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SAFE WORK PROCEDURE

	Job Name:

General Office Duties (LSD)
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MAST
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General Notes: 

Personal Protective Equipment

	Suitable footwear, avoid loose fitting clothing, dangling jewellery


Hazards Present

	Electrical shock


	Burns


	Clothing caught in moving parts


	Fingers getting caught in moving parts


	Back strain


	Muscle strain, tendonitis, Carpal Tunnel Syndrome


	Verbal abuse


	Physical abuse


Safe Work Procedure

	1
	Use of office equipment
	Familiarization of equipment use, unplug when cabinets are open, do not use if damage is noticed


	2
	
	Ensure machine is cool before opening cabinets


	3
	
	Keep cabinets closed while machine is in use, do not wear loose clothing


	4
	
	Keep cabinets closed while machine is in use, do not touch moving parts


	5
	Lifting/moving equipment
	Use proper lifting technique, get assistance for heavier objects


	6
	Repetitive movements (typing)
	Sit with good posture, rest arms at front of keyboard, take a break if straining is evident, inform supervisor of any discomfort


	7
	Public/employee concerns
	Do not argue with irate person, move away, suggest person talk to another staff member, ask person to return later, report incident to supervisor


	8
	
	Request assistance, escape to safe area, call police, lock door after hours
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