
Hazard Control Plan

CCS Division

Title:  Office Work

Initial Risk Estimate:  Low

Names of Individuals Performing Review:  CCS Division Employees

Work Permits:  N/A

Residual Risk:  Minimal

Document Approved By:      William Feiereisen , Division Director 
  665-4700       

Name/Title

Phone Number


Organization: 
 Computer and Computational Sciences Division
Periodic Review Schedule:  Triennially

Work Acknowledgment: 
I have read and understand this Hazard Control Plan Group  _________________:

Name
Signature
Date
Name
Signature
Date
















































































































































































I hereby authorization the above workers as performing their work according to this plan. _______________________ Supervisor
Review with and reauthorization of workers/Annually
CCS Division Hazard Control Plan for: 

Normal Office Work
Authorized Activities 

Specific activities, their sequence, and their duration

Activity


Sequence
Duration:

Using PCs and other computer work stations
N/A
Periodically during work day

Using telephones
N/A
Periodically during work day

Filing documents
N/A
Periodically during work day

Copying documents
N/A
Periodically during work day

Shredding documents
N/A
Periodically during work day

Moving computer equipment
N/A
Up to several times/year

Moving full recycling boxes
N/A
Up to several times/month

Driving government vehicles
N/A
Up to 1 hr/day

Changing toner cartridges
N/A
Up to several times/year

Handling of commercially available office supplies containing chemicals such as: correction fluid, computer cleaning products, marker board cleaner
N/A
Periodically during work day

Using space heater
N/A
Periodically during work day

Using paper cutter
N/A
Occasionally throughout week

Using employee break areas

(coffee pot, microwave, refrigerator)
N/A
Occasional use during work day

Configuration and use of equipment:

Individual offices contain desks holding computers and telephones.  Chairs and keyboard holders are adjustable.  Recycling boxes, garbage, and space heaters are located underneath desks.  Filing cabinets are located adjacent to desk area.

A separate area is maintained for photocopying and shredding with recycling boxes and garbage cans adjacent to the machines.  A paper cutter is located on a table in this room. 

Workers involved and their current knowledge, skills, and abilities:

Workers include Staff Members, Secretaries, Group Managers, Division Managers, Business Team Leader, and Program Managers.  Currently there are no required ES&H knowledge skills and abilities that workers must have to begin work.

· Facility or location constraints:  

· TA-3, SM-422, Entire Building

· TA-3, SM-2011, Entire Building
· TA-3, SM-200

· TA-3, SM-508

Effects on the environment, people, facility:

Environmental effects if toner is not disposed of properly

Excess trash if recycled materials are disposed of inadequately

Repetitive motion injuries from computer/telephone use

Strains

Slips, trips, and falls

Injuries from shredders or paper cutters

Legacy issues:

Used toner cartridges

Shredded trash

Waste paper

Hazards and Their Controls (including Institutional, Facility Current Activity Requirements; Additional Controls; Worker Knowledge, Skills, and Abilities; and Back-up Controls for Control Failure)

Hazards


Controls

ergonomic hazards (repetitive motion, eye strain, carpal tunnel syndrome, back pain)
· recommended short breaks every hour
· suggested use of software to indicate need for breaks
· adjustable chairs

· wrist supports
· desks designed for computer use

· no glare screens or altered  lighting, when necessary

· suggested training (ESH-13): Ergonomics for Office Workers

· investigate ESH-5 web site
· get an evaluation of your office (Christie Morrison)

ergonomic hazards

(Climbing hazards)
· Step stools and ladders available for reaching objects above the head

ergonomic hazards (lifting hazards)
· carts and dollies available to assist in moving large objects

· suggested training (ESH-13): Back-wise and Ergonomics for the Office Worker

mechanical hazards (shredder, paper cutter, laminator, electronic staplers)
· awareness of and agreement  to follow manufacturer’s instructions for safe operations / warnings

· use safety goggles when changing shredder bags

chemical hazards (toner)
· Consumer Product Safety Code regulations: use as intended, follow directions on label, no mixing of chemicals

· recycling of used cartridges

chemical hazards (commercial products other than toner)
· Consumer Product Safety Code: use as intended, follow directions on label, no mixing of chemicals

· no non-commercial hazardous chemicals allowed

· required reading of directions and safety information on labels

Hazards and Controls continued:
Hazards


Controls

thermal hazards (space heaters, laminator)
· policy to turn off heaters when leaving

· end of day check by facility personnel

· no storage of garbage or recycling  near heaters

· awareness of and agreement  to follow manufacturer’s instructions for safe operations / warnings

pressure hazards (space heaters)
· no space heaters that use flammable gasses for heat source

electrical hazards (lightning strikes, energized equipment, extension cords)


· surge protectors on electrical equipment

· no repair work on energized equipment (Minor maintenance on computer equipment following the manufacturer’s instructions, intended for the ordinary end-user of the equipment is allowed if the equipment is de-energized, e.g., unplugged from the power lines, and disconnected from all other cabling which could carry power (including telephone lines). To protect components from static discharge, workers should use grounding wrist straps that are available from system managers. Electrical safety class is required for those who need to do this type of work.

· use of extension cords consistent with use intended by manufacturer

physical hazards (driving government vehicles)
· worker must have valid driver’s license and be 18 yrs. old

· suggested training: Defensive Driving

physical hazards 

(sharp desk edges, and busy hallway intersections, wet floors)
· caution used 

· slipping hazard postings

· management safety inspections to identify potential hazards

bomb threats
· badges required to enter building, bags checked

· unlabeled bags and other suspicious objects reported to building manager

· workers required to be familiar with procedures for handling telephone bomb threats

· periodic practice of bomb evacuation procedure

· group leader or designee provides sweep of area after bomb evacuation



Additional controls:  Specific CCS Division employees safety concerns are raised and discussed at group meetings to make sure these issues are addressed appropriately and to promote ES&H awareness.
Risks

initial risk: 
low

residual risk: 
minimal
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