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Ofislerde calisan kag kisinin giivenli ortamda oldugunu varsaydigina inanamazsiniz. Cogu
insanin giivenlik denince aklina bir insaat santiyesi ya da fabrika gelir. Fakat bu kesinlikle
olmas: gereken degildir. Insaat santiyeleri ve fabrikalar potansiyel olarak tehlikelidir, evet
ama Ozellikle glivenligin kimsenin umurunda olmadig1 ofislerde son derece tehlikelidir.

Yaralanmalar1 arttirabilecek durumlart bir gozden gecirelim ve onlar hakkinda ne
yapabilecegimize bir bakalim.

Ayn1 zamanda hem okuyup hem de yliriimeyin. Eger derhal okumanizi gerektiren bir
durum varsa, durun ve okuyun.

Asla bir dakikaligina bile olsa dosya dolaplarini agik ve basibos birakmayin. Bir dosya
dolabin1 agmak ne kadar zaman alir ki?

Ofiste asla kogsmaym. Kosarken bagka bir ¢alisana carpma riskinden daha 6nemli
hicbir sey olamaz.

Ayakkabilarimiz1 giyin. Eger ayakkabilariniz biitiin giin giymek i¢in rahat degilse o
zaman daha rahat olanlar ile degistirin. Yalinayak yiiriimek ayagmiza bir sey
saplanmasinin ya da zimba teline basmanin emin bir yoludur.

Tastyabileceginizden daha fazla dosya tagimayin. Homurdaniyorsaniz ve kaslariniz
yorulduysa ¢ok fazla yiik tagiyorsunuz demektir. Bir tasima arabasi kullanin veya daha
fazla tur yapin.

Zemine uzatma kablolar1 koymaktan kac¢inin. Bunlar yiiriirken takilma tehlikesinin
yani sira yangin riskini de arttirir.

Otomatik zzimba ya da damga makinelerine asla parmaklarinizi sokmayin. Tutukluk
yaptiginda agmak i¢in her zaman 6nce fisten ¢ekin.

Her zaman koridorlar1 temiz tutun. Koridorlara veya c¢ikis yollarina asla kutu veya
malzeme yigmayin. Asla ¢ikis yollarinin 6niine masalarinizi koymayin.

Alcaktaki dosyalara egilirken belinizi biikkmekten kacinin. Eger alt raflara e§ilmeniz
gerekliyse dizlerinizin iizerine egilin.

Isinizi yaparken dosyalara ya da diger materyallere ulagsmak igin belinizi biikmeyin.
Sirtiniz1 zorlamamak igin biitiin viicudunuzu hareket ettirin.

Bu metin Risk Yonetimi Yahoo Grubu’nun Isbasi Konusmalari Topluma Hizmet Projesi gercevesinde terciime 1
edilmigtir.
http://groups.yahoo.com/group/riskyonetimi/



http://groups.yahoo.com/group/riskyonetimi/
http://www.toolboxtopics.com/Gen%20Industry/Office%20Safety%20Practices.htm

ISBASI ISG KONUSMALARI

(TOOLBOX TALKS)
Terciime: Serap Ohkdy KAS

No0:93 24 Agustos 2011

GENERAL SAFETY - OFFICE SAFETY PRACTICES
http://www.toolboxtopics.com/Gen%20Industry/Office%20Safety%20Practices.htm

It is amazing how many people who work in offices take safety for granted. Most people think
of a construction site or factory when they think of safety. Well, that's not the way it should
be. Granted, construction sites and factories are potentially extremely dangerous; but offices
can be too, especially when no one considers safety.

Let's review some of the situations that increase exposure to injury and what we can do about
them.

« Avoid walking and reading at the same time. If it is important enough to read, then
stop and read it.

e Never leave file cabinets open and unattended; never, not even for a minute. How long
does it really take to open a file cabinet?

e Never run in the office. Nothing is so important that you must risk running into a co-
worker.

o Leave your shoes on. If your shoes are too uncomfortable to wear all day, then wear
different shoes. Running around the office barefoot is a sure way to stub a toe or pick
up a staple.

e When you must carry files, don't carry more than you are capable of. If you're grunting
or your muscles get tired, you're carrying too much. Use a cart or make more trips.

e Avoid placing extension cords on the floor. These are tripping hazards and can also
become fire hazards.

e Never, ever put your fingers in an automatic stapler or stamper. Always unplug it
before you try to unjam it.

o Always keep aisle ways clear. Never stack boxes or supplies in aisle ways or in front
of egress paths. Never arrange offices with desks in front of exits.

e Avoid bending at the waist when accessing low files. If you must access low files,
either stoop down or get on your knees.

« Avoid twisting and reaching for files or other materials in your work station. Move
your whole body to prevent back strain.
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