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Commitment to Safety

 recognizes that our people drive the business. As the most critical resource, employees will be safeguarded through 
training, provision of appropriate work surroundings, and procedures that foster protection of health and safety. All 
work conducted by ’s employees will take into account the intent of this policy. No duty, no matter what its perceived 
result, will be deemed more important than employee health and safety.

 is firmly committed to the safety of our employees.  We will do everything possible to prevent workplace accidents 
and we are committed to providing a safe working environment for all employees. 

We value our employees not only as employees but also as human beings critical to the success of their family, the 
local community, and . 

Employees are encouraged to report any unsafe work practices or safety hazards encountered on the job.  All 
accidents/incidents (no matter how slight) are to be immediately reported to the supervisor on duty.

A key factor in implementing this policy will be the strict compliance to all applicable federal, provincial and local 
standards, and company policies and procedures.  Failure to comply with these policies may result in disciplinary 
actions.

Respecting this,  will make every reasonable effort to provide a safe and healthful workplace that is free from any 
recognized or known potential hazards.  Additionally,  subscribes to these principles:

1. All accidents are preventable through implementation of effective Safety and Health Control policies and 
programs.

2. Safety and Health controls are a major part of our work every day.

3. Accident prevention is good business.  It minimizes human suffering, promotes better working conditions for 
everyone, holds  in higher regard with customers, and increases productivity.  This is why  will comply with all 
safety and health regulations which apply to the course and scope of operations.

4. Management is responsible for providing the safest possible workplace for Employees.  Consequently, 
management of  is committed to allocating and providing all of the resources needed to promote and effectively 
implement this safety policy.   

5. Employees are responsible for following safe work practices and company rules, and for preventing accidents and 
injuries.  Management will establish lines of communication to solicit and receive comments, information, 
suggestions and assistance from employees where safety and health are concerned.

6. Management and supervisors of  will set an exemplary example with good attitudes and strong commitment to 
safety and health in the workplace.  Toward this end, Management must monitor company safety and health 
performance, working environment and conditions to ensure that program objectives are achieved.

7. Our safety program applies to all employees and persons affected or associated in any way by the scope of this 
business.  Everyone’s goal must be to constantly improve safety awareness and to prevent accidents and injuries.

Everyone at  must be involved and committed to safety.  This must be a team effort.  Together, we can prevent 
accidents and injuries.  Together, we can keep each other safe and healthy in the work that provides our livelihood. 

President Risk Manager
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Prepared by TPG Insurance Services
This Return to Work Policy is a guideline. It does not address potential compliance issues with Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to be exhaustive or 
construed as legal advice. Consult your licensed commercial Property and Casualty representative at TPG Insurance Services or legal counsel to address possible compliance requirements. © 2000, 
2013 Zywave, Inc. All rights reserved.

POLICY

Return to Work
 

PURPOSE
This policy is in place to ensure  provides meaningful work activity for employees who are temporarily unable to perform all, or portions, 
of their regular work assignments or duties. This policy applies to employees suffering from either work or non-work related injury or 
illness. The goal is to allow valued company employees to return to productive, regular work as quickly as possible. By providing 
temporary transitional or modified work activity, injured employees remain an active and vital part of the company. Studies show that a 
well-constructed Return to Work Policy reduces lost time days, allows workers to recover more quickly and makes for a more positive 
work environment.

SCOPE
All active employees who become temporarily unable to perform their regular job due to a compensable work related or non-work 
related injury or illness may be eligible for transitory work duties within the provisions of this program. Return to work tasks may be in 
the form of:

- Changed duties within the scope of the employee’s current position

- Other available jobs for which the employee qualifies outside the scope of his or her current position

- An altered schedule of work hours

DEFINITIONS
- Transitional duty is a therapeutic tool used to accelerate injured employees’ return to work by addressing the physical, emotional, 

attitudinal and environmental factors that otherwise inhibit a prompt return to work. These assignments are meant to be temporary 
and may not last longer than 90 days, though  permits multiple 90-day assignments back-to-back if it is medically warranted.

- Alternate duty is a part of ’s Return to Work Policy that is designed as a placement service for individuals who have reached 
maximum  medical improvement and are still unable to perform the essential functions of their pre-injury job. 

APPLICABILITY
Length of Duty

- If work is available that meets the limitations or restrictions set forth by the employee’s attending practitioner, that employee may 
be assigned transitional or modified work for a period not to exceed 90 days. Transitional or light duty is a temporary program, and 
an employee’s eligibility in these reduced assignments will be based strictly on medical documentation and recovery progress.

Daily Application

- An employee’s limitations and restrictions are effective 24 hours a day. Any employee who fails to follow his or her restrictions may 
cause a delay in healing or may further aggravate the condition. Employees who disregard their established restrictions, whether 
they are at work or not, may be subject to disciplinary action up to and including termination.

Qualification

Transitional or modified duty will be available to all employees on a fair and equitable basis with temporary assignments based on skill 
and abilities. Eligibility will be based upon completion of the Return to Work Evaluation Form by the

Location:

Effective Date: 

Revision Number:1
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Prepared by TPG Insurance Services
This office ergonomics safety policy is a guideline only. It may not prevent all injuries from occurring. It does not address potential compliance issues with Federal, State or local OSHA or any other 
regulatory agency standards. Nor is it meant to be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty representative or legal counsel to address possible 
compliance requirements. © 2008 Zywave, Inc. All rights reserved.

POLICY

Office Ergonomics
 

Purpose
This policy establishes how  will enhance employee comfort and well-being by identifying and correcting ergonomic risk factors on the 
job. 

Scope
This policy applies to all  employees who are exposed to ergonomic risk factors.

Reference
This procedure is developed in accordance with OSHA recommendations regarding ergonomics and the OSHA General Duty Clause.

Responsibilities
The following responsibilities apply to various levels within the company. 

Senior management will: 

- Require the full application and integration of this policy into daily operations, as applicable, in all areas of responsibility and with all 
direct reports  

- Assess managers and supervisors on their ability to apply this policy in their areas of responsibility

The Safety Administrator will administer all aspects of this policy to include: 

- Maintaining and updating the written program as required

- Coordinating training for affected employees

- Providing necessary technical assistance to managers and supervisors

- Periodically assessing the effectiveness of this program and its implementation in all affected areas of the company 

Managers and supervisors will: 

- Know how this policy applies to those areas under their direct control 

- Integrate and enforce the provisions of this policy in their areas of responsibility 

- Periodically audit the effectiveness of this policy in their areas of responsibility 

- Coordinate training for affected employees 

- Provide appropriate coaching and corrective action when necessary to ensure this policy is fully integrated

All affected employees will: 

- Integrate the provisions of this policy into their daily activities as applicable 

- Follow all training, instructions and directives relative to this policy

- Seek clarification whenever there are questions concerning the application of this policy into daily operations 

This is a sample document provided by TPG Insurance Services
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Prepared by TPG Insurance Services
This Email/Internet Security and Use Policy is a guideline. It does not address potential compliance issues with Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to 
be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty representative at TPG Insurance Services or legal counsel to address possible compliance 
requirements. © 2003, 2009, 2011 Zywave, Inc. All rights reserved.

POLICY

General Email/Internet 
Security and Use
 

Purpose
The  General Email/Internet Security and Use Policy forms the foundation of the corporate Information Security Program. Information 
security policies are the principles that direct managerial decision making and facilitate secure business operations. A concise set of 
security policies enables the IT team to manage the security of information assets and maintain accountability. These policies provide 
the security framework upon which all subsequent security efforts will be based. They define the appropriate and authorized behavior 
for personnel approved to use  information assets.

Applicability
The  General Email/Internet Security and Use Policy applies to all employees, interns, contractors, vendors and anyone using  assets. 
Policies are the organizational mechanism used to manage the confidentiality, integrity and availability issues associated with 
information assets. Information assets are defined as any information system (hardware or software), data, networks and components 
owned or leased by  or its designated representatives.

General Policies
All employees, contractors, vendors and any other person using or accessing  information or information systems must adhere to the 
following policies.

- All information systems within  are the property of  and will be used in compliance with  policy statements.

- Any personal information placed on  information system resources becomes the property of .

- Any attempt to circumvent  security policy statements and procedures (i.e., disconnecting or tunneling a protocol through a firewall) 
is strictly prohibited.

- Unauthorized use, destruction, modification and/or distribution of  information or information systems is prohibited.

- All users will acknowledge understanding and acceptance by signing the appropriate  policy statements prior to use of  information 
assets and information systems.

- At a minimum, all users will be responsible for understanding and complying with the following policy statements:

 General Security Policy

 System Security Policy

 Desktop Service Security Policy

 Internet Acceptable Use Policy

 Personal Equipment Policy

 Virus, Hostile and Malicious Code Policy

- All users will report any irregularities found in information or information systems to the IT team immediately upon detection.

Location:

Effective Date: 

Revision Number:1
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Prepared by TPG Insurance Services
This drug-free workplace policy is a guideline to reduce substance abuse in the workplace. It may not prevent substance abuse from occurring. It does not address potential compliance issues with 
Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty 
representative at TPG Insurance Services or legal counsel to address possible compliance requirements. © Zywave, 2001, 2013-2014 Inc. All rights reserved.

POLICY

Drug-free Workplace
 

Purpose
 recognizes that employees are our most valuable asset, and the most important contributors to our continued growth and success. We 
are firmly committed to the safety of our employees.  will do everything possible to prevent workplace accidents and is committed to 
providing a safe working environment for all employees.

To further this goal,  has developed a Drug-free Workplace Policy effective . The program will consist of three components: Post-Offer 
Drug/Alcohol Screen, Reasonable Cause Drug/Alcohol Screen and Post-Incident Drug/Alcohol Screen. This policy applies to all 
candidates for employment as well as all current employees. This policy also serves to reinforce the ’s intolerance for illegal drug use 
and working under the influence of alcohol.

Post-Offer Testing  
 believes accident prevention and a safe work environment begin with hiring. As such, all applicants offered employment will be 
required to undergo a Drug/Alcohol Screening. Employment is conditional on the results of the Drug/Alcohol Screen.

Procedure  
Any applicant the Company hires will be directed to the proper clinic, at Company expense, to undergo a Post-Offer Drug/Alcohol 
Screen. The clinic will release the results to the Human Resources Manager, who in turn will notify the candidate of the results.

The test will consist of a breath alcohol test along with a urine analysis test for any non-prescribed illegal substances listed in Exhibit ‘A’ 
below.

Consequence  
In the event the drug test comes back positive, the Medical Review Officer (MRO) will review the report and contact the applicant to 
determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive. The MRO will 
determine if the applicant will be re-tested. If any applicant tests positive with a blood alcohol level exceeding .02 or any non-prescribed 
illegal substance listed in Exhibit ‘A’,  will withdraw their offer of employment. If any applicant refuses to submit to the tests, the offer will 
be withdrawn.

Reasonable Cause
 reserves the right under all applicable laws to test any employee for alcohol and illegal drugs if the employee shows cause. 
Management, supervisors and lead personnel have been trained to identify symptoms of being under the influence of illegal drugs or 
alcohol.

Procedure  
If a supervisor, manager or lead person identifies a problem, they will ask another supervisor/manager/lead person to confirm the 
reasonable cause. Both persons will then individually fill out a Reasonable Suspicion Report. After filling out the report and it is decided 
jointly that reasonable suspicion still exists, the employee will be escorted to a private area where the supervisor/manager/lead person 
will speak to the person confidentially. The employee will be given a chance to explain. If, after the explanation the supervisor/ 
manager/lead person believes the employee is unfit to perform his or her duties and reasonable suspicion for use of illegal drugs or 
alcohol still exists, the employee will be asked to go for a test. They will then be transported by  to our designated testing facility.

Location:

Effective Date: 

Revision Number:1
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Provided by TPG Insurance Services

This Risk Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. 
© 2010 Zywave, Inc. All rights reserved.

Even the smallest error can have 
serious consequences. Architects and 
engineers should protect themselves 
with professional liability coverage 
and by using effective risk 
management techniques.

Architects and Engineers: Errors and 
Omissions
In your field, you are expected to provide quality services 
and produce error-free work on a daily basis. Such 
precision is obviously important in such a highly skilled 
industry, but despite your best intentions, mistakes or 
misjudgments are bound to occur. Unfortunately, when 
they do, even the smallest error can have serious 
consequences. Clients could sue you or your company, 
and in addition to paying to defend yourself in court, you 
would also be responsible for potentially extensive 
restitution costs if found at fault. If you fail to protect 
yourself against this liability, the consequences for your 
business could be financially devastating.

Professional Liability Coverage
First and foremost, architects and engineers can protect 
themselves with professional liability insurance coverage. 
In the event of a claim, this policy will cover the cost of 
defending you in court and any monetary damages 
awarded to the claimant if you are found at fault.

However, just purchasing coverage is not enough. You 
will also need to engage in effective risk management as 
well as report claims on first knowledge. Reporting and 
responding to claims immediately by developing an 
appropriate response plan can ensure that you have the 
best chance of a favorable outcome.

Quick Response Plan
Your best risk management defense is to craft a very 
specific plan for responding to errors and omissions 
(E&O) claims. The following elements should be 
addressed in your plan:

 Report the claim to your insurer as soon as possible 
and in accordance with the requirements of your 
policy. Does the company accept a verbal 
notification, or are your required to notify in writing?

 Contact your legal counsel and request that they 
represent you in the claim. You should determine 
who this is before a claim occurs. Your insurer may 
provide you with someone, otherwise look for one 
who has experience with E&O claims in your 
industry.

 Visit the project site as soon as possible after the 
claim. Often, it is smart to document relevant 
conditions and gather information. Consider 
gathering documents, taking notes and 
photographing anything relevant to the claim. When 
possible, this should be done in the presence of your 
insurer or legal counsel.

 Identify or hire an expert. The claimant will generally 
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Office Inspection

Inspector(s):      

     

     

     

Date:      

To help ensure your office operates properly, routine office inspections should be conducted regularly.

Work Environment YES NO COMMENTS
Are all work areas clean, sanitary and orderly?      

Is there adequate lighting?      

Do noise levels appear high?      

Is ventilation adequate?      

Are machines around workspaces properly guarded?      

Is there easy access to telephones in case of an emergency?      

Is the thermostat set to a comfortable temperature?      

Is the office humidity too high or low?      

Walking/Working Surfaces YES NO COMMENTS
Is there loose material, debris, worn carpeting?      

Are aisles free of stored material that may present trip hazards?      

Are tile floors in places like kitchens and bathrooms free of water and 
slippery substances?      

Are carpet and throw rugs free of tears or trip hazards?      

Are pits and floor openings covered or otherwise guarded?      

Are standard guardrails provided wherever aisle or walkway surfaces 
are elevated more than 48 inches above any adjacent floor or the 
ground?
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This Cyber Risks & Liabilities document is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for 
appropriate advice. © 2012-2014 Zywave, Inc. All rights reserved.

   Understanding and Preventing Data Breaches
What do Target, Nieman Marcus and Apple have in 
common? All these companies were victims of a data 
breach in 2013, totaling millions of stolen records that 
include personal information such as Social Security 
numbers, credit card numbers and bank account 
numbers.

If your company handles critical assets such as 
customers’ personal data, intellectual property or 
proprietary corporate data, you are at risk of a data 
breach. It doesn’t matter if you are a Fortune 500 
company or a small “ma and pa” shop—cyber thieves 
are always looking for their next score. It is often 
assumed that smaller businesses can escape attention 
from cyber crooks, but according to Verizon 
Communication’s 2013 Data Breach Investigations 
Report, 31 percent of data breaches were at companies 
with 100 or fewer employees. No company of any size is 
completely safe from a data breach.

Data Breach Basics
A data breach is an incident where private data is 
accessed and/or stolen by an unauthorized individual. 
Data can be stolen by a third party, such as a hacker, or 
by an internal actor (perhaps a disgruntled or recently 
fired employee).
According to the Ponemon Institute’s Cost of Data 
Breach Survey, the average per record cost of a data 
breach was $201 in 2013, and the average 
organizational cost of a data breach was $5.9 million.

Data Breach Prevention Techniques 
To reduce the chance for a data breach, it is wise to 
develop an IT risk management plan at your 
organization. Risk management solutions should 
leverage industry standards and best practices to assess 
hazards from unauthorized access, use, disclosure, 
disruption, modification or destruction of your 

organization’s information systems. Consider the 
following when implementing risk management 
strategies at your organization:

 Create a formal, documented risk management 
plan that addresses the scope, roles, 
responsibilities, compliance criteria and 
methodology for performing cyber risk 
assessments. This plan should include a 
description of all systems used at the 
organization based on their function, the data 
stored and processed and importance to the 
organization.

 Review the cyber risk plan on an annual basis 
and update it whenever there are significant 
changes to your information systems, the 
facilities where systems are stored or other 
conditions that may affect the impact of risk to 
the organization.

Not all companies have the resources to create and 
implement a fully customized plan. However, there are 
many simple, cost-effective steps any business can take 
to help prevent a data breach.

 Never give sensitive information like Social 
Security numbers or credit card numbers out 
over the phone unless you can verify the 
identity of the person on the other line.

 Shred all credit reports and other sensitive data 
before disposal.

 Educate employees about phishing and 
pharming scams. Remind them not to click on 
anything that looks suspicious or seems too  
good to be true

Courtesy of
TPG Insurance Services

This is a sample document provided by TPG Insurance Services
12



Provided by TPG Insurance Services

This Coverage Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal 
counsel or an insurance professional for appropriate advice. © 2007-2010 Zywave, Inc. All rights reserved.

Architects & 
Engineers: You Need 
Professional Liability 
Coverage
As an engineer or architect, you work in a highly skilled, 
detail-oriented industry and are expected to provide 
quality design services that are free of errors or 
omissions. Despite your expertise, knowledge and best 
intentions, the reality is that not all projects are error-
free, and eventually a mistake or misjudgment is bound 
to occur. Even the smallest error can have serious 
consequences. If a client believes damages are due to a 
mistake on your part they can sue your company. It is 
important to protect yourself against this potentially 
devastating liability. The cost of defending yourself in 
court can be huge, not to mention the restitution costs if 
you’re found at fault. A professional liability policy will 
cover these costs in the event of such a claim, which may 
otherwise financially cripple your business.

How Does the Policy Work?
A professional liability policy will cover the cost of 
defending you or your company in court, along with any 
monetary damages awarded to the claimant due to an 
error or omission on your part (up to the policy coverage 
limit). These policies are known as “claims-made” 
policies. This means that coverage is triggered when a 
claim is filed and you report it to the insurance company, 
since it is often hard to identify when the alleged error or 
omission originally occurred. Your work will be covered 

dating back to the earliest date of your continuous 
professional liability coverage. Policies typically have a 
one-year term, with an annual premium and deductibles 
on a per-claim basis.

What to Look for in a Policy
Though you may specialize in certain areas, you likely 
handle a variety of projects and services and you’ll want 
your policy to reflect that. Depending on your needs, you 
may want to consider these components when choosing a 
policy:

 Pollution liability that covers sudden, accidental 
and gradual pollution

 Specific coverage for breach of a client contract

 Full civil liability coverage (not just negligence)

 Specific coverage for breach of intellectual 
property rights

 Reimbursement of costs incurred to help reduce 
or avoid a claim

 Punitive and exemplary damages coverage

 Virus and hacking liability coverage
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Provided by TPG Insurance Services

This Risk Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. 
© 2010 Zywave, Inc. All rights reserved.

You should be aware of the risks 
associated with green building, to 
protect yourself from costly lawsuits 
and liability exposures.

Design Professionals and Green Building
Going green is growing trend, as many business owners 
strive to lower their energy costs while maintaining an 
environmentally-friendly building. In addition, an 
increasing number of federal, state and municipal 
mandates are requiring green building for new residential 
and commercial construction. 

For architects and engineers, jumping into the green 
movement may seem to represent a lucrative and logical 
direction for your business. However, you should also be 
aware of the risks associated with green building to 
protect yourself from costly lawsuits and liability 
exposures.

Federal Green Standards
A large majority of lawsuits against parties involved in 
green construction stem from the fact that the building 
does not function as promised after completion. This 
could be because of faulty energy sources, poor design or 
higher energy costs than anticipated. For example, if the 
original design did not fulfill the green standards that 
were requested by the client, then the client will not get 
the return on investment they expected and the architect 
or engineer holds partial liability. To avoid these 
situations, it is first important to understand how the U.S. 
government arrives at a building’s green rating.

In the United States, the dominant standard is the 
Leadership in Energy and Environmental Design (LEED) 
rating, which is administered by the U.S. Green Building 
Council. Commercial buildings that are LEED certified not 
only have lower operating costs and provide a healthier, 
safer environment for occupants, they also allow the 
owner to qualify for tax rebates, zoning allowances and 
other incentives. In addition, owners of green buildings 

receive a reputational boost, as they are publically 
demonstrating their commitment to the environment and 
their social responsibility. Clients have a lot at stake and 
would very likely file a claim if they spend hundreds of 
thousands of dollars for a green building, only to have it 
fall short of LEED certification.

As a design professional, you need to understand LEED 

certification, which measures performance in six areas:

 Sustainable sites

 Water efficiency

 Energy and atmosphere

 Materials and resources

 Indoor environmental quality

 Innovation and design process

Rating systems differ depending on the type of building 
and whether the construction is new or an addition to an 
existing structure. Each rating system includes its own 
prerequisites and assigns points to the six performance 
areas. Buildings that achieve a certain number of points
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Pain-free Hands, Wrists and Fingers
Tips for healthy hands, wrists and fingers in the office

You may know that sitting in the same 
position for many hours a day and 
repeating the same motions can cause 
injuries to your hands, wrists and fingers 
over time. However, if you have no 
choice but to stay in one place, what can 
you do short of surgery or a drastic 
career change to alleviate the pain?

The following are some simple, helpful 
stretches that can relieve pain and keep 
your hands in good condition, even 
when you’re performing repetitive 
motions. Be sure to breathe deeply while 
you stretch. If you begin to feel pain, 
you’re stretching too far. 

Finger Stretch
If you spend a good deal of time writing 
with a pen or using the keyboard, take a 
finger-stretching break. 

• Separate and straighten your fingers 
until you feel the stretch. Hold for 
10 seconds. 

• Bend your fingers at the middle 
knuckles in a clawing position. Hold 
for 10 seconds.

• Relax.

Arm and Shoulder Stretch
Your forearms may become fatigued 
after working on a computer for an 
extended period of time. Stretch them as 
follows.

• Lace your fingers together and turn 

your palms facing out. 

• Straighten your arms in front of you. 
Hold the stretch for 15 seconds.

Wrist Stretch
Stiffness and pain in the wrists is 
common in the office. Try this stretch to 
relax them.

• Lift one arm and hold it comfortably 
in front of you, palm facing down. 
Pull it toward you using your other 
hand. Hold the stretch for 15 to 30 
seconds. 

• Repeat with the opposite arm.

Wrist Stretch #2
• Lift one of your arms and hold it in 

front of you, palm facing up. Bend it 
downward and pull it toward you 
with your other hand. Hold for 15 to 
30 seconds.

• Repeat with the opposite arm. 

Get the Blood Moving
To increase blood flow in your arms, 
extend your arms in front of you, hands 
in fists. Rotate your wrists outward, then 
inward. 

Make it a Habit
Try to do these stretches on a regular 
basis throughout the day. If pain persists, 
see a doctor about the possibility of 
carpal tunnel syndrome or tendon 
inflammation.  
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Be safe and healthy on the 
job at  
with these helpful tips 
provided by TPG Insurance 
Services.

Be sure to use 
caution when using 
and storing sharp or 
potentially 
dangerous tools like 
letter openers, 
staplers, box 
cutters or scissors.
This flyer is for informational purposes only and is not 
intended as medical or legal advice.

© 2010, 2018 Zywave, Inc. All rights reserved
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From your safety partners at TPG Insurance Services

Toolbox Talks for 

This Safety Matters flyer is for general 
informational purposes only, and is not intended as 
medical or legal advice. © 2007-2010, 2014 
Zywave, Inc. All rights reserved.

Office Safety
Do you ever see a utility worker on top of a 
telephone pole or a construction worker 
balancing on a steel beam high above you, 
and think that you could never work in such 
hazardous conditions? While those workers 
do have more dangerous jobs than you, they 
may actually be safer than you are in the 
office.

This is because of their awareness of the 
hazards that come with the job and their 
knowledge of the safety procedures that they 
must follow. It is this safety awareness that is 
their best defense against accidents. On the 
other hand, many office workers can’t see 
why they should be concerned with safety at 
all. 

However, there are plenty of hazards in an 
office setting. It is true that office accidents 
seem less severe than those that occur in a 
manufacturing plant or among construction 
workers, but they can be just as painful and 
just as much of a financial setback to the 
injured worker. 

Office Hazards
Slip and fall accidents account for the 
majority of disabling injuries in the office. 
Common causes include: 

 Walking on slippery floors or uneven 
surfaces, especially when wearing high 
heels. 

 Going up or down stairs and not using 
the handrail. 

 Using chairs with casters that may roll 
away from you when you try to sit on 
them, lean back too far, or lean forward 
to pick up something off the floor.

Poor housekeeping and floors littered with 
tangled cords, discarded papers, spilled 
liquids and small items such as paper clips 
can also cause slips and falls. Always keep 
the area around you free from debris or other 
items that do not belong on the floor, and 
clean up any spills or messes as soon as 
you discover them. 

Office machines also cause their share of 
accidents. Electric machines should always 
be unplugged when being cleaned and they 
should not be used if any sparking or 
smoking occurs. 

Carrying supplies to and from the storeroom 
can be dangerous if done incorrectly. Be 
sure that the pile is light enough to handle 
easily and low enough to see over. If lifting a 
heavy box, bend your knees and lift with 
your legs, and ask a co-worker for help if it is 
too heavy to handle alone.

Desks and file cabinets present special 
hazards. Drawers should have safety stops 
to prevent the contents and drawer from 
tumbling onto the user, and drawers should 
be closed when you’re finished with them. 
It’s easy to trip over or bump into an open 
drawer or cabinet. 

Be Prepared
Look around the office and identify the 
possible safety hazards. If you find any 
hazards that you think need attention, talk to 
your supervisor. If you develop a safety 
conscious attitude, you can become aware 
of office hazards and take the appropriate 
precautions to avoid them.

If you develop a 
safety 
conscious 
attitude, you 
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aware of office 
hazards and 
take the 
appropriate 
precautions to 
avoid them.
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