Job Hazard Analysis
JOB TITLE:
Personal Paper Shredder  





DATE OF ANALYSIS: 8/24/12
JOB LOCATION:      Office Cubicles
	TASK/PROCEDURE
	HAZARD
	SAFE PROCEDURE 

	The personal paper shredder is typically used for very light, low volume shredding of discarded documents that may contain confidential and/or classified information. 
     
	Cuts and lacerations from contact with cutting blades
Electrical shock from faulty electrical cords and devises

Fire hazard from faulty electrical cords and devises

Entanglement of loose clothing, jewelry and other items placed too close to the feeder inlet.
	Most personal shredders are equipped with a touch sensitive power switch that will actuate the shredder when paper is inserted into the feeder inlet. 
Keep hands, fingers, loose jewelry a safe distance away from the feeder inlet during use.

Unplug the shredder from the power source before inspecting or emptying the paper hopper. 

Read and understand the manufacturer’s instructions for safe use.

Never attempt to overload the cutter.

Never attempt to clear clogged cutter head with a screwdriver or other tool that could become jammed in the cutter head or cause damage to the cutter head. 

Only those who have received proper training should attempt to service or repair the shredder.       
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