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 **OCCUPATIONAL HEALTH AND SAFETY INSTRUCTIONS FOR OFFICE WORK**

1. Keep offices clean and tidy.
2. Do not keep beverages such as tea or coffee, which may spill, near electrical devices.
3. Work within the scope of your authority and responsibilities; do not interfere with matters outside your duties.
4. Do not leave cabinet and desk drawers open.
5. Ensure that the keyboard is positioned at a comfortable working distance, with the arms bent at approximately a 90° angle at the elbows.
6. Do not read documents or talk on the phone while walking.
7. If possible, keep your phone switched off while at the workplace.
8. Do not move quickly or run in the workplace. Do not throw objects to hand them to others and do not spill materials.
9. Use a portable ladder when retrieving files or documents from shelves at high levels.
10. **NEVER** use chairs or stools to reach a high point.
11. Do not place materials, files, etc. on top of cabinets.
12. Ensure that all cabinets and boards in the office are securely fixed to the wall.
13. Do not use defective armchairs, desks or chairs; have them repaired. Use lumbar support and comply with the Regulation on Working with Display Screen Equipment and ergonomic rules. Do not work in a reclining position.
14. Do not smoke or eat in offices, and do not keep food or food waste in the office.
15. If there is a wet floor in the office, have it dried immediately.
16. Have any surfaces on office floors that may cause slipping or tripping repaired immediately.
17. Do not leave materials on walkways that may cause people to trip and fall.
18. Always remove staples from documents using a staple remover.
19. Take care when using scissors, utility knives and other sharp or pointed materials in offices; do not leave them on desks when not in use.
20. Prevent the existing light source from causing direct glare and reflections.
21. Keep the temperature and humidity in the office at comfortable levels. Adjust air-conditioning systems accordingly (22–24°C in winter and 24–26°C in summer).
22. Ventilate work offices effectively for 5 minutes every 2 hours.
23. When lifting a heavy object from the floor, bend your knees to prevent back injuries and use the strength of your legs rather than your back. Do not lift materials that are too heavy for you. Do not bend over to pick up objects from the floor; comply with manual handling regulations.
24. You are responsible for using the tools and equipment provided by law correctly, not endangering yourself or others, staying away from imminent hazards, and reporting hazards.
25. **NEVER** intervene in electrical installations or electrical devices in the event of a malfunction. Contact an authorized person.
26. Do not touch electrical cables or power strips that are discolored, damaged, broken or have exposed wires, and ensure that they do not come into contact with water.
27. Turn off the lights at the end of the working day and ensure that electrical appliances are unplugged from the sockets.
28. Learn the locations and proper use of fire extinguishers.
[bookmark: _GoBack]29. Comply with the Occupational Health and Safety Law and the relevant regulations.
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