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DO NOT use this machine/equipment unless you have been trained in its safe use and are deemed a competent operator!
Description of Work:
Place (a document) in a cabinet, box, or folder in a particular order for preservation and easy reference.
*This information does not take precedence over Saskatchewan Employment Act and the Occupational Health & Safety Regulations.

Potential Hazards:
· Overloading shelves/drawers
· Storage of heavy items at high levels
· Repetitive Actions
· Awkward Positioning
· Reaching Overhead
· Step Stool usage
· Heavy Lifting
Personal Protective Equipment (PPE) Required (Check the box for required PPE):



Gloves



Face Masks



Eye Protection



Welding Mask



Appropriate Footwear



Hearing Protection



Protective Clothing







Other PPE: Wear dust mask if handling old and dusty files/objects. Wearing gloves may help in preventing paper cuts.
Safe Work Procedure Checklist:
1. Filing:
a) When filing, avoid reaching, extending and bending.
b) Use step  stools  and  ladders  when  appropriate.  Refer  to  Step  Stools  and  Ladder  Safe  Work Procedures. Do not climb on shelves. Only use CSA approved ladders that are properly maintained.
c) Be aware of the potential for paper cuts, avoiding sharp edges of paper and files. The use of gloves can help prevent paper cuts.
d) Do not read while walking
e) Open one drawer at a time.
f) Never leave drawers of a filing cabinet open and use caution when opening drawers around other people.
g) Use the handle when closing a drawer to help reduce pinch point injuries.
h) For older or dusty files, consider using a dust mask.
i) Keep file and desk drawers closed when not in use.
j) Large or heavy items should be stored at waist level or lower.
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	k) Avoid overloading the top drawers of filing cabinets to avoid the possible tipping of the cabinet when the drawers are opened. File cabinets should be placed where their use will not interfere with office traffic patterns.
l) Frequently handled items should be placed within easy reach.
m) Small, lightweight and infrequently handled items may be stored in the lower and higher areas of a storage system.
n) It should be easy to place items into the storage unit and take them out.
o) Take regular breaks if performing repetitive actions.

	2. Lift and Carrying:
a) Do not lift objects that are too heavy or beyond your capability.
b) Do not stack items on top of the file cabinets.
c) Do not twist while lifting, moving pushing or pulling the load.
d) Do not bend to the side during manual handling.
e) Do not shift or raise a heavy load with outstretched arms.
f) Do not carry loads long distances.
g) Do not swing and throw heavy loads
h) Use proper lifting technique, refer to Safe Lifting procedure.
i) Reduce the weight of the load by repacking, and/or seeking help from co-workers to lift heavy loads.
j) Reduce the distance a load is carried, improve the layout of the work area or relocate.
k) Reduce the number of lifts by asking for help or using mechanical aids.

	3. Storage:
a) Store items in an organized way, safe from falling.
b) Use storage techniques to ease material handling; store loads at waist level, use wall brackets or shelving of appropriate height.
c) Ensure that shelves or items are not within 18 inches of ceiling sprinkler heads.
d) Ensure filing cabinets and storage shelves are secured to a fixed object.
e) Store heavy items at an appropriate height for ease of handling.
f) When moving items, do not carry too many items at once.
g) Store supplies inside cabinets, not on top of them.

	
Warnings:

· Common signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supervisor.

	Forms Associated with this Policy

	
· INSERT APPLICABLE OHS LEGISLATION HERE IF REQUIRED
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