging prompt and appropriate referral for patients who require further 
treatment. 

 The maintenance of first aid facilities, including first aid equipment and checking 
and restocking first aid kits. 

 The recognition and reporting of deficiencies in the first aid service to the HSE 
Engineer. 

 
STEPS TO FOLLOW 
First Aid Assessments 
First Aid assessments must be undertaken in each area / department to determine what the 
appropriate first aid facilities are and suitably trained people.(Refer: First Aid Assessment 
Checklist, HSE_FAF03). The assessment should consider the following;  

 Size and layout of the workplace 
 The number and distribution of employees including arrangements such as 

work after hours etc 
 The nature of hazards and the severity of the risk 
 The location of the workplace 
 Known occurrences of accidents or illness. 

 
First Aiders 
 
The number and competencies of first aiders will vary between workplaces depending on 
assessment factors. It is desirable that first aiders be selected from those staff members 
whose duties normally do not take them away from the workplace.  
Prospective first aiders should be:- 

 Staff who show evidence of enthusiasm and a capacity to deal with injury and   
illness; 

 Able to relate well to other staff. 
 In reasonable health: 
 Able to exercise sound judgment especially in relation to the need to involve 

other support services. 
 Able to be called away from their ordinary work at short notice. 
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First Aid training must be undertaken by an approved Training provider and must be based 
on the outcomes of the assessment. First aid in the workplace training must cover the 
following 

1. Principles of First Aid, Aims of first aid and priorities of care, 
2. Primary assessment  
3. Expired Air Resuscitation EAR, 
4. Cardio Pulmonary resuscitation CPR, 
5. Hygiene, infection control and medical waste removal. 
6. Reports and legalities First Aid kits. Practical decision-making. 
7. Function of respiratory and circulatory systems 
8. Cardiac emergencies. 
9. Secondary assessment & altered conscious state 
10. Burns Fractures, theory and practical Soft Tissue Injury, theory and   practical 

Head Injuries, Spinal Injuries, Eye Injuries, 
11. Respiratory emergencies, Asthma, hyperventilation 
12. Diabetes, Stroke, Epilepsy 
13. Allergic reactions 
14. Poisoning moving a patient 
15. Material Safety Data Sheets and how to read them. 
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GUIDELINES FOR MANUAL HANDLING 

 

 

 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 
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Manual tasks contribute to injuries affecting all parts of the body, particularly the back, 
shoulder and wrist. These are commonly called musculoskeletal disorders and account for 
more than half of the following: 

 cost of workers’ compensation claims 
 number of days lost from work 
 work absences over six months. 

 
Between July 1997 and June 2003, injuries caused by manual tasks at work resulted in; 

 437,852 compensation claims in the UK, or  
 41.6 % of all compensation claims during that period,  
 a direct cost not counting indirect impacts (including long-term impacts on the 

quality of life of the injured worker) of $11.965 billion. 
 an estimated 11.6 million lost working days a year. 

 
A staggering 38% of musculoskeletal disorders relate to back injury and an additional 27% of 
MSD’s relate to shoulder, hand, wrist and finger injury through carrying out manual tasks. 
As an employer, you are responsible for preventing work related injuries or disorders 
(MSD’s) caused by manual tasks. 
 
MSD’s are a priority risk to your business costs; 

 they affect large numbers of people across most job roles 
 they have the potential to ruin people’s lives  
 they impose heavy costs on your business and on society. 

 
Key points to remember about MSDs : 

 you can do things to prevent or minimise MSDs 
 prevention measures are cost effective  
 you cannot prevent all MSDs, so early reporting of symptoms, proper treatment and 

suitable rehabilitation is essential.  
 
What are the Risk Factors? 
Risk factors causing MSDs can be found in virtually every workplace from commerce to 
construction. 
 
Areas that can create a risk: 

 repetitive and heavy lifting 
 bending and twisting 
 repeating an action too frequently 
 uncomfortable working position 
 exerting too much force 
 working too long without breaks 
 adverse working environment (e.g. hot, cold) 
 psychosocial factors (e.g. high job demands, time pressures and lack of control) 
 not receiving and acting upon reports of symptoms quick enough 

 
Remember that the greater the number of risk factors you are exposed to, the higher your 
risk of developing musculoskeletal disorders. 
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MANAGING THE RISK 
Risk management for manual tasks involves a 3 step process aimed at preventing work-
related musculoskeletal disorders. Major stages in the risk management process include: 
1. Risk identification: Identify the problem jobs/tasks which are likely to, or have caused 
injury. 
2. Risk assessment: Investigate the problem jobs/tasks, determine the risk factors and 
evaluate them, assess their importance, and look for their causes. 
3. Risk control: Decide on solutions, trial and implement them, and check later to see the 
changes are working. 
Key Points: 

 You can do things to prevent or minimise MSDs 
 Prevention measures are cost effective 
 Early Reporting is essential 
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SLIPS AND TRIPS 

 

 

 

 

 

 

 

“A SAFER YOU IS A SAFER SIRM” 
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Slippery floors, spillages or grip less shoes cause slips. Trips occur over objects lying on the 
ground or jutting out into aisles or poorly maintained floor surfaces. Falls can be from 
ladders or from standing on chairs to reach an object. Many of these accidents can be 
avoided by simple planning and good housekeeping: 
 

 Traffic ways and aisles should be well lit, and be kept clear of 
materials, equipment, rubbish and electric leads. 

 

 Floors should be level and the use of mats discouraged. Spilled 
liquids and anything else dropped on the floor should be 
immediately picked up or cleaned away. 

 

 Freestanding fittings should be completely stable or secured to 
the wall or floor. Filing cabinets should be placed so that they do 
not open into aisles and should never be left with cabinet drawers 
open. For stability load cabinets starting from the bottom and do 
not open more than one drawer at a time. 

 

 Office machines and equipment should be kept in good working 
order. Equipment using hand-fed processes such as electric 
staplers and paper guillotines should be guarded and staff trained 
in their proper use. 

 

 Many pieces of equipment using electricity can mean trailing 
cables, overloaded circuits, broken plugs and sockets. Ensure that 
qualified personnel see to these dangers. Manual handling is a 
term used to describe everyday type activities such as carrying, 
stacking, pushing, pulling, rolling, sliding, lifting or lowering loads.  

 
 
 

STAY SAFE! 

 


