Office Safety Plan

TIPS AND CONSIDERATIONS

Applicability. This Office Safety Plan (Plan) addresses the basic hazards found in an office environment and covers the safety practices that protect office workers from workplace injuries and illnesses. The office workplace is generally considered to be a low-hazard environment. This Plan does not cover work areas where manufacturing or hazardous or bulk material-handling tasks are routinely performed.
The Occupational Safety and Health Administration’s (OSHA) general duty clause requires employers to provide a workplace “free from recognized hazards that are causing or are likely to cause death or serious physical harm to his employees.…” (see 29 CFR 1903.1), and applies to all workplaces and is used by OSHA where there is no specific standard that applies to a serious safety hazard. This Plan is designed to help employers satisfy OSHA’s general duty requirement for the office environment.
Related safety rules. The following regulatory requirements apply to a variety of office environments:
· Housekeeping—29 CFR 1910.22

· Exit routes, Emergency Action Plans, and Fire Prevention Plans—29 CFR 1910.33 to 1910.39
· Ventilation—29 CFR 1910.94

· Occupational Noise Exposure—29 CFR 1910.95

· Fire Protection—29 CFR Subpart L

· Electrical Safety—29 CFR Subpart S

· Hazard communication for chemical hazards—29 CFR 1910.1200
· Sanitation—29 CFR 1910.141
Basic elements of the Plan. The office safety plan should include information about the following basic elements as applicable to your facility:
· Hazard assessment
· Safety orientation and training

· Housekeeping (e.g., surfaces, floors, entryways and exits, stairs, file cabinets, storage)
· Extension cords

· Lighting

· Ergonomics and lifting safely

· Noise
· Indoor air quality and ventilation
· Electrical appliances
· Emergency action and fire prevention

· Medical and first aid
· Chemical hazard communication and control
· Disability accommodations

· Workplace violence

· Accident investigation
· Sanitation
· Security

OSHA citation policy on ergonomics and lifting injuries. OSHA will cite employers under the General Duty Clause for failure to reduce employees’ exposure to musculoskeletal disorder (MSD) risk factors. Working on a computer and lifting heavy objects often expose employees to one or more risk factors for MSDs. The basic criteria OSHA will use in deciding whether to issue a citation under the General Duty Clause for MSDs are: 
· Whether an MSD hazard exists 

· Whether that hazard is recognized

· Whether the hazard is causing, or is likely to cause, serious physical harm to employees

· Whether a feasible means exists to reduce the hazard

OSHA will not focus its enforcement efforts on employers that are making good-faith efforts to reduce MSD hazards.

Industry consensus standards. Following is voluntary industry consensus standard that you may adopt in your Plan:
· National Fire Protection Association (NFPA) 101 Life Safety Code (exit route design)
Review and incorporate state regulatory requirements. This Plan is based on federal requirements and/or best practices. Some states have laws and regulations that are stricter than federal requirements and may affect how you customize this Plan. See the BLR.com® website for the regulatory analysis in your state.

[Organization Name]

Office Safety Plan
Plan last updated: [Insert date.]
Scope: This Plan applies to all work areas where employees routinely perform clerical, administrative, and other professional activities in an office environment.
Policy: [Organization name] is dedicated to protecting the safety and health of its employees. To accomplish this goal, the company will establish a structured program of inspections, maintenance, and repairs to ensure the physical safety of the office. Workstations will be designed according to ergonomic principles to accommodate the individual needs of our employees. In addition, training will be provided to teach all workers to be aware of workplace hazards and to respond correctly in the event of any workplace emergency.
Plan Administration
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Plan Administrator. The Administrator will:

· Implement the office safety program.
· Enforce all safety policies and procedures in this Plan.

Office/Facilities Manager. The Office/Facilities Manager will:

· Review each employee’s workstation to ensure that it meets the ergonomic needs of that worker. 

· Provide training for all office workers in proper computer ergonomics to prevent musculoskeletal strains or injuries.

· Conduct worker training regarding common office hazards.

· Report all physical hazards promptly to the facilities manager.
· Investigate all accidents and near misses and keep appropriate records.

· Establish an office cleaning and maintenance schedule.

· Make regular office inspections to monitor cleaning and maintenance work.

· Supervise the repair of all physical hazards promptly.

Supervisor(s). The supervisor(s) will:

· Continually conduct safety checks of work operations.

· Ensure that employees follow safety procedures and policies in the Plan.
Employees. Employees will:

· Follow the procedures of this Plan and the instructions of their supervisor.

· Report any unsafe or hazardous conditions or acts that may cause injury to either themselves or other employees.

· Keep work areas uncluttered, orderly, sanitary, and free of other hazards that could result in personal injury or injury to others.
Plan Review and Update

This Plan will be reviewed and updated whenever new equipment or changes in procedures may create new hazards or modify existing ones.
Definitions

Ergonomics means the science of fitting the job to the worker.
Musculoskeletal disorder (MSD) means an injury or disorder of the nervous system or soft tissue in fingers, hands, wrists, elbows, shoulders, back, neck, etc., which includes muscles, tendons, ligaments, joints, cartilage, blood vessels, and nerves.
Job Hazard Assessment
The Administrator will conduct a job hazard assessment (JHA) of all work areas for potential hazards. See the attached Job Hazard Analysis Worksheet for more information.

From the JHA, the Administrator will develop hazard and exposure control measures to prevent injuries and illnesses to employees. Areas of the building where hazards may be identified include:
· Entryways and lobbies 
· Bathrooms 
· Hallways and corridors 
· Kitchen and cafeteria
· Offices

· Storage areas
JHA Revision

The JHA will be revised or updated whenever new equipment or work processes are introduced to work areas or when reviews of accident records and reevaluation of selected personal protective equipment (PPE) and/or engineering controls warrant such revision.
Safety Orientation and Training

All workers, managers, and supervisors will receive training and instruction on general and job-specific safety and health practices. Training and instruction will be provided:

· When new employees are hired

· When existing employees are reassigned to jobs for which they have not received prior safety training

· Whenever new substances, procedures, processes, equipment, or facilities are introduced and represent a new hazard

·     As needed to reinforce existing safety and health procedures
General workplace safety and health training will include:

· An explanation of the organization’s safety program and general safety rules

· Instructions to report unsafe conditions, work practices, and injuries

· Information about medical services and first-aid assistance and location of assistance and materials

· The use of personal protective equipment (PPE) on designated jobs

· Information about chemical hazards to which employees could be exposed and other worker right-to-know information
· Procedures for responding to emergencies and fire prevention
Safe Work Practices
Housekeeping
Walking and Working Surfaces

· Keep all walking and working surfaces clean, sanitary, and orderly.
· Keep work surfaces dry.

· Clean up small spills immediately; report large spills to a supervisor.

Floors

· Provide warning signs for wet floor areas.
· Where wet processes are used, ensure that drainage channels are kept clear and that dry standing places such as mats are provided.
· Use waterproof footgear to decrease slip and fall hazards in areas that are frequently wet.

· Restrict or control access to wet floors or cover them with nonslip materials.
· Clean up small spills immediately; report large spills to a supervisor. 

· Use no-skid waxes and other nonslip floor coatings in slippery areas such as toilet and shower areas. 

· Immediately repair, cover, or otherwise make safe any holes in the floor or other walking surface.
· To prevent tripping hazards, re-lay or stretch carpets that bulge or have become bunched. 

· Promptly remove combustible scrap, debris, and waste, and discard them according to the waste disposal procedures.
· Keep toilets and washing facilities clean and sanitary.

· Eliminate uneven floor surfaces.

Entryways and Exits

All entryways and exits will be kept clean, dry, and clear of all obstructions.

Stairs

All stairways will be kept clean, dry, and free of debris. No accumulation of any material will be allowed on stairs or in stairways or stairwells.

Lighting

Halls and stairwells will be well lighted to help reduce accidents and promote security. Lightbulbs, lamps, and light fixtures will be repaired or replaced as necessary to maintain adequate lighting at all times.
Extension Cords

· Electric extension cords will be inspected before each use and kept in good condition.
· Cords that are missing insulation, ripped, cut, smashed, or pinched will not be used and will be discarded.

· Employees will not yank cords from electrical outlets.

· Tools and equipment that require grounding will be of the three-wire grounded-connection type.

· Never use extension cords to replace permanent wiring.

· If an extension cord is used for temporary wiring, it must be listed by Underwriters Laboratories or another recognized testing laboratory.

· Avoid kinking or excessive bending of the cord; broken strands may pierce the insulated covering and become a shock or short-circuit hazard.

File Cabinets 

Fie cabinets are a common source of injuries. File drawers should be kept closed when not removing or replacing materials. A full top drawer with empty or partially filled bottom drawers can cause the cabinets to tip over. File drawers should not open to narrow aisles. Do not place cabinets next to doors. Do not store heavy materials on top of cabinets.

Storage of Materials

The Administrator or designee will ensure that the following general material storage procedures are implemented:

[Modify this list as applicable to your facility.]
· Store or stack materials to allow a clear space of 3 feet or more under water sprinkler heads.

· Stack cartons and drums on a firm foundation and cross-tie them where necessary to reduce the chance of their movement. 
· Do not allow stored materials to obstruct aisles, stairs, exits, fire equipment, emergency eyewash fountains, emergency showers, or first-aid stations.
· Clearly mark all storage areas. 

Emergency Preparedness

Fire Exits

· Always keep evacuation routes clear.

· Do not store boxes or other items in aisles, hallways, or stairwells that lead to emergency exits.
· Ensure that exit doors are kept clear on both sides so that they can be easily opened in an emergency.

Fire Extinguishers

· Fire extinguishers will not be used as hangers for coats, air hoses, electrical cords, or anything else.

· Access to extinguishers will be kept clear at all times.

· Extinguishers will always be kept visible. They will not be blocked by stacks of boxes, forklifts, or other items.
Electrical Parts and Equipment

Electrical equipment will be kept free of dust, debris, and grease. Employees will not perform housekeeping duties near live electrical parts where there is a possibility of contact, unless adequate safeguards such as insulating equipment or barriers are provided. Employees will not touch breaker panels without authorization.
Ergonomics and Safe Lifting
Ergonomic design and work practices will be used to reduce the duration, frequency, and severity of a worker’s exposure to risk factors that cause or contribute to MSDs.
All reports of MSDs will be reported and investigated. Investigations will be conducted by the Administrator or designee as soon after a report as possible to identify the cause and means of prevention to eliminate the risk of recurrence.
Work Practices

Job design and work methods will incorporate ergonomic practices and provide relief from:

· Repetitive motions

· Static and awkward postures

· Excessive forceful exertions

· Contact stress

· Vibration

· Muscular fatigue
Job rotation may be used to prevent injury by moving workers in and out of jobs that use different muscle-tendon groups. Workers can use recovery pauses to help prevent eyestrain, headache, neck, back, shoulder, arm, or hand pain.

See the attached Office Ergonomics Best Practices.
Safe Lifting Practices

All lifting procedures will be periodically evaluated to ensure that safe lifting practices are followed.
Computer Workstations
All computer workstations will be evaluated and adjusted to fit the worker in order to prevent MSDs and eyestrain. See the attached Computer Safety Checklist.
Noise

The hearing of all workers whose noise exposures equal or exceed an action level of 85 decibels (dB) for an 8-hour day will be protected. When noise exposure levels exceed the permissible limits, engineering controls will be implemented as the primary mechanism for reducing noise.
Indoor Air Quality and Ventilation

Indoor air temperature, humidity, and ventilation will be maintained at levels that sustain the comfort and safety of employees. The heating, ventilation, and air-conditioning (HVAC) systems will be properly maintained for all work areas.

The Administrator will investigate an area of concern for indoor air quality problems and possible remediation. The area of concern will be identified according to one or more of the following criteria:

· Locations of complaints
· The probable source of a suspected contaminant
· The design of the HVAC system
· Physical barriers
Smoking is not allowed in work areas.

Medical Assistance and First Aid

Prompt emergency medical services and first-aid support will be provided to all personnel who are injured or become ill. First-aid supplies will be readily available and accessible in designated areas to all employees.
The Administrator will evaluate and periodically reevaluate information about job hazards, injuries, illnesses, and fatalities at the facility in order to keep this first-aid program up to date. The evaluation will include a review of the following information:

[Modify the following list as applicable to your facility.]

· Job hazard reports

· The annual OSHA Form 300 Illness and Injury Log and 301 Incidence Report

· Workers’ Compensation insurance carrier reports
· Near-miss  reports

· The latest Bureau of Labor Statistics (BLS) data for injuries and illnesses in the industry

· Estimates of the response times for emergency medical services for determining the proximity of such services in all work areas

· Reports and notes on observations of work activities

The Administrator will also consult with fire and rescue services and medical care professionals concerning the effectiveness of the first-aid program.
Disability Accommodations

Reasonable accommodations will be provided to qualified individuals with disabilities when such accommodations are necessary to enable them to perform the essential functions of their jobs or to enjoy the equal benefits and privileges of employment.
Types of reasonable accommodation. There are three types of reasonable accommodations that may be considered:

· Changes to the job application process so that a qualified applicant with a disability will receive equal consideration for the job opportunity;

· Modifications to the work environment so that the qualified individual with a disability can perform the essential functions of the job; or

· Adjustments that will allow a qualified individual with a disability to enjoy the same benefits and privileges of employment as other similarly situated employees without disabilities.

Qualified individuals with disabilities will not be placed in positions in which they will pose a direct threat to the health or safety of others or themselves. A direct threat means a significant risk to the health or safety of one’s self or others that cannot be eliminated by reasonable accommodation. The determination that an individual with a disability poses a direct threat will be made by [insert name] and will be based on factual, objective evidence. A written copy of the determination will be given to the employee so that he or she may submit additional information and/or challenge the determination that he or she poses a direct threat.

Inspections

Programs related to housekeeping will be regularly monitored to ensure a high standard of sanitation and safety in all work areas as well as to identify deficiencies. Regular inspections of work areas will be conducted to monitor hazards and ensure that housekeeping safe work practices are implemented.

The Administrator will develop housekeeping inspection schedules and checklists for each work area with specific hazards or work processes that differ from those found in the facility as a whole. 

Housekeeping checklist. Designees may use the attached Good Housekeeping Safety Checklist as a template for developing area-specific inspection schedules and checklists.

Frequency of Inspections

The frequency of inspections for each work area will be determined by identification of hazards and hazard control recommendations from hazard assessments, deficiencies identified in previous inspections, frequency of changes in work processes, and any other factors that may affect compliance with housekeeping requirements and policies.

At a minimum, inspections of all work areas will be conducted [insert minimum frequency]. Surprise inspections may be conducted at any time.

Inspection Documentation

Copies of inspection checklists or reports will be kept at [insert location]. Each report will be maintained for [insert period of time] after the date of the inspection.
Emergencies
Hazardous Chemical Spill Control

The Plan Administrator or designee will implement procedures for the cleanup of large and small hazardous chemical spills at the facility. Large spills will be managed according to the facility’s Spill Prevention Safety Plan.

Small Spills

The following procedure will be followed by all employees when a small chemical spill less than [insert maximum quantity] has occurred:

1. Notify [insert name].


2. If toxic fumes are present, secure the area (with caution tape or cones) to prevent other personnel from entering.


3. Deal with the spill in accordance with the instructions described in the material safety data sheet (MSDS) for the chemical.

4. Use the appropriate PPE.
5. Use absorbent material to wipe up greasy, oily, or other liquid spills.
6. Dispose of used absorbents properly and safely.

Security

The Administrator or designee(s) will define possible security breach scenarios that could threaten personnel, property, and operations. A follow-up physical security assessment will be done whenever new security issues are identified or existing security conditions change; when there are changes to the facility layout or infrastructure; when there are changes to security procedures; and when there is evidence that the current security measures are inadequate or deficient. The Administrator will use any lawful means to investigate a breach of security.
Reportable Incidents

Employees will report the following types of incidents to a supervisor:

· Bomb threats via telephone, e-mail, mail, etc., or actual bomb incidents

· Suspicious letters or packages that may contain biological agents or explosives

· Actual or suspected espionage or subversive activity

· Natural or man-made disasters

· Any acts of violence or threats of violence

· Theft or misappropriation of company assets

· Shortages of stored materials, especially hazardous materials, pesticides, fertilizer, etc.

· Loss, theft, or suspected theft of proprietary information; also, any inadvertent or unauthorized disclosure of proprietary data

· Any breach of the company’s contraband policy

· Criminal acts on company property, including gambling, and the possession or use of narcotics

· Damage to company property or an employee’s personal property while on company premises involving actual or suspected mischief, vandalism, or criminal negligence

· Attempts by persons to misrepresent themselves as employees or agents

· Any illegal action proposed by a purchasing agent or contractor representative

· Any breach of computer security

· Any intoxication
General Security Procedures

Employees who violate security rules are subject to discipline up to and including discharge.
The Administrator or designee will train employees regarding security matters such as evacuations, securing doors, and turning on alarm systems. Alarm systems will be periodically tested. Supervisors will be responsible for securing their areas at closing.

Employee responsibilities for security. Employees are expected to cooperate with any security-related investigation. Employees who fail or refuse to cooperate may be disciplined, which may include discharge. Any employee who provides false information or omits information during an investigation is subject to discipline, including discharge.
Workplace Violence

It is the organization’s goal to prevent incidences of violence in the workplace. Accordingly, the facility has adopted a workplace violence policy. See the Workplace Violence Policy for more information.
Accident Investigation

Any person who observes or causes a workplace injury or damage to property or equipment will immediately report such injury or damage to a supervisor.

If an employee sustains a work-related injury, the employee or a co-worker will immediately notify the supervisor of the work-related injury or illness, and the supervisor will ensure that  the injured or ill employee receives prompt medical treatment. The employee will complete the employee part of the Accident Investigation Report form. If the date and time of the injury or illness cannot be determined, such as an injury caused by cumulative or repeated stress, the date of the last time that the employee worked is entered on the form. See the Accident Investigation Report form.

Near-Miss Incident

The investigation procedures for near-miss incidents will follow an abbreviated outline derived from the Accident Investigation Report procedures. See the Near-Miss Investigation Report form.

Injury to Visitors

Injuries sustained by visitors at the facility must be reported to [insert name]. Injured visitors will be immediately provided medical treatment if necessary. The causes of injuries to visitors will be investigated through the same processes as an employee accident investigation.

Recordkeeping

Records will be kept of all injuries and illnesses according to OSHA recordkeeping requirements. In addition, records will be kept of all accidents and near misses, even if there are no injuries. Investigations will be conducted to discover proximate and root causes of accidents. Prompt changes will be made to eliminate any hazards discovered.

Attachments

Accident Investigation Report 110102
Computer Safety Checklist 116385
Good Housekeeping Safety Checklist 103879
Job Hazard Analysis Worksheet 110424
Near-Miss Investigation Report 110101
Office Ergonomics Best Practices 116386
Workplace Violence Policy  110483
