	SEKI JOB HAZARD ANALYSIS

	Job Description:  Office Work

	Date of last update:  11/08/03

	Division with primary responsibility for this JHA:  Fire and Aviation

	Last updated by:  Georgia Dempsey
	Reviewed by: Joel Metcalfe
	Approved by: Joel Metcalfe

	Required standards and general notes:
	Follow guidelines set up by the safety office regarding the use of ergonomic office equipment

	Required personal protective equipment:
	Recommends using ergonomically correct office equipment as outlined by the safety office

	Typical tools and equipment:
	Computers, chairs, computer mouse and pad; electronic equipment

	Activity
	Potential Hazards
	Safe Action or Procedure

	Working on the computer
	Ergonomic problems/injures to hands and wrist; poor posture due to slouching; electric shock
	Maintain proper work station setup and alignment with adequate illumination; use lights that feel good to the employee; Use adjustable chair as well as foot/wrist rests if necessary.  Take frequent breaks from the computer.  Practice stretching exercises throughout the day and relaxation techniques.  Stand up periodically to stretch out your torso and give your lungs more space.  Try to vary tasks so that you break up time spent typing on the computer; use monitors that are more eye-friendly;  Avoid using extension cords in place of permanent wiring.  Locate cords away from heat sources and protect them from abrasion, crushing or kinking.  Pull the plug on any electrical machine before working on it.  Do not touch appliances or machines while grounded or touching plumbing pipes or faucets.  See the JHG on lightning for further instructions regarding working around office equipment during storms.

	Walking to and from work station and other offices
	Injuries caused from slips, twists and falls
	Keep individual work and storage areas clean, orderly and free of tripping hazards.  Use hand rails and pay attention to where you are going and placing your feet.  Where shoes that are comfortable and user-friendly.

	Lifting
	Back injury
	Use proper lifting techniques; ask for help if load is too heavy and don’t try to move boxes that are beyond your capability; ask people who are packing boxes to pack things to a certain weight limit to avoid injury; reduce the weight by packing things into smaller parcels.  Use tools such as dollies and handcarts to your advantage.

	Storing Materials
	Falling objects and fire hazards
	Use suitable step stools or ladders to avoid lifting above shoulder height; avoid standing on unsafe surfaces to accomplish the same thing; Place objects far enough back on a shelf to avoid injuries from falling objects.  Don’t store papers, books or other heat sensitive items near heat sources.  Make sure hazmat materials are stored in an appropriate locker and are clearly marked w/ MSDS sheets readily available for employees to see.

	Personal Security
	Injuries caused from violent acts
	If you plan to work after hours, let someone know of your intentions.  Park your car in a well lit area if possible, or in a location where you can take advantage of the shortest route to and from the building.  Secure all doors after entering a building at night.  Regarding potentially dangerous employees at work:  Make sure that you document any behavioral problems that make you feel unsafe.  Bring these actions up to management staff.  If corrective actions are not taken, continue to go up the chain of command and involve the union or local police department if necessary.  No one should feel threatened at work and the management staff has a responsibility to make sure that we all have a safe place to work.  Make them aware of the problem.

	Working under Stressful Conditions
	A wide variety of stress related illnesses
	Incorporate healthy stress relieving techniques into your life; breaks and lunch periods can be used to take a walk, stretch, meditate, do mini yoga sessions, whatever works for you;   Use physical activity to help lessen stress; Try changing your perspective on things – sometimes the way we see things is what actually causes us stress;  Concentrate on the good things in your life; take a vacation!;  Schedule tasks that stress you out first thing in the morning so you get them over with and have a happier day to look forward to;  Do your personal best to “not sweat the small things”;  talk over problems as soon as they arise rather than letting them build up to the point that they are stressing you and others; try to eat healthy food and avoid caffeine as much as possible as it tends to accelerate feelings of stress;  if you feel overloaded, try and get help from someone or have projects prioritized so you only have to deal with the top thing on your list.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


