Office Safety 
Office work is largely considered low risk.  However, office workers are still exposed to numerous hazards that can and should be identified though frequent inspections and procedures.  The most common and severe incidents happening at the office are:

Slips, Trips and Falls
· Keep ALL walkways hazard free
· NEVER use a chair for a ladder
· When using the stairway, ALWAYS use the handrail
· Ensure ALL walkways are dry.  If it is raining or snowing, use all weather mats and post sign warning of slippery surfaces.

Struck by Objects
· ALWAYS close file cabinets after each use
· Be cautious when approaching a door that can be pushed toward you.
· Store objects securely on shelves or in cabinets

Ergonomic Injuries
· ALWAYS adjust chair, desk and monitor stands for each individual
· Take a break (20-20-20 rule).  Take a 20 second break every 20 minutes to view something 20 feet away to reduce eye strain.
· Use a document holder 
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