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Maladies professionnelles

loi, les substances suivantes:

Acétates, seulement acétate de
méthyle, d’éthyle, de butyle,
d’amyle, de vinyle

Acétone

Acétylene

Acide acétique

Acide azothydrique, ses sels
{azotures)

Acide chlorhydrique

Acide chlorosulfonique

Acide formique

Acide nitreux, ses sels (nitrites) et
esters

Acide nitrique (acide azotique)

Acide sulfureux et ses sels {sulfites)

Acide sulfurique, ses sels {(sulfates) et
esters

Acridine

Acroléine

Acrylamide

Additifs pour caoutchouc

Additifs pour huiles minérales

Alcalotdes

Alcool méthylique {méthanol)

Alcoylamines

Aldéhyle acétique

Amiante, poussiéres

Ammeoniaque

Anhydride acétique

Anhydride maléique

Anhydride phtalique

Anhydride sulfureux {(bioxyde de
soufre)

Anhydride sulfurique (trioxyde de
soufre}

Anthracéne

Antimoine et ses composés

Arsenic et ses composés

Arylamines

Barium et ses composés solubles dans
les acides dilués
Benzéne

Annexe
(art. 14, 77, let.

Liste des substances nocives et des affections dues au travail
selon 'article 14 de 'ordonnance

1. Sont réputées substances nocives au sens de 'article 9, 1°" alinéa, de !

Benzines

Béryllium (glucinium), ses composés
ct alliages

Bitumes

Bois, poussiéres

Braj de goudron

Brome

Cadmium el ses composés
Carbamate et ses composés
Carbure de calcium

Céténe

Chlorate de potassium
Chlorate de sodium

Chlore

Chlorure d'aluminium
Chlorure de chaux

Chlorure de soufre

Chlorure de sulfuryle
Chlorure de thionyle
Chrome, composés du

Ciment

Cobalt et ses composés
Composés halogénés organiques
Composés nitreux organigques
Cyanogéne et.ses composés

Diméthylformamide
Dinitrate d'éthyléneglycol
Dioxane

Diazométhane

Essence de thérébentine
Etain, composés de I'
Ethyléne-imine

Fluor et ses composés
Formaldéhyde
Formamide

Gaz nitreux
Glycols, leurs éthers et esters
Goudron

vreunndnee

0L LU L

Huiles minérales

Hydrate de calcium (chaux éteinte)

Hydrate de potassium (potasse caus-
tique)

Hydrate de sodium (soude caustique)

Hydrazine et ses dérivés

Hydrogéne sulfuré

Hydroxylamine

lode
Isocyanates

Manganése et ses composés
Mercure, ses composés et amaltgames
Méthyléthylcétone

Naphtaléne et ses composés
Nickel

Nickel carbonyle
Nitroglycérine

Oxyde de calcium (chaux vive)
Oxyde de carbone (monoxyde}
Oxyde d'éthyléne

Oxyde de zinc

Ozone

Paraffine
Peroxydes ~

Persulfates

Pétrole

Phénot (acide phénique) et ses homo-
logues

Phénylhydroxylamine

Phosgéne (oxychlorure de carbone)

Phosphore et ses composés

Plaline, sels complexes du

Plomb, ses composés et alliages

Pyridine et ses homologues

Résines époxy (résines de moulage
par coulée)

Sélénium et ses composés
Styréne

Sulfures d'alcoyles chlorés
Sulfure de carbone
Sulfure de sodium

Thallivm, composés du

Thiocyanates {sulfocyanures)

Toluéne

2,4 6-trichloro-,3,5-triazine {chlo-
rure d'acide cyanurique)

Vanadium et ses composés

Xylénes

2. Sontréputées affectations dues au travail au sens de 'article 9, 1" alinéa,

de la loi, les affectations suivantes:

Allections

Travaux

a. Affections dues & des agents physigues

Ampoules el cassins, crevasses, excoria-
tions, éraflures, durtllons

Bursites chroniques par pression constante

Paralysies nerveuses périphériques par
pression

«Tendovaginites» (Peritendinitis crepitans)
Lésions importantes de I'oule

EEmEnm dues au travail dans l'air com-
primé

Gelures, a 'exception des engelures

Coup de mo_,n:‘ insolation, coup de chaleur

Maladies dues aux ultra- et infrasons

1.10.83-50

tous travaux

tous travaux

tous travaux

tous travaux
travaux exposant au bruit

tous travaux

tous travaux
tous travaux

tous {ravaux

47
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International Occupational Tel. +41 22 799 67 40 International 7 \‘
[ ] Safety and Health Telex 415647 ILO CH Labour ,{@
Information Centre Telefax + 41 22 798 62 53 Office

ILO-CIS CH-1211 GENEVA 22

ERGONOMIC INFO-SHEE

Workplace design should accommodate the variety of * FACE the object that you work with at all times.
workers' shapes and sizes and provide support for the
completion of different tasks. ¢ KEEP your body close to the work.
Different tasks require different work surface heights:
* ADJUST the
® precision work, such as writing or electronic workplace to get
assembly - 5 cm above elbow height; elbow enough space to
support is needed. change working
Elbow/wrist rest position.
* light work, such as assembly line or mechanical 12
Jjobs - about 5-10 cm below elbow height. 8 » * USE a footrail or
o~ 13 ¢cm
° = portable footrest to
* heavy work, demanding downward forces - from o W””// shift body weight from
20-40 cm below elbow height. Sl , / both to one or the
3 7 / other leg.
3 /// %/,,
g / Knee clearance 10 cm
j % Foaot rest 20 cm
[ T— y Yy _ L ?% Foot clearance 15 cm
+ [ . g i
§ c } 5
8 ° £ £
8 u(g ]
Y y / * USE a seat whenever possible.
Precision work  Light work Heavy work
~ while performing your job, or
DOs
- at least occasionally when the work process
* ADJUST the height of the work surface according allows for rest. Refer to ERGONOMIC
to your dimensions. Use elbow height as the guide. INFOGRAM No. E-Z202.

* ORGANIZE your work so that the usual operations
arc performed within easy reach.

DO NOTs

Non working area

¢« DO NOT REACH behind the shoulder line. If
needed, shift feet to face the object.

‘0
Occasional work area ‘ 15
g ". 2 * DO NOT OVEREXTEND your reach beyond the
@ ‘( ,A point of comfort.
& * DO NOT REACH above shoulder height.
be— 100 cm ———b—l
- 160 cm —_——»

A This document was originally published by CCOHS (Canadian Centre for Occupational Health and Safety) &
* ftem:Ergonomilc Infogram Series

Further information can be obtained from CIS or its national centres.

f
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International Occupational Tel. + 41 22 799 67 40 International
. Safety and Health Telex 415647 ILOCH Labour @

Information Centre Telefax + 41 22 798 62 53 Office

ILO-CIS CH-1211 GENEVA 22

ERGONOMIC INFO-SHEET

Continuous standing or sitting while working is a CHAIR FOR SIT/STAND WORKSTATION
common source of discomfort and fatigue. .
¢ ENSURE that the seat

Frequent changes of body positions, including sitting has a minimum width

and standing, helps to avoid fatigue. g of 40 cm.
[=
WORKSTATION FOR SIT/STAND § * CHOOSE back rests
that are contoured
* ADJUST workstation vertically and
to the proper height. horizontally.
Refer to £
ERGONOMIC § » USE a seat covering
INFOGRAM 1« > made of non-slip,
No. E-A01. 8 e breathable fabric.
« USE a swivel chair ¥« SELECT a seat
¢ with an adjustable seat Y padding from 2-3 cm
§ height. a5 om thick.
8. ADJUST the chair seat
g height to 25-35 cm Wherever possible, a worker should be able to work
;; below the work sitting or standing at will.
e surface.

® USE a footrest with a
height of 40-50 cm.

SEMI-CIRCULAR WORKSTATION

¢ PROVIDE a chair that
can fold up and be out of
the way where space is
limited.

Qccasional work area
—— N —
// \\

-
Usual work area

¢ ENSURE that chairs have
a back support.

ot (]
50 cm 80-100 cm 25 cm

¢« ARRANGE work in a semi-circle.

¢ USE a swivel chair:

- to reduce body twisting ¢ PROVIDE a chair for
- to allow easy movements- resting purposes even
- 1o reduce side-to-side motions. when work can only

be done standing.
* USE sloping work tables wherever possible:
- to reduce bending
- to encourage an upright position while sitting or
standing. .

item: Ergonomic Infogram Seties
Further information can be obtained from CIS or its national centres.

(m) This document was originally published by CCOHS (Canadian Cenire for Occupational Health and Safety) a
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International Occupational Tel. +4122799 67 40 International X
. Safety and Health Telex 415647 ILOCH Labour @
Information Centre Telofax + 41 22 798 62 63 Office

ILO-CIS CH-1211 GENEVA 22

ERGONOMIC INFO-SHEE

FOOTWEAR ¢ USE padding under the tongue if you suffer
from tendemness over the bones at the top of
Your feet can only be as comfortable as the the foot.

footwear permits.

* USE a shock-absorbing cushioned insole when
* WEAR shoes that do not change the shape of working on metal or cement floors.
your foot.

* DO NOT WEAR flat shoes.

* DO NOT WEAR shoes with heels higher than
5 c¢m (2 inches).

* CHOOSE footwear according to the hazard at
your workplace.

* SELECT safety footwear, if required, that is
CSA approved and carries the proper ratings
for the hazard. Refer to SAFETY INFOGRAM
KO03.

* SELECT footwear taking into account
individual fit and comfort. Try on and walk in
before using.

CHOOSE shoes that provide a firm grip for
the heel. If the back of the shoe is too wide or FLOORS
too soft the foot will slip, causing instability

and soreness. * KEEP work areas clean.

¢ WEAR shoes that allow freedom to move your * AVOID standing on concrete or metal floors.
toes. Pain and fatigue result if shoes are too Recommended for standing work are wooden,
narrow or too shallow. cork or rubber covered floors.

* ENSURE shoes have arch supports. Lack of * ENSURE that the floors are level and
arch support causes flattening of the foot. non-slippery.

¢ WEAR shoes with lace-up fastenings. * COVER concrete or metal floors with mats.

Slanted edges on mats help prevent tripping.

TIGHTEN the lace instep of your footwear

firmly. This prevents the foot from slipping * DO NOT USE thick foam-rubber mats. Too

inside the footwear. much cushioning can cause fatigue and increase
the hazard of tripping.
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ES-B/1 VDT WORKPLACE

Ceiling Light Fixtures
o+ « filters to evenly disperse light
+ located 1o side of computer screen|

Environment:
= neutral, non-glare finish on walls and furniture
* minimum of noise

Adjustable Source
Document Holder

Windows located at
right angle to screen

Computer Monitor:

« adjustable screen position

» adjustable brightness
and contrast

>
¥

Anti-glare device to prevent
reflections from screen

Thin, detached, mobile keyboard

Chair:

swivel

wheels or casters

stable base

adjustable seat

height and angle

- adjustable back rest

+ breathable fabric on seat
- confoured front edge

Adjustable work surface height
and/or keyboard height

of seat
Adjustable Footrest
m This document was originally published by CCOHS (Canadian Centre for Occupational Health and Safety) in its
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ERGONOMIC INFO-SHEE"

CHECKLIS

VDT workplaces must be flexible enough to accommodate the
various individuals using them.

Use this checklist to identify problems in a VDT workplace.
“NO” answers indicate a potential problem and should be

followed up. They may indicate the need for adjustment or
changes in the workplace or jobdesign.

VDTS

— Topsurface of the keyboard space bar (or bottom row of
keys) isno higher than 6.5 ¢m (2.5 in.) above the work
surface.

_ During keyboard use, the forearm and upper arm form
an angle of 80°-100°, with the upper arm almost vertical.

The wrist is relaxed and not bent. Wrist rests are available.

_— Tfused primarily for text entry, keyboard is directly in
front of the operator,

. Ifused primarily for data entry, keyboard is directly in
front of the keying hand.

. Keyboardis detached and moveable.

_ Top of the screen is about eye level,

_._ Viewing distance is 30to 60 cm (1210 24 in.).
__ Screenis free of glare or shadows.

_.— Images on the screen are sharp, easy to read and do not
flicker.

Chair

__. Chair has wheels or castors suitable for the floor surface.
___ Chairswivels,

— Backrestis adjustable for both height and angle.

- Backrest supports the inward curve of the lower back.

. Chair height is appropriate for the individual and the work

surfaceheight. Refer to ERGONOMIC INFOGRAM
E-B04.

__ Chair is adjusted so there is no pressure on the backs of the
legs, and feet are flat on the floor or on a foot rest.

__ Chairis adjustable from the sitting position.
___ Chairupholsteryis a breathable fabric.

___ Footrests are used if feet do not rest fiat on the floor.

Work Surface
— Worksurface heightis adjustable.

__ Legroom is sufficient to change position of legs without
getting up.

_ Work surface is large enough to hold work materials.

__ Commonly used items are close to and in front of the
operator.

. Infrequently used items are stored.

Visual Environment

__ Lighting does not produce glare or shadows on the screen.
____ Lighting allows workers to easily read characters on the
screen and source document.

. Wall colour is neutral and not too bright.

__.. Shiny surfaces and objects are covered or removed.

__ Windows have blinds or curtains to prevent glare.

___ VDTsarelocated away from windows, or screens are at a
90" angle to windows.

___ Ceiling fluorescent lights are oriented lengthwise to the
sides of the VDT.

— Room lighting is uniform and slightly dimmer than usual
officelighting,

___ General work areas have indirect or diffuse lighting.

__ Ceiling fluorescent lights are fitted with diffusers or
parabolic louvres.

__ Adjustabletask lights are available over source documents.
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. VDTs

VDTs come with various features that are built in or that can be
added. Use the adjustments provided.

ELIMINATE glare caused by lights, windows or bright objects.
If reflections can still be seen on the screen, use a mesh filter
oranti-glare spray. Follow the manufacturer’s instructions.
Referto ERGONOMIC INFOGRAME-BO05.

( 1

ADIJUST screen brightness and contrast, It is easier to read
from the screen if characters are brighter than the
background. Be careful not to make characters too bright.

ADJUST the screen height so the top is just about eye level.

TILT the screen slightly backwards. Watch that this does not
create glare on the screen.

Viewing Distance

(30-60 cm)
Screen

Face Angle
(10-207)

Screen
Height

ADJUST chair, work surface and keyboard heights properly.
Referto ERGONOMIC INFOGRAME-B(M.

POSITION keyboard for two-handed “typing” directly in front
of operator. Position keyboard for one-handed data entry in
front of keying hand. Leave a large area free for source
documents and other work materials.

MOVE the keyboard occasionally to change the arm and
shoulder position.

USE a wrist rest if the heel of the hand or wrist is not supported.

80-100"

Wrist Rest

USE an adjustable document holder. Place itnext to the screen
and at the same height. The head will have to turn less and
eyes will adjust more easily. Referto ERGONOMIC
INFOGRAME-BO1.

ALTERNATE position of document holder on either side of
VDTto change head position.

CONNECT keyboard to VDT with a cord that is at least
70 cm (28 in.)long.

CHECK for excessive noise from the VDT or printer.

CLEANthe VDT screenregularly, Follow the manufacturer’s
mstructions.

REPORT problems with VDT controls, flicker or excessive
noise.
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CHAIR AND WO

Well-adjusied chairs improve body position and blood
circulation, reduce muscular effort, and decrease pressure on the
worker’s back. Chairs should swivel, have five wheels for
stability, have a breathable fabric on the seat, and have a rounded
front edge.

5-10°

T
15-30 cm

20-30 cm
Aliow legs to cross

25-54 cm

Foolres!

I
<

T 45em

TIGHTEN the chair backrest so that it does not give way with
body weight.

READJUST the chair throughout the day to vary body position.

USE only chairs with arms that do not interfere with the work
surface.

CHECK that there is enough leg room under work surface, Do
not store materials under work surface,

CHECK that the work surface is large enough to hold work
materials.

STORE items not used frequently.

Adjustable work surfaces provide the most flexibility and
accommodate the largest number of users. Adjust chair
according to body size, then adjust work surface or keyboard
height.

STAND in front of the chair.
Adjust the height so that the
highest point of the seat is just
below the knee cap.

SIT so that the clearance
between the front edge of
the seat and the lower part
of the legs just fits a
clenched fist.

ADJUST the backrest of the chair so that it
supports the hollow in the lower back.

ADJUST work surface to about
the height of elbows with
the arms hanging straight by
the sides.

If temporarily using an unadjustable work surface:

ADJUST seat height so that elbows are about the same height as
the home row on the keyboard.

USE afootrest if there is pressure on the back of the legs or if
the feet are not resting flat on the floor. The footrest should
support the whole foot and be adjustable.
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VISUAL ENVIRONMENT

Reflections from light fixtures, windows, or shiny objects
cause glare. Too little light or poorly placed light fixtures
cause shadows on the VDT screen.

Glare and shadows cause eyestrain and fatigue. If the operator
has to adopt an awkward position 1o see around glare and
shadows, the strain can cause neck, shoulder and back pain.

Lighting must be balanced. It must be bright enough for the
operator to read source documents. It should not be so bright that
it makes it hard to read from the screen. The recommended
lighting level is 300 to 500 lux.

DOs

CHECK for reflections or bright spots on the VDT screen.
Eliminate the source.

USE grid or parabolic filters on fluorescent fixtures to evenly
disperse light. Refer to ERGONOMIC INFOGRAM E-B01 .

POSITION VDT with ceiling light fixtures to the sides of the
screen or at least outside of the glare zone. Referto
ERGONOMIC INFOGRAM E-B01.

L1111

POSITION VDT screen at 90° angle to windows. Refer to
ERGONOMIC INFOGRAM E-BO1,

ADJUST window blinds or drapes to control light levels and
glare.

USE non-glare finishes and neutral colours on walls, fumniture
and VDT equipment.

USE glare screen or filter on VDT screen if glare cannot be
eliminated at the source, Refer to ERGONOMIC
INFOGRAM E-B03.

USE task lights to eliminate shadows over source documents.

MOVE or cover shiny objects.

CHECK for flicker from fluorescent lights. Replace fluorescent
tubes regularly and properly maintain fixtures.

CHECK for flicker from VDT screen.

LOOK away frequently from the VDT to rest the eyes.

ENSURE correction of vision problems by having regular eye
examinations, Tell the eye examiner about VDT use and the

viewing distances. Viewing distances and angles may
influence the choice of lenses.

Viewing Distances

DONOTs
DONOTHANG glossy pictures behind VDT screen.
DO NOT USE shiny or glossy desk blotters.

DO NOTFACE windows or have VDT screen facing windows.
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 JoB pESIGH

No matter how well designed a workplace is, health and safety

problems arise if little attention is paid to how work is done.

VDT work often involves repetitive movements of the hands and

few changes in body position. This can lead to muscle pain and
strain.

VARY work tasks. Break up VDT work by doing non-VDT
tasks that place different demands on the body by changing
body position,

WORK at a reasonable rate. Too fast a work pace contributes to
muscle strain. Too slow a work pace contributes to boredom.

LOOK away from the screen occasionally and focus on a distant
object to rest the eyes.

TAKE regular rest breaks to ease muscle aches, eye strain and
stress.

USE rest breaks to stand up, move around and change mental
activity.

RELAX muscles, stretch and change position. Exercises done at
the VDT help.

TALLSTRETCH

Interlock fingers,

palms up, stretch

arms above head

until they are TOE-IN, TOE-OUT

straight. Do not Place feet shoulder

arch the back. width apart, heels on
the floor, swing toes

in, then out.

P

SHOULDER ROLL
Roll the shoulders—raise them, pull them back,

then drop them and relax. Repeat in the opposite
direction,

\

SIDE STRETCH

Drop left shoulder, reaching left hand
towards the floor, Return to starting position.
Repeat on right side.

BACK CURL

Grasp shin. Lift leg off the floor.
Bend forward (curling the back),
reaching nose toward the knee.

ANKLEFLEX AND STRETCH
Hold one foot off the floor, leg
straight. Alternately flex ankle
(pointing toes up) and extend
(pointing toes toward the floor).
Repeat withthe other

leg. (

LEGLIFT ]
Sit forward on the chair so your back is not
touching the chair’s back. Place feet flat on.
the floor. With a straight leg, 1ift one foot a
few inches off the floor. Hold momentarily,
return it to the floor and repeat
with the other leg.

PALMING (not shown)

Without pressing on eyeballs, cover eyes with palms. Close eyes.
Breathe deeply 8 or 9 times. Uncover eyes after a few seconds.
Open by fluttering them and blinking.
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"% CHAIR AND WORK SURFACE

CHAIR

CHOOSE a chair with: ADJUST the backrest of the chair
sothat it supports the hollow of

* abackrest which is shaped to support the lower back the lower back.

+ aseatheight which does not put pressure on back of thighs or
knees

= aseat that curves downwards at the front edge

» astable base

» aswivelmechanism

- armrests which donot prevent the chair from being drawn up
to the work surface or interfere with natural movement

= breathable fabric on the seat

= controls that can be used while seated

\ll 5-10"

TIGHTEN the chair backrest so that it

does not give way with body weight.

Allow legs to cross

f«—238-40 cm A-J

15-30 cm

20-30 em

READJUST the chair

throughout thedayto
2554 cm eh Y

Foot rest

To adjust a chair and work surface:

STAND in front of the chair. Adjust
the height so the highest point of
the seat is just below the knee cap,

SIT so that the clearance
between the front
edge of the seat 2}
the lower part of thb
legs just fits a
clenched fist.

help vary body position,

1 LI_1

ADJUST work surface to
about the height of
elbows with the

arms

hanging straight by the
sides.

If using a fixed height work surface, raise the chair to get the
proper arm and upper body position:

ADJUST chair height so elbows are about the same height as
the work surface.

USE a footrest if the feet cannot rest flat on the floor or if there
is pressure on the back of the legs. The footrest should be -
adjustable and support the whole foot.

WORK SURFACE

MAKE adjustments so work surface is at the correct working
height.

ENSURE that work surface is large enough to hold materials,
AVOID cramping legs under work surface.
DO NOTSTORE materials under work surface.

AVOID over-reaching and twisting.
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| VISUAL. ENVIRONMEN1

IDENTIFY sources of glare. Place amirror on the desk and
look forimages. Bare light bulbs or bright lights reflected in
the mirror cause glare.

POSITION desk with window to the side of the worker.

POSITION desk so that ceiling lights are to the sides. Avoid
placing desk where light fixtures are directly in front.

W\L =
daa

[ o BN

ADJUST window blinds or drapes to control light levels and
glare,

USEnon-glare finishes and neutral colours on walls and
furniture. The colour and finish of a surface determines how
much light it reflects.

DONOTHANG glossy pictures
or objects where light will
reflectinto eyes.

USEadjustable
task lights to
increase light
levels when
needed.

USEindirect lighting to eliminate shadows.

CHECK fluorescent lights for flicker. Replace fluorescent tubes
regularly and maintain fixtures properly.

LOOK up and away from work frequently to rest the eyes.

WORK from good, clear copy. Higher light levels are required
for poorcopy.

ENSURE that storerooms, corridors and stairways are well lit.
Appropriate light levels depend on visual preferences and type of

work. Inthe following chart, the higher ranges are for workers
with poorer vision and for work requiring high speed or accuracy.

LOCATION LIGHTLEVEL (LUX)
COMIdONS viiieiceeeeeee it e e s rr e e e meeneeneanreees 50-150
L U= J OO 100-200
COATROOMS .eeeeveeteceeeeevreesscersmenneeeessessevaneanes 100-200
StOCKROOMS <ot cemeeene e s nseeraneanes 200-400
Traditional Office TAsKS ....cooeceeeeeveeeie et 500-750
Conference Rooms ... eereemmeveeeartboeanas 300-750
Drawing OffiCeS «.ouoeeeeeeeeeereeie e rreesesenee 500-1000

Check with the occupational health and safety agency or
department in your jurisdiction for regulations regarding light
levels.
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. :TEMPERATURE, "HUMIDITY AND NOISE

TEMPERATURE AND HUMIDITY
Temperature and humidity together affect comfort.
Optimum office temperature is 20-24°C (70-75"F).
Optimum office humidity is between 30 and 60%.

Office ventilation systems are complex. Generally, building
maintenance engineers maintain them.

USE portable heaters only if the proper authority approves
them. Heaters are a potential fire hazard,

DO NOT USE heaters that produce toxic fumes,
USE only heaters with thermostats.

PLACE heaters or fans so that they do not blow air directly on
workers.

KEEP heaters away from combustibles and curtains.
PLACE fans so that they do not vibrate and fall off surfaces.

UNPLUG heaters and fans and wait for blades to stop before
moving them.

USE window curtains or blinds to increase or decrease heat
from the sun.

USE reflective coating or tinting on windows to decrease heat
from the sun.

CONSIDER impacton ventilation before rearranging office
equipmentor furniture,

WEAR clothing appropriate for the office conditions.

ENSURE that ventilation systems, dehumidifiers and
humidifiers are properly cleaned and maintained.

NOISE

Office noise disturbs and distracts workers.

SELECT quiet equipment.

ENSURE that equipment is well maintained.
ISOLATEnoisy equipment from general work areas.
USE noise hoods overnoisy equipment.

USE sound-absorbing materials such as carpeting, curtains,
acoustic baffles and typewriter pads.

CHOOSE and position acoustic screens carefully. Theposition
of light fixtures, walls and desks can change noise levels.

USE conferencerooms for conversations that could distract
other workers,

SCHEDULE noisy tasks when they least effect others.
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SAFETY

Most office accidents result from slips, trips and falls, lifting objects,
being caught in or between things, and punctures or cuts.

FILING CABINETS

CLOSE cabinet drawers when not in use.

DO NOT OPEN more than one drawer at a time.

PLACE cabinets so that drawers do not open into aisles.
LOAD cabinets starting from the bottom for stability.
SECURE cabinets to wall or floor.

USE handles 1o close drawers to avoid catching fingers.
AVOID overfilling cabinets to prevent Ppaper and staple cuts.

DO NOT KEEP heavy objects on top of tall filing cabinets.

FLOORS AND STAIRS
CLEAN up spills and tracked-in rain or snow.

PICK objects up off the floor. Even paper, pencils and rubberbands
c¢an cause trips and falls.

USE slip-resistant preparations on linoleum, tile, or other polished
floor surfaces.

SECURE carpets and rugs.
USE handrzils on stairs.

REMOVE stairway distractions such as mirrors, decorations or
PpOSICTs.

WALK on the right.
DO NOT RUN, especially near corners.
INSTALL mirrors at blind, busy corners.

DO NOT STORE boxes, equipment or supplies outside doorways orin
aisles.

DO NOT CARRY loads that obstruct vision.

DO NOT PARTICIPATE in horseplay.

OFFICE EQUIPMENT

USE fingertip guards when handling paper.
STORE pencils and pens point down or flat in drawers.

SHEATH scissors, letter openers, razor blades or other sharp tools
before storing.

USE paper cutter safely:

* Keep knife blade in locked position.
+ Use proper guards.

+ Maintain firm grip on blade handle.
Do not cut too many papers at once.

USE a staple remover to remove staples.
FILE sharp edges off metal furniture.

USE a proper ladder or step stool to reach high places. Do not use a
box, desk or rolling chair.

OFFICE MACHINES

KEEP long hair, fingers and jewellery away from moving
machinery.

USE proper guards on machines.
OBSERVE directions and cautions when adjusting machinery.
CALL service for repairs.

"DISCONNECT and report frayed electrical cords or plugs.

UNPLUG equipment when not in use or before making adjustments.
—

FIRE SAFETY

DISPOSE of cigarette, cigar or pipe ashes properly.

USE nonflammable waste baskets.

STORE oily or solvent-soaked rags in fireproof containers.
KNOW evacuation procedures and the location of exits.

KNOW the location and classes of fire extinguishers and how to use
them.

An office worker entering & plant or factory MUST wear the appropriate
personal protective equipment and observe proper safety procedures.

f*\
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SIDE STRETCH

Many office workers have jobs where Dropleft shoulder, reaching left hand
they sit or stand for long periods. towards the floor. Return to starting
Working in one position can lead to position. Repeat onright side.
muscle pain and strain.
Exercises done at the desk can help.
TALL STRETCH
Interlock fingers, palms up. Stretch
arms above the head until they are
straight. Do not arch the back.
‘ BACK CURL

Grasp shin, lift leg off the floor.
Bend forward (curling the back),
reaching nose toward the knee.

ANKLE FLEX AND STRETCH

Hold one foot off the floor, leg straight. O
TOE-IN, TOE-OUT Alternately flex ankle (pointing toes up) and
Place feet shoulder-width apart, heels extend (pointing toes toward the floor).

on the floor. Swing toes in, then out. Repeat with the other leg.

S (

LEG LIFT O
Sit forward on the chair so that

your back is not touching the
chair’s back. Place feet flat on
the floor. With a straight leg, lift
one foot a few inches off the
floor. Hold momentarily, return
it to the floor and repeat
with the other leg.

SHOULDER ROLL

Rollthe shoulders—raise them, pull
them back, then drop them and relax.
Repeat in the opposite direction.
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