
OFFICE SAFETY

Let’s keep each other safe in our office!
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This company is committed 
to:

Providing a safe and healthy 
workplace and working 

environment for our 
employees.

Everyone working at this company is expected to read and
adhere to the principles, procedures and safety approaches
outlined in this booklet. These booklets are available from
HR at each Service Location.
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Where this booklet can help:

• Orientation of new employees to create awareness 

of employee well-being and safety at the office

• Introducing temporary workers at the office to the

ways in which workplace safety is ensured at the

office.

• It can be a basis of a quarterly quick safety check

around the office to identify areas for improvement.
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SAFETY AND THE ROLE OF THIS COMPANY

• Train everyone in the principles and procedures around 
safety, security and health in the workplace

• Do risk assessments 
of all work and 
processes to 
identify the 
potential hazards to 
health and security.

• Provide and maintain a safe and healthy working 
environment for employees

• Manage and 
mitigate any safety, 
security and health 
risks identified

This company is responsible for a number of actions and 
activities to provide a safe and healthy workplace and working 
environment for our employees.

• Ensure that regular evacuation exercises are performed to 
ensure employees are practiced in quickly leaving the 
building and have readiness for dealing with an emergency.
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STAY SAFE AND KEEP YOUR COLLEAGUES SAFE 

• Become and stay familiar with the contents of this safety 
booklet

• Obey safety rules posted on notice boards or when there is a 
fire drill.

• Report dangerous situations and warn colleagues to avoid 
dangers to their health and safety.  

• Report injuries sustained while at the premises on the same 
day that it occurs 

• Address dangerous  behaviors of others! It is your job to help 
your fellow employees remain safe.

• Avoid harmful situations or conditions for yourself or 
anyone else (Health & safety)

• Do not engage in teasing or engage in boisterousness in the 
workplace. This can easily lead to unsafe conditions and a 
safety incident. 

For safety to work well it is important for everyone to adhere to 
the safety rule and procedures and it is also important for 
everyone to remain watchful and report hazardous situations and 
also address hazardous behavior in others. That way everyone 
goes home injury-free at the end of every day. 
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SAFE WORK AREAS

Work areas consist out of the desks or working surfaces and the 
chairs where employees typically perform work. It may also 
include other furniture like filing cabinets and bookshelves. 

These principles apply when it comes to the set-up and 
environment around an employee’s work area:

❑ Ensure that the set-up reduces excessive bending and 
stretching by the employee.

❑ Good housekeeping is essential. This means keeping your 
work area tidy and free of items that are not needed at the 
moment that you are working on a specific activity. Do not 
store items on your desk top. If you work with many 
documents and items that can be considered confidential, 
ensure you lock these up when you are not in your office and 
that you leave your desktop in a clean and clutter-free state. 

❑ Never store items on top of cupboards. These items could be 
a falling hazard especially in environments where earthquakes 
could occur.

❑ Never leave desk and/or filing cabinet drawers open.

Unsuspecting people walking into drawers left open can 
sustain serious injuries. Protect your fellow-workers and 
keep your work area free of safety hazards for your own 
safety and also the safety of others. 
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CHAIRS AND  DESKS/WORKING SURFACES

It is important that your chairs, desks and computer/laptop 
and monitor set-up is ergonomically right for your comfort and 
health. If you are unable to adjust your own chair or desk ask 
for help.

• Your chair should provide good lower back support

• Adjust your seating position and your chair so that your 
knees and hips are level.

• Chairs on castors must have 5 legs to avoid the risk of 
tipping over when you move it.

• Adjust the height of your desk and/or your chair to make 
sure you can comfortably sit and work at your desk.

• Never stand on the chair to reach anything, particular if the 
chair has wheels or is of the swivel kind.

• Never push a chair on castors while an employee is sitting 
in the chair.
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COMPUTER/LAPTOP AND SCREEN SETUP

• A badly positioned computer/laptop and monitor not only 
makes someone unproductive, it also causes discomfort.

• If the monitor is badly positioned the user will probably 
suffer eyestrain, headaches, stiff neck and shoulders, and 
backache.

• The monitor should be placed directly in front of the user 
to optimize a visual range of 30 degrees in any direction.

• The screen should be 45-60 cm away from the employee’s 
eyes.

• The top of the monitor should be at eye level to avoid neck 
strain.

• The keyboard should be directly in  front of the user.

• The computer user’s elbows should be bent at a 90 degree 
angle when sitting at the desk or work surface.

• The back of the keyboard should be slightly elevated to 
allow the user’s wrists to be in a neutral position.

• The screen should be positioned at right angles  to                                                                
the window to avoid glare.

• If you need help with checking on your set-up or adjusting 
it do request support from HR or Facilities support 
personnel.
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STACKING AND STORAGE

Safe stacking and storing of items means that the stored items do 
not stop you from leaving the building fast (in case of an 
emergency).  And it also does cause you to trip over things as you 
move around the office plus nothing could possibly fall on you as
you walk past.

• Make sure that lighter objects are stored in the top part of a 
filing cabinet and the heavier objects in the bottom drawer to 
avoid it tipping over.

• Boxes, files and other heavy articles must not be stacked on 
top of cabinets, cupboards or window sills.

• Keep passages clear and fire fighting equipment 
unobstructed.

• The shortest path from your seat to the shortest exit route (in 
case of an evacuation) should always remain unobstructed 
and should leave a walking space of at least 90 cm wide.





17

FILING CABINETS

Even though most offices have converted to digital storage of 
documents and commercial agreements, many official and 
governmental organizations still require a hard copy of 
certain documents to be filed. This means many offices are 
not yet free of filing cabinets. If you are still using a filing 
cabinet, the following tips may save you and fellow-
colleagues from injury and harm.

• Close the drawers! An open drawer can cause an injury to 
someone walking by not expecting an obstacle. An open 
drawer can also cause instability of the filing cabinet and 
cause it to tip over. This could especially be true if heavy 
files/objects are kept in a top drawer. 

• Don’t open all the drawers at the same time – this may 
cause instability in the balance of the filing cabinet and 
again the filing cabinet can tip over.

• Use the handle to close the drawer to avoid hurting
yourself as you close it.
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LIGHTING

There should be enough light in your work area to see what 
you are doing or to successfully avoid falling over things 
when you walk around the building. Too much light can 
cause eye fatigue especially when it reaches your eyes as a 
glare such as from a monitor that is set too bright or the 
sun or other lights reflecting into your face from another 
direction.

• Ensure that the lighting in your work area is 
environmentally friendly. This means the bulb is a low-
energy bulb and/or your light is turned off (where 
appropriate) when nobody is present in your office. 

• Eliminate glare and reflection by changing the orientation 
of your computer/laptop or monitor to avoid any glare or 
reflection of light into your eyes while you are working. 

• Watch out for glare from old-style pc screens or 
monitors! If you have a monitor that produces excessive 
glare, ask for a glare protector or consider turning down 
the brightness of your monitor. 
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SAFETY AND ELECTRICITY AROUND THE OFFICE

Cords can be a major tripping hazard and can also pose an 
electrical shock hazard. Pay special attention to the cords used at 
your work station and make sure they are neatly tucked away.

Cables lying around on the can cause people to trip and fall and 
cords and cables lying around on working surfaces can cause a 
hassle as it would be harder to find and reach items needed to 
complete a task. Ask for support from Facilities to tie-back lose 
cables or otherwise tidy up a potentially dangerous environment 
due to loose cables. 

If there are untidy cables or cords in your environment, it is your 
responsibility to get them tidied up and safe. If someone else has 
loose cables, tell them about the dangers it could pose.

Do not overload electricity supply points. Ask for additional 
electrical points to be installed when needed.

Do not use taped joints to connect cables or cords since they 
don’t have sufficient insulation or protection from liquids. 

Do carry out your own visual inspections of wall sockets and cords
(cables)  and get them replaced as necessary.

Look out for:
• Physical damage to cables/cords
• Damage to the electrical wall sockets
• Insecure connections to the socket
• Do switch off equipment before unplugging and before 

cleaning
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OFFICE SECURITY

The security of your personal items and company equipment and 
property is up to you when you leave your office.  While it is 
comforting to think of others as trustworthy and reliable, it is 
better to be safe than to be sorry after an article or equipment 
has gone missing. Always secure your personal valuables when 
you are leaving your office for a while. Some additional points to 
consider:

• Look after your visitors and sub-contractors/vendors to 
ensure their personal items are safe and also do not leave 
them alone in an office where confidential information may 
be on display.

• Remember to change your computer/laptop passwords on a 
regular basis and don’t leave a laptop/mobile/tablet behind in 
an empty office or a deserted part of the building

• Your filing cabinets should be locked when you are leaving 
your office for a while– confidential information should not be 
easily accessible to others. 

• Don’t let strangers in when you come through the employee 
entrance and watch out for anyone tailgating when you enter. 

• Respect inspection requests by security staff at company 
entrances.
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SLIPS, TRIPS AND FALLS

Prevent slipping, tripping or falling by remembering the 
following:

• Do not allow cabling to create a tripping hazard.

• Clear up spilled liquids and food immediately.

• Do not block passageways with furniture, boxes or other 
items.

• Keep office areas clean.

• Keep stacking and storage areas free from obstacles 
especially around walkways.

• Don’t run, walk – it is safer!

• Do not carry items that block your view as you walk.

Watch out for:

• Worn or loose carpets;

• Broken stair tread edges;

• Anyone else who is clearly not paying attention to his/her 
whereabouts as they walk – warn them about the danger 
of the behavior;

• Chipped floorboards and tiles;

• Watch where you walk! (especially in high heels!);

• Pick up objects that fall - pencils etc
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STAIRS

Stairs can pose tripping and falling hazards and a fall from 
stairs can cause serious injuries if not death. It is important to 
remain conscious of your surroundings when you are using 
stairs and also to watch out for the potential hazards that can 
be caused by others, who may not be paying attention while 
using the stairs. 

- Don’t read or type on your mobile/tablet while walking!

- Take one step at a time

- Don’t run up or down

- Don’t jump down from stairs

- Don’t load your arms so full of materials that you can’t see 
the stairs or where you are going

- Keep one hand on the handrail

- Don’t congregate in groups on stairs or landings, which 
can obstruct others who wish to pass

- Make sure the lighting in stairwells is bright enough so 
people using the stairs remain safe. 
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LOOK AFTER YOUR HANDS

People working in offices often sustain injuries on their hands. 
Cuts, broken nails or nailbeds, scrapes, and sprains are very 
common. You use your hands for several activities each day 
and temporary or permanent disability in your ability to use 
your hands can have a big impact on your life. 

• When you stick your hands into your drawers – what will 
they come into contact with? Sharp objects? Be careful. 
Look first!

• When you handle papers and staplers – be careful of 
papercuts and injuries from staples. Use proper staple 
removers instead of nails to remove staples from stacks of 
papers.

• Keep sharp objects in safe containers to avoid an accidental 
injury.

• Pick up broken glass with a broom and dust pan, not your 
hands. Wrap any broken glass pieces in thick paper and 
mark it so that the cleaning staff will know what it is. Slivers 
of glass should be picked up with a damp paper towel -
discard paper towel
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BE KIND TO YOUR EYES

Injury to your eyes can come from many sources. In office 
environments eyes are most often injured by the way we use 
computers, laptops and monitors and the way our workspace 
is lit.  Heeding the following advice may help you avoid injury 
or strain to your eyes. 

• Don’t rub your eyes if you have any chemical substance on 
your hands. This could include hand creams or domestic 
cleaning liquids such as often found in office kitchens. 

• Watch where you are walking to avoid colliding with 
corner cabinets and doors. 

• Give your eyes a rest on a regular basis if you are looking at 
a computer or laptop monitor for longer periods of time 
every day. 

• Do eye-exercises to focus near and far and roll them 
around in your eye-sockets during a short break at least 
every hour of monitor-based work
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KITCHEN/CANTEEN AREA

The kitchen area can pose many slippage and falling hazards, but 
spoiled food can pose additional hazards. 

• Clean up after yourself – wipe up anything you spill, discard 
disposable packaging and holders and leftover food in the proper 
containers.  

• Avoid leaving food bowls or liquid containers next to you on the 
floor that could trip up someone else.

• Don’t stack up your tray too much – the weight could unbalance 
you and falling objects from your tray could be a hazard.

• Watch out for someone carrying a tray – it is easier for your to 
move out of the way than the carrier of a tray.

• Don’t block entrances or exists when lining up in the canteen area.

• Apply caution when using electrical appliances – electricity 
hazards, avoid burning injuries if you are making use of a 
microwave oven or an oven at the office.

• Be careful with broken glasses – as discussed in the Hands section 

• Leave kitchen and canteen in a clean and tidy state to avoid any 
dangers to others or damaging the reputation of the office/group 
using that facility
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FIRST AID BOX

The First Aid box contains plasters, bandages and other 
items that can treat slight injuries. Serious injuries typically 
require more specialized medical treatment i.e. treatment at 
a hospital. 

• Make sure you know where the box is.

• Ask for help if you get injured

• Call an emergency number if it is serious!

• Ensure the location’s first aid box is well stocked and 
check it on a regular basis – at least twice a year.

• Ensure each location has a minimum number of people 
with first-aid knowledge to assist in case of light injuries 
or sudden illness at the location

• Ensure the location of the first aid box is well-
communicated throughout the site





34

Do you know how to get there?

FIRE DRILLS 

When the fire alarm activates, promptly proceed to the nearest 
exist, avoiding elevators and heading towards the pre-arranged 
gathering point for your office location/floor/building. 

Look for the evacuation plan for your office/facility. Identify 
your office or workplace and trace the shortest route from 
there to the gathering point. Also make sure you know where 
the nearest exists are from the restrooms and meeting rooms 
where you may be present if a fire alarm is sounded. Ask your 
HR Representative if you are unsure about the evacuation 
procedure at your facility/office. 



35



36

Important phone numbers


