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To pravent ofﬁce acclden_fcls-, the follo\mng.controls shiall be effected:

electnoai equrpment oﬁ" ce equ:pment, rollmg Iadders and chemical

CHAPTER SAFETY PLAN | REV. Pags|:
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| ‘\A fi re—ﬁghting ‘team shall be arganlzed to- respond to forest f re
loccurrence. The estabhshment of appropriate firelines, construction
_of ' lock-out ‘towers, and- tlmefy mamtenance -of piantatlons are
: -essentta[ part of ’]‘.hls strategy e o
26 OFF CE‘SAFEJF.Y_

Sevefre and fatal accidents may occur in theoffice and its environment,”

se hazards exist In both plant and office premises.

OfF ce Lay—out

The MarlageriHead concemed shali consider all safety aspr—‘-cts in

the preparatlon of ‘e office lay—out.. Hazard” -prevention shall be

focused on floors, arsles ‘stairs, d-ors 1I|ummatlon venf]llation,f

Yen an’ elevatarfls fiot

P hand shotld be. free fo.use the handrails. i
S - ‘;Employees ‘shall not crowd nor induige in horseplay
.. .on stairs. Commonly, fallsfmppmg on. stalrs occur
*"when the person is talking, laughing, and tumtng to-
.~ friends while going downstalrsiupstalrs ‘

e, Do nat congregate on stairs or landings, and do not

stay outside doors at the head or feet of stairways.
f  Scooting across the floor while sitting on a chair is
prohibited. L eaning out from the chair. to pick up
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o __“-'

_ _en san'sanggstack of riaterials;: be sure. you' can
- en.walking. - Employees!;;
,-A;materials on’ S'EEII’S! They

g slich materials’ should'
when-using staxrs One,‘_‘j '
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objects on the floor is alse dangerous and should be
avoided.

T after moving furniturs, mark the box

tedtefephoneorefsctnealouﬂet

BoxX is expos _
with g trjpping hazard sign until it is removed. The

N outlet must pe feported to the concerned

b ‘ jMéiﬂ_ténéhdé*Sébtidd for removal or relocation, if stjil

: . _fﬁéédedfwfm“”",'”” 2O | .

- h. ‘Do not use spiked or painted rods for filing or for
similar purposes. o

. Do"not place pericils in any container with points

! - Keep _safe place any pointed or hladed
! . Instrument im‘meldiatelyr after uss. Do not hand any

such instrument to Someone with the point towards
k. Do notfeave ihs knife blade of the paper cutter in the

rarsedposrtron Do not leave breakable objects on

Pushedofr. -~ - TR
| . Before Gperating " new office "equipment,. always
N consult the ope ating manual first, Only. authorized
-per Shoulq' - operate " officg -machines @and -
nt.” Nobo
1ards. “Mage

dy should tinker v ith interlocks on.
les o squipmént shodld not be
d while-they are in position. - . . e
ll - offices” and work .areas s

Syen sfter offes hours. Do

“aliowed only in places _specifically
- game-at the 5pl_an__tss‘:lrsc‘;r%satjenal; e

designated group of
: Defective " fuimiture
 Soeident. hazards should be properly
I b, ﬁ:?_l(_feeb--;__.t{gaisfkfﬁl_ingﬁf_;sébigigﬂdrawe'rs closed. fo: prevent -
| ;: | ; personnel from tripping over them, -
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powar .source .-ihe . electrif
Wi ’7‘*Unattended and aﬁeroﬂ’

" hour.
d. - All e[ectnc machlnes -should- be prcwded WIth
: _“;;“‘,;_adaquate equment groundmg pefore:use. .

e.” Rolling® ladders and:. stands ‘used in reaching hlgh
~ storage should have’ brakes and the like that operate
- '”automat{ "‘”Hy when weight is"applied fo them. -
f. ;:F’roper jhandllng ‘and. use of office: fumltura and
 gquipment should a[ways ‘be exercised. o
g.  Unstable cabinetsishelying should tmmedlat}é[y be
reported to the General Services Unit or- desm;nated

. group ofofﬁcelprojec’dplant for remedial measures.
h. Do not stand on. lower. sheif. rungs or any| other
' unstable fumliurelmakeshrﬂ stand to reach for|things
: ‘stored i th upperrung, -Standard ladder!stands for
jould. be used | - 1

g.in th work 'premlses is. prohxhtted Wipe .
qlid 'edlatelygt"anﬁ ”'ple- Up”pieces "Of

clegmng dupl cating machmes or any other oﬁ" ce ‘

e@lpment shotild be kept in-metal safety contamers

.,_.;:T_Lrghted mgarsfclgarettes and the like ahould not 'be
-allowed within (6) fest where ‘lammable solvents are

B I I v.',‘-jused in. dupllcatmg machlnes or any other ofﬁce
h ' T quulpment

i . c. Do not place matchstlcks or mgarette butts directly

into the wastebasket. Use ashtrays. Before placing

the contents of ashtrays into wastebaskets, bo sure




|~ Page 51 of 65

f'; -+

I

that there are no lighted cigareite butts, embers or

‘placs’a

any plaica other o a1

ashfray.”

‘#2.6.2.5 Storagéi\/aufts

a.  Materials shodld be stored - where busy passageways
| .do not have to be crossed to reach them, and they
| should be Stb'r'éd"iwhere*'théyfare‘n'Ot'likaly to:fail.on
anybody. Also, keep ; 'pas_sagew_ays clear of
| obstructions and tripping hazards. -~ - -
| b. Pile materials neatly in stable piles that will not fall
| over.. The heaviest and largest pieces sholid be at
| otto pile. Where materials are stored .on
| shelves; the-heavy ‘objects should be on the lower
i g shelf. o . -
| | C.  Flammable fivids used jn offices shotild be stored in

‘ safety containers. Lighted cigarscigarettes .and- the
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‘ like should not be allowed in areas whare flammabie
- fluids: are “used; ‘such’ as In duplicating réoms " or
, 3 Supplyareas. T Lo

- Employess should not stack boxes, _papers, and
|

. . 1)
L .

Movable - objects stich - as
N0, doftles - shouid riot be allowed -
ledges, - ST

‘- .
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o :
T
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27 EN

.' ‘| activities, 80 that safety. rationsbecoy
| design-and layout of new facilte: or of existi

. |tedesigned;

2.7.1  Engineering and Design Phases -

A prc;gram for_providing_Séféiy:c':-c;s'htr_dls into the following phases of
enginsering and design activities. shall assure that the appiicable

Siger/Cigarsite and the iike on

fop- of flling: objects and .

L el e o nik 2oxes, epes, ana
P R B Wi Piace thiese. materials improperiy

wn. locsely‘into drawers.
xed orkeptm s litable S




































































































































































































































































































































































































































































































