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OFFICE SAFETY — COMMON SENSE

There are a number of safety problems common to most workplaces and job sites that can be solved with a little common
sense. Planning and thinking ahead can help eliminate most of these hazards. Take a close look at your workplace with
these suggestions in mind.

Eliminate junk piles. Organize a clean up program to remove trash, broken parts, and scrap from work areas, walkways,
storerooms, and neglected corners. Look for materials that have been stacked improperly. An unstable stack is a real
danger to anyone who may be near if the material suddenly falls.

Make sure all electric power tools are grounded. Protect yourself from electric shock by using tools with three-prong plugs,
a ground-fault system or double insulation. Never cut off the ground plug on a three-prong plug. Check electrical cords and
wires for any damage. Guard power tools and moving machine parts. Tools and equipment should never be operated with
the guards or shields removed.

Inspect portable ladders to make sure they are secure and don't shake or wiggle. Nonslip feet are a must. If a ladder
seems weak, get rid of it — don't let others use a defective ladder. Mark it defective and throw it away.

Fire extinguishers are a must and should be mounted properly, readily accessible, and in working order. Check fire
regulations to make sure they are properly placed and the right type for your work area. When was the last time your fire
extinguishers were tested? Extinguisher inspections should be made regularly then tagged to show when and who
performed the tests.

Exits should be clearly marked with easy to read signs place above the doors. Signs with arrows should also be used to
guide people to the exit if the layout of the workplace is confusing to those unfamiliar with your facility. llluminated signs
should be kept in working order at all times. Don't block exits or signs with vehicles or material. Put rails on all stairways.
The stairs themselves should be in good shape with nonskid treads. Repair those that are damaged or chipped. Lastly,
remember to wear PPE as necessary. Conduct safety meetings regularly and stress the importance of safety in your
workplace.
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Notes & Suggestions

Filling Instructions: Copies of this “Tailgate Talk” should be filed in employer’s safety training records and cross-

referenced in each employee safety-training file. This is intended as a guide only- all rights reserved.



