MAST

SAFE WORK PROCEDURE

	Job Name:

Offset Duplicator Operation-Maintenance (Tec-Voc)
	Facility:

Tec Voc High School
	Analysis By:

Ron Wiebe


General Notes: 

Personal Protective Equipment

	Ear plugs, vinyl gloves, apron/smock


Hazards Present

	Back/muscle injury due to lifting heavy paper stacks and packages


	Cutting, Slicing


	Hazards associated with mishandling of chemical products


	Pinching, Crushing


	


	


	


	


	Pinching, Crushing


	


	


	


	Pinching, crushing


	Puncturing


	Pinching, crushing


	


	


	


	Cutting, slicing


	Pinching, crushing


	


	


	


	Cutting, slicing


	Pinching, crushing


	


	


	


	Chemical spills, Slip hazard


	Pinching, crushing


	


	


	Noise


	Repetitive motion injury


	Fire


	Damage to clothing


	Slipping


Safe Work Procedure

	1
	Paper Handling
	Use appropriate lifting techniques for heavy boxes and paper stacks (i.e. lift with legs and knees, back straight)


	2
	
	Avoid sliding hands along edges of paper stacks or individual sheets


	3
	Handling cleaners, solvents, inks, preservative, lubricants, developers, spray powders, ink additives, etc.
	Adhere to WHMIS labels and data sheets related to specific products; many products require the use of gloves if sensitivity occurs or during prolonged use.


	4
	Feeder Operation and Maintenance
	Use appropriate set-up and adjustment for various paper sizes and weights


	5
	
	Avoid placing hands in feeder area while making set-up adjustments of side and rear guides


	6
	
	Do not replace sucker feet or turn off/on sucker tubes while machine is running


	7
	
	Do not place hands in feeder area or beneath sucker feet while machine is running


	8
	
	Check for clearance of feeders (tools, other People's fingers, etc) prior to running


	9
	Delivery Operation and Maintenance
	Use appropriate set-up and adjustment for various paper sizes and weights


	10
	
	Do not make any rear, side and forward guide or delivery wheel adjustments while the press is running


	11
	
	When removing press sheets, keep fingers and hands low and away from delivery gripper fingers


	12
	
	Check for clearance (tools, other People's fingers, etc.) prior to running


	13
	Cylinder Set-up and Maintenance
	Use appropriate set-up and adjustment for various paper sizes and weights


	14
	
	Use caution when making plate clamp adjustments keeping fingers away from tail clamp pins


	15
	
	When manually turning handwheel or mechanically jogging press to attach a plate or blanket, control advance of cylinders to prevent fingers from being trapped beneath fountain solution tray or other cylinders and gears


	16
	
	Do not attempt to clean cylinders while press is running


	17
	
	Use caution when using a rag to clean cylinders by ensuring that rag corners or fingers do not become trapped between cylinders or gears


	18
	
	Check for clearance of (tools, other People's fingers, etc) prior to running


	19
	
	Use caution when handling metal plates; avoid sliding hands along sharp edges and corners


	20
	Inking System Operation and Maintenance
	When manually turning handwheel or mechanically jogging press for cleaning, maintenance or adjustment of ink rollers control advance of rollers to prevent fingers from being trapped between rollers


	21
	
	Use caution when using a rag to clean rollers as corners of rag and fingers may become trapped by rollers


	22
	
	Ensure press has stopped before removing or adjusting ink rollers


	23
	
	Check for clearance of (tools, other People's fingers, etc) prior to running


	24
	
	Use caution when cleaning and handling ink fountain as the ink fountain blade is sharp


	25
	Water Fountain System Operation and Maintenance
	When manually turning handwheel or mechanically jogging press for cleaning, maintenance or adjustment of water rollers, control advance of rollers to prevent fingers from being trapped between rollers


	26
	
	Use caution when using a rag or pad to clean rollers as corners of rag and fingers may become trapped by rollers


	
	
	Ensure press has stopped before removing or adjusting water rollers


	28
	
	Check for clearance of (tools, other People's fingers, etc) prior to running


	29
	
	WHMIS precautions to be followed, as well, handling of fountain solution bottles and trays may cause spills which should be cleaned up to avoid a slipping hazard


	30
	Printing
	Check for clearance of (tools, other People's fingers, etc) prior to running


	31
	
	Always stop the press to remove paper jams


	32
	
	Tie back long hair, do not wear loose clothing or jewelry, which may become trapped in machinery


	33
	
	Most small presses typically run at less than 85 Dba and short term exposure is not considered hazardous; however, over periods of extended use (i.e. Days, weeks, years) daily use of ear plugs is recommended to reduce the risk of cumulative damage


	34
	
	Manual turning of the handwheel on a small press can cause strain to arm joints; use techniques which do not place excessive strain upon wrists, elbows and shoulders


	35
	
	Fireproof containers for solvent soaked rags


	36
	
	Wear protective smock or apron, good housekeeping (i.e. clean up ink and spills from working surfaces


	37
	
	Good housekeeping, clean-up of liquid spills and paper


END OF SAFE WORK PROCEDURE
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