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	Location (e.g., Station, Department)

Rm 103G, SW-60 & SW-61
	Work Center (Division or Branch, etc)

Small Business Program Office, Code S16
	Specific Task Analyzed
Common office work


	Title of Employee Performing Task: 
All employees

	Required and/or Recommended Personal protective equipment to perform the task:  
Not applicable



	Completed by (Name & Title)

Colleen Fitzpatrick, Safety Rep
	Reviewed by (Name & Title): Hattie Mosely, Director

	Concurrence   X 
Non-Concurrence 
	No. of Employees Involved

2

	Sequence of Basic Task Steps


	Potential Hazard or Accident


	Recommended Action to Prevent

Accident or Eliminate Hazard

	Computer work
	Eye strain

Neck strain

Carpal tunnel

Tendonitis

Lower back pain

Shoulder strain
	Adjust lighted environment to control glare

Use a glare screen

Position monitor one arm’s distance away

Adjust screen so top of monitor is near eye level

Mouse should be positioned next to keyboard at a height equivalent to your seated elbow

Adjust arm rest to avoid hunched shoulders

Ensure seat height adjusted where user’s feet rest comfortably on the floor

Adjust seat pan to ensure user can fit two figures between the backs of knees and the edge of the seat

Adjust backrest so small of back is between 5.9 and 9.8 inches from seat pan

Ensure chair is stable on 5 legs and with 360 degree swivel

Ensure chair rolls easily on surface

Position frequently used items within 14-18 inches

Attend Office Ergonomics Training conducted by Safety Office



	Electrical equipment
	Shock

Burns

Death
	Do not piggy back surge protectors/power strips. Check all cords for fraying, cuts. Do not allow cords to become severely twisted. Be sure objects are not resting directly on top (pinching) of cords. Be sure outlets grounded. Ensure plugs have not separated from cords. Extras, such as fans, radios, etc should not be plugged into a power strip. They must be plugged directly into wall outlet. Electrical cords are not to be run through openings in doors, walls, ceilings, or under carpets or plastic floor mats (for office chairs). If cords must lay across aisle or pathway, be sure to use a molded floor cord cover to prevent tripping.

	Cutting paper using cutting

board w/blade
	Cut fingers
	Keep fingers clear of blade

Secure blade on hook when moving cutting board, or not in use.



	Use of stapler and remover


	Punctured or lacerated fingers
	Keep fingers clear

Use staple remover, not fingertips or fingernails



	Entering/exiting doorways

and elevators
	Fall hazard

Collision hazard
	Do not yank doors open (maybe person on other side)

Do not shove doors open (may hit person on other side)

Open/close doors slowly, esp. those w/o glass (visual restrictions)

Before stepping out into corridor, passageway, yield to oncoming foot traffic – they have right-of-way.  Before entering an elevator car, wait for passengers to disembark – they have right-of-way



	Changing toner cartridge 
	Electrical hazard

Breathing/choking hazard
	Be sure machine is turned off

Carefully follow manufacturer’s instructions on proper installation of new cartridge and proper removal and recycling/disposal of old cartridge.



	Using copying machine


	Electrocution  

Lacerations 
	Be sure ‘kill’ switch has completely shut of copier unit.

Follow manufacturer’s instructions for clearing paper jams; and instructions on proper installation of new cartridge and proper removal and recycling/ disposal of old cartridge.

Be sure to keep lose jewelry and clothing clear of mechanisms.



	Using electric pencil sharpener

	Electrical shock

Lacerations

Eye injury


	Be sure hands and pencil are dry before inserting into sharpener hole.

Do not attempt to sharpen anything, except a standard-size wood pencil.

Keep face well away from sharpener, as there is risk of pencil/lead dust or tiny pieces spurting back towards you.


	Turning on/off cpu


	Back strain

Broken bones

Head wound


	If computer processing unit (cpu) is setting on the floor, get up out of your chair, push chair clear, so you can squat down and reach cpu w/o straining; and before attempting to stand up, be sure your head and shoulders are clear of desktop and you’ve got a firm grip on the desktop (not the rolling chair).



	Opening file cabinet drawers
	Tripping

Lacerations

Bruising

Broken bones
	Before attempting to open any file cabinet door, be sure all drawers and securely closed.

Do not attempt to open more than one drawer at a time.

Always load a file cabinet from the bottom to the top – heaviest weight on the bottom.



	Lifting, moving heavy items
	Tripping

Falling

Strain 
	Be sure there are no objects in the area on the floor where you’ll be working.

Be sure the path to your destination is clear of obstructions.

Before lifting heavy objects, be sure feet are planted squarely on floor, for proper balance.

Safer to make several trips with lighter loads and than to carry too much weight, just to save time.

Do not use wheeled chairs to move supplies or equipment.



	Using telephone 
	Muscle/tendon strain due to repetitious movements

Trip/fall hazard
	Do not hold telephone handset between your ear and shoulder.

Pay attention to where the telephone cord is located, if you’re moving around office area while talking



	Using scissors 
	Lacerations

Muscle/tendon strain 
	Keep fingers clear of blades

Stop squeezing scissors, if you must look away (keep your eyes on your work)

Use cutting board for high-volume cutting, to avoid thumb/hand strain.



	Using letter opener 
	Puncture wound
	Point letter opener away from body when using. (Push away; do not pull blade towards yourself.)

Keep letter opener pointed down and at your side, if you must carry it.



	Use of overhead storage areas 
	Head injury

Bruising

Broken bones
	Be sure both feet are flat on floor for stability.

If unit has an overhead door, be sure you have a firm grip, slide it all the way back, so it doesn’t slip out of grasp and slam down on your head or hands.

Close doors when not in use




	Using ladders/step stools


	Fall hazard
	Be sure all four feet of equipment is securely balanced on flat surface.

Do not use ladders if you are wearing high heels. Get another to perform task or put on flat-soled shoes.


	Use of cleaners, adhesives, oils, chemicals


	Accidental poisoning

Chemical burn
	Mark all bottles/containers with contents and name.

Keep combustibles in closed containers, in well-ventilated area

Do not storage combustibles under desks, chairs, or tables



	Shredding paper/discs 
	Severe lacerations  

Choking/strangulation

Broken bones
	Keep fingers clear of blades

Keep all jewelry and lose clothing (neck ties, tie belts) clear of feed slot

	Fans
	Lacerations

Bruising
	Be sure electric fans are protected with guards that are not over ½”.

Do not stand too close behind fans, as draft can pull in loose fabrics 


	Floors
	Trip/Fall Hazard
	Be sure floors are clear of folders, cords, boxes, waste baskets, pencils, etc, to avoid tripping or falling


	Clothing


	Trip/Fall Hazard

Entanglement

Strangulation 
	Women should use extreme caution when wearing long skirts – as they can pose a safety hazard when climbing upstairs (the toe catching on front hem of skirt) or going down the stairs (heel catching on hem of skirt. Very long skirts/dresses can easily get entangled in the rolling wheels of office chairs. Use caution when wearing long, flowing sleeves, bracelets, necklaces, scarves, and ties as these can get drawn into shredders and get snagged on mechanisms inside office equipment, such as when changing toner cartridges, typewriter ribbons, etc.



[image: image1][image: image2.png][image: image3.png]I ooist

O




