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                                        Initial Work Place Specific Safety Briefing
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Standing Operating Procedure

PLACE YOUR UNIT HERE
and Your Section Here
Initial Safety, Fire and Health Briefing
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Although this SOP is designed for an office environment at the section level, it can be used in any work environment.   Supervisors must ensure their personnel receive information on hazards associated with their duty and environment.
NOTE:  Most units use integrated or initial counseling as a forum to provide general safety information to new personnel.  This initial counseling does not provide the required WORK PLACE SPECIFIC safety briefing the section supervisor ensures is provided to the new worker. 

Section supervisors, may extract information from this SOP, and merge it with his/her counseling to provide that fine-tuned/ work place specific safety briefing required at work place level.
Additional training must be provided when there is a change in equipment, procedures, processes, environment or health requirements.

The following items must be briefed to all military and civilian personnel. 
I.  Hazards of the Job and Environment

   A.  Hazards Associated With General Duties 

         ( Sharp Objects Such As:

              -- Paper Cuter
              -- Scissors
              -- Razor Blades
         ( Poor housekeeping - trips, falls from debris on floor or being struck by material that was improperly

            stacked, etc.

         ( Open Desk and Filing Cabinet Drawers
         ( Slips/Trips/Falls

         ( Paper Shredder
         ( Lifting
         ( Noise 

         ( Chemical - storage areas, collection points, … 

         ( Weather -- Heat, cold, wind, ice, snow and flooded areas.

   B.  Cuts, Scrapes and Punctures
         ( Cuts and punctures happen when people use everyday office supplies without exercising care.

         ( When sealing envelopes; use a liquid dispenser, not your tongue. 

         ( Be careful when using kitchen knives, scissors, staplers, letter openers, paper cutters and box openers.

            any of these items could cause a serious injury. 

         ( Avoid picking up broken glass with your bare hands. Wear gloves and use a broom and a dust pan. 

         ( Place used blades, broken glass, or other sharp objects in a rigid container, such as a box, before

            disposing in a wastebasket. 

         ( Cover razor blade edges when not in use.

         ( Use scissors for their intended purpose.

         ( Mishandling of a sheet of paper can result in a painful paper cut
   C.  When working with paper shredders, the following can be dangerous:

         ( Loose wrap around belts 

         ( Jewelry 

         ( Long, loose hair 

         ( Long, loose sleeves or pants 

         ( Scarves 

         ( Ties 

   D.  Slips/Trips/Falls

         ( Be sure isles, walkways and sidewalks are clear before you walk.

         ( Be sure sidewalks are clear of ice and snow before you walk

         ( Use the proper walkway and use handrails when ascending and descending stairs. 

         ( Close desk and cabinet drawers completely after every use. 

         ( Avoid leaning backward while seated. 

         ( Secure electrical cords and wires away from walkways. 

         ( Always use a stepladder for overhead reaching. Do not use chairs as ladders. 

         ( Clean up spills immediately. 

         ( Pick up loose objects left on the floor. 

         ( Repair loose carpeting or damaged flooring.

         ( Avoid using a throw rug unless it has a nonskid backing.  

         ( Never carry anything that obscures your vision. 

         ( Wear stable shoes with non-slip soles. 

   E.  Struck By or Striking Objects

         ( Bumping into doors, desks, file cabinets, and open drawers.

         ( Bumping into other people while walking.

         ( Striking open overhead objects while bending down then straightening up.

         ( Striking against sharp objects such as office machines, spindle files, staples, and pins.

         ( Never carry objects that in a manner that causes your vision to be blocked.

         ( Office supplies sliding from shelves or cabinet tops.

         ( Overbalanced file cabinets in which two or more drawers were opened at the same time or in which the

            file drawer was pulled out too far.

         ( Large items that were dropped on feet.

         ( Doors that were opened suddenly from the other side.

   F.  Caught In or Between Objects

         ( Fingers caught in a drawer, door, or window.

         ( Fingers, hair or articles of clothing and jewelry caught in office machines.

         ( Fingers caught under the knife-edge of a paper cutter.

         ( While working on office equipment, concentrate on what you are doing.

   G.  Material Storage

         ( Boxes, papers, and other materials should not be stored on top of lockers or file cabinets because they 

            can cause landslide problems.  Stack material in such a way that it will not fall over.

         ( Store heavy objects on lower shelves first.

         ( Try to store materials inside cabinets, files, and lockers.

         ( Do not place office equipment, typewriters, index files, lights or calculators…, on the edges of a desk,

            filing cabinets, or tables.

         ( Aisles, corners, and passageways must remain unobstructed. Do not stack material in these areas.

         ( Storage areas should be designated and used only for that purpose. Store heavy materials so you do not

            have to reach across something to retrieve them.

         ( Fire equipment, extinguishers, fire door exits, and sprinkler heads should remain unobstructed. Materials

            should be at least 18 inches minimum away from sprinkler heads.

   H.  Strains and Overexertion

         ( Is this too heavy for me to lift and carry alone?

         ( How high do I have to lift it?

         ( How far do I have to carry it?

         ( Am I trying to impress anyone by lifting this?

         ( If you feel that the lift is beyond your ability, request assistance. 

   I.  Safe Lifting Techniques

         ( Place feet shoulder width apart.  When lifting an object from the floor, squat close to the load.

         ( Keep your back in a straight.

         ( Grip the object with your whole hand, draw the object close to you and keep your elbows to your side.

         ( Lift by straightening your legs.  Let your leg muscles, not your back muscles, do the work.  Tighten your

            stomach muscles to help support your back.  Keep your back straight when lifting heavy objects.

         ( Do not twist your torso when lifting.  Turn your whole body--feet first.

         ( Never carry a load that blocks your vision.

         ( To set something down, use the reverse procedure of lifting the object.

    J.  Ergonomic Solutions to Heavy Lifting Tasks

         ( If it is necessary to perform a lot of twisting while lifting, rearrange the space to avoid this.

         ( Avoid performing the same repetitive lifting task over and over.  Rotate the procedures so periods of
            standing alternate with moving or sitting.

         ( Store materials at knee level whenever possible instead of on the floor. Make shelves shallower (12-18") 

            so one does not have to reach forward to lift the object.  Break up loads into smaller less heavy loads.

II.  Computer Workstation Ergonomics

         ( Design of the workstation

         ( Nature of the task

         ( Repetitiveness of the job

         ( Degree of postural constraint

         ( Work pace

         ( Work/rest schedules

         ( Personal attributes of individual workers

         ( The ideal work position is to have the arms hanging relaxed from the shoulders.  If a keyboard is used,

            arms should be bent at right angles at the elbow, with the hands held in a straight line with forearms and

            elbows close to the body.  The head should be in lined with the body and slightly forward.  Finally, get

            away from the workstation by taking periodic short breaks.

   A.  Arranging Your Workstation to Fit You

         ( Adjust the height of the chair’s seat such that the thighs are horizontal while the feet are flat on the floor.

         ( Adjust the seat pan depth such that your back is supported by the chair backrest while the back of the

            knee is comfortable relative to the front of the seat.

         ( Adjust the backrest vertically so that it supports/fits the curvature of your lower back.

         ( With the arms at your sides and the elbow joint approximately 90 degrees, adjust the height/position of

            the chair armrests to support the forearms.

         ( Adjust the height of the keyboard such that the fingers rest on the keyboard home row when the arm is

            to the side, elbow at 90 degrees and the wrist straight.

         ( Place the mouse, trackball, or special keypads, next to the keyboard tray.  Keep the wrist in a neutral

            position with the arm and hand close to the body.

         ( Adjust the height of the monitor so the top of the screen is at eye level.  If bifocals/trifocals are used,

            place the monitor at a height that allows easy viewing without tipping the head back.

         ( Place documents on a document holder close to the screen and at the same distance from the eye.

         ( A footrest may be necessary if the operator cannot rest his/her feet comfortably on the floor.

   B.  Applying Good Work Practices

         The way a task is performed at the workstation environment can influence the risk of injury and general

         work productivity.  The following techniques can make a job easy and safe to accomplish

         ( Adjusting the drapes or blinds

         ( Moving the monitor away from sources of glare or direct light.

         ( Tipping the monitor slightly downward

         ( Using diffusers on overhead lighting

         ( Placing an anti-glare filter on the screen

         ( Clean the monitor screen on a regular basis

         ( Avoid cradling the telephone between the head and shoulder.  Hold the phone with your hand; use the

            speakerphone, or a headset.

         ( Keep frequently used items like the telephone, reference materials, and pens/pencils within easy reach.

         ( Position the monitor directly in front of the user.

         ( Apply task lighting to your needs.

         ( Use the minimum force necessary to strike the keyboard.

         ( Use the minimum force necessary to activate a hole punch or stapler.

         ( Vary your tasks to avoid a long period of one activity.

         ( Take breaks from the routine to rest your eyes and muscles.  This could be a different style of physical

            activity such as changing from keyboarding to using the telephone or filing.

III. Indoor Air Quality and Ventilation

Office building floor plans are frequently changing to accommodate more workers and reorganization.  Office buildings also undergo building renovations such as installation of new carpet, modular office partitions and freestanding offices, and painting.

   A.  Environmental Parameters

         When the air is too humid, it can promote mold growth.  On the other hand, low humidity conditions (which typically occur in the winter months) dry out the nasal and respiratory passages.  Low humidity may be associated with an increased susceptibility to upper respiratory infections.  Static electricity problems (affecting hair and clothes, particularly synthetic fibers) are good indicators of an office with low relative humidity.

   B.  Indoor Air Pollution

        An inadequately ventilated office environment or a poorly designed ventilation system can lead to the build up of a variety of indoor air pollutants.  Air pollutants can originate within the building or be drawn in from outdoors.  Examples of sources that originate inside or outside of a building include:

         ( Pollen, dust and fungal spores

         ( Vehicle exhaust

         ( Building components and furnishings

         ( People smoking

         ( Maintenance or remodeling activities--painting, etc.

         ( Housekeeping activities

         ( Dry traps allow methane gas to enter the facility

         ( Emissions from office equipment or special use areas--print shops, laboratories, etc..

   C.  Controls to Prevent Indoor Air Pollution

         The following recommendations and guidelines are useful in preventing indoor air quality problems:

         ( Operate office machinery in well-ventilated areas.  NOTE:  Most office machinery does not require local

            exhaust ventilation in areas that are already provided with 7-10 air changes per hour.  Place copy

             machines away from workers’ desks.

         ( Clean/maintain office equipment according to the manufacturer’s recommendations.

         ( Special attention should be given to operations that may generate air contaminants (such as painting,

            pesticide spraying, and heavy cleaning).  Provisions for adequate ventilation must be made during these

            operations or other procedures, such as performing work during off-hours.

   D.  Lighting

         Vision problems are some of the complaints among office workers.  Poor office lighting can cause eyestrain, irritation, fatigue, watering and reddening of the eyelids, and a decrease in visual acuity.  Headaches as well as neck and back pains may also occur.  Poor lighting in the workplace is also associated with an increase in accidents.  Direct and reflected glare and shadows as well as delayed eye adaptation when moving from bright surroundings (such as outdoors to indoors) into dark ones (or vice versa) may prevent an employee from seeing objects in the walkway.

         ( Replace faulty and/or burned out light and lamps.

         ( When possible, do not work facing windows, unshielded lamps, or other sources of glare.

         ( Adjustable shades should be used if workers face a window.

         ( Diffuse light will help reduce shadows.  Indirect lighting and task lighting are recommended, especially when work spaces are separated by dividers.

         ( Task lamps are very effective in supplementing general office lighting for those who require or prefer additional lighting. Some task lamps permit several light levels.

   E.  Space Heaters 

The use of portable electric space heaters should always be a last resort.  If your workspace is too cold, your first action should always be to report the problem to the Facilities/Building Manager.

Per USAFACFS 420-90, para 2-9n:  Electrical space heaters are prohibited. Exception--They can be an oil filled, concealed heat element type, U.L. approved with “tip over” switch.

IV. Noise

Noise can be defined very simply as unwanted sound.  Office workers are subjected to many noise sources including high-speed printers, telephones, fax machines, and human voices.  Noise can produce tension and stress as well as damage to hearing at high noise levels.  If your tasks require a great deal of mental concentration, noise can be detrimental to performance.

         ( Locate loud equipment in areas where its effects are less detrimental. For example, place impact printers

            away from areas where people must use the phone.

         ( Use barrier walls or dividers to isolate noise sources.

         ( Enclose equipment, such as printers, with acoustical covers or housings.

         ( Schedule noisy tasks at times when it will have less of an effect on the other tasks in the office.

V. Office Electrical Safety

   A.  Ungrounded Equipment

         Grounding electrical equipment is a method of protecting workers from electric shock.  Smaller office equipment, such as typewriters and coffee pots, do not fall into these categories and therefore do not need to be grounded.  However, most of the newer office equipment is manufactured with grounded plugs as a precaution (three prong plugs).  In such cases, the equipment should be used in accordance with the manufacturer’s instructions.

   B.  Overloaded Outlets

         Insufficient or overloading of electrical outlets should be avoided.  A sufficient number of outlets will eliminate the need for extension cords.  Overloading electrical circuits and extension cords can result in a fire.  Do not series couple (piggyback) extension cords, power strips or surge protectors.

   C.  Defective, frayed or improperly installed cords for electrically-operated office equipment

         When the outer jacket of a cord is damaged, the insulation can absorb moisture, which may then result in a short circuit or excessive current leakage to ground.  If wires are exposed, they may cause a shock to a worker who contacts them. Replace these cords.

   D.  Improper Placement of Electrical Cords

         Electrical cords should not be pulled or dragged over nails, hooks, or other sharp objects that may cause cuts in the insulation.  In addition, cords must never be run through wall openings or under carpets, or placed on radiators, steam pipes, walls, and windows.  Extension cords should only be used in situations where fixed wiring is not feasible.  However, if it is necessary to temporally use an extension cord, do not run it across walkways or aisles.  If you must run a cord across a walkway, either tape it down or purchase a cord runner.

   E.  Live Parts Unguarded

         Wall receptacles should be designed and installed so that no current-carrying parts will be exposed, and outlet plates must be unbroken and be kept tight to eliminate the possibility of shock or fire.

   F.  Pulling of Plugs to Shut Off Power

         Turn off equipment by the switch.  To remove a plug from an outlet, take a firm grip on and pull the plug itself. Never pull a plug out by the cord.

   K.  Blocking Electrical Panel Doors

         Do not arrange office furniture or equipment so that it blocks electrical panels.  , and anything else in front of the door will become very hot. Electrical panel doors should always be kept closed, to prevent "electrical flashover" in the event of an electrical malfunction.

VI. Office Fire Prevention Strategies

( Supervisors perform periodic safety inspections within their area(s) of responsibility.  Inspections will

            identify unsafe conditions that can be corrected before they become a safety hazard or cause an injury.

         ( Fire extinguishers are located at (Place your locations here).

         ( Keep heat-producing items such as coffee makers and hot plates away from anything that might burn.

         ( Turn off all appliances at the end of the workday.  Use only grounded appliances plugged into grounded

            outlets (three prong plug).

         ( Promptly disconnect and replace cracked, frayed, or broken electrical cords.

         ( Keep [temporary] extension cords clear of doorways and other areas where they can be stepped on or
            chafed, and never plug one extension cord into another to obtain length.

         ( Do not allow combustible material (boxes, paper, etc.) to build up in inappropriate storage locations

            that are near sources of ignition.

VII. Emergency Procedures

         (  Fire - Sound the alarm by shouting FIRE!  FIRE!  FIRE!

             ( ( While sounding the alarm, activate the building alarm by pulling the handle of the fire alarm pull

            switch--located at (Place your locations here) exits.

             ( ( Evacuate the building by either the ???? or ???? exit and form up at (Place your location here).
             ( ( Coordinate to ensure all personnel are accounted for.

             ( ( Keep employees together and report any missing persons to emergency personnel at the scene.

             ( ( Do not collect personal or official items; leave the area immediately and walk, do not run to

             the nearest free exit and form up at your designated gathering area.

             ( ( Provide the fire/police teams with the details of the problem upon their arrival.  Special hazard

             information you might know is essential for the safety of the emergency responders.  Do not re-enter
             the building until directed to do so.  Follow any special procedures established for your unit.

         (  Sever Weather or Tornadoes - If time allows, seek refuge in your designated shelter.  If the situation
             is dire, have an alternate location to seek shelter--usually in he center of the facility and away from
             windows -- (Place your primary and alternate locations here).

VIII.  Occupational Standards and Guidance That Apply To The Work Area

NOTE:  These publications are available either in (your location here), or via the Internet.  See the Fort Sill Safety Web Page for more information. 

CFR 1960.58 (Program Elements) 

DoDI 6055.1 ((Safety & Occupational Health Program)

AR-385-10 (Army Safety Program)

TRADOC R 385-2 (TRADOC Safety Program)

Place the titles any other safety publications or your unit safety policies you require here
IX.  PERSONAL RIGHTS AND RESPONSIBILITIES

       ( Your personal rights and responsibilities are listed on DD Form 2272 at (Place the location of your safety bulletin board here).


        ( All DA personnel, military and civilian, will comply with safety and occupational health rules, regulations, and standards, use and maintain PCE provided for their protection, report any unsafe and unhealthful working conditions and accidents to their immediate supervisor.

         (  Supervisory and personnel who direct or affect the actions of others will:

             ( ( Comply with accident prevention policies and procedures

             ( ( Maintain a safe and healthful workplace

             ( ( Assure that employees under their supervision observe appropriate safety and occupational health

                  rules and regulations, including the wear and use of protective clothing and equipment.

             ( ( Promptly evaluate and take action as required to correct hazards reported by employees or identified

                 through accident investigation.

             ( ( NOT initiate reprisals or take action against employees, who identify hazards, raise safety concerns

                 or engage in authorized safety and occupational health activities.

             ( ( Ensure the risk management process is incorporated in regulations, directives, SOPs, special orders,

                 training plans, and operational plans to minimize accident risk and that SOPs are developed for all

                 operations entailing risk of death, serious injury, occupational illness or property loss.

         NOTE:  Under the provisions of 29 CFR 1960.46, protection against reprisal extends specifically to the right of an Army civilian to decline to perform an assigned task because of a reasonable belief that, under the circumstances, the task poses an imminent risk of death or serious bodily harm and that there is insufficient time to seek effective redress through normal hazard reporting and abatement procedures. 

X.  Medical Examinations

           At this time, personnel assigned to the YOUR UNIT and SECTION HERE are (or are not) required to submit to an annul Occupational Health examination.
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