
SAFE WORK PRACTICES 
CLASSROOMS AND OFFICES 

  
1.0 ALL EMPLOYEES 
 
General Safety Rules 
1. Use only ladders and step stools to get additional height.  Do not use a box, crate, or any other improvised stand for 
climbing. 
2. Do not use corridors, attics, vestibules, halls, stairs, or the spaces under them for storage purposes. 
3. Do not operate machines unless safety guards are in place. 
4. Do not block exits. 
5. Wear Personal Protective Equipment (PPE) such as hard hats, safety shoes, back supports, safety glasses, or face 
shields as needed or as directed by the supervisor. 
6. Never stand up, sit on the side of, or ride on any exterior part of a moving vehicle. 
7. Do not enter or exit any vehicle while it is in motion. 
8. Do not work or drive while under the influence of alcohol or drugs. 
9. Walk (do not run), watch your step, keep firm footing and balance at all times.  

10. Do not engage in horseplay or practical jokes. 
11. Do not use frayed, cut, or cracked electrical cords.  Turn them in to the supervisor for repair or replacement. 
12. Do not use gasoline for cleaning purposes. 
13. Place warnings signs below and rope off the area when doing work overhead. 
14. Do not walk or run in front of or behind moving equipment. 
15. Remove vehicles, equipment and tools from service when they are damaged and unsafe to operate. 
 
First Aid 
1. Provide approved and fully stocked first-aid kits in a convenient place in buildings and on projects. 
2. Know the location and contents of first-aid kits.  Inspect them regularly and replace used items. 
3. Post-emergency phone numbers in a conspicuous location near the phone. 
4. Report all injuries or illnesses to your supervisor immediately.  Get prompt treatment for all injuries.  A delay could 
compound the injury through infection. 
5. Do not move an accident victim with a serious injury until emergency help arrives or the person can be moved without 
compounding the injury. 

 
Proper Lifting and Material Handling 

Proper Lifting 
Improper lifting techniques and excessive loads are one of the greatest causes of injuries in the workplace.  Get help if 
there is any doubt of your ability to lift an object – it is always better to get help rather than endure the suffering and 
incapacitation associated with a back injury. 
1. First, make a preliminary “lift” to be sure that the load lifts easily with your lifting capacity. Get help if the weight, size, 
bulk, or shape of the article prevents you from maintaining balance and/or puts excessive strain on your back or 
abdominal muscles. 
2. Place feet close to the base of the object to be lifted. 
3. Get a firm grip on the load. 
4. Position your feet 6 inches to 12 inches apart on an area of secure footing. 
5. Bend at the knees, not at the back. 
6. Keep your back straight. 
7. Lift slowly and evenly with leg muscles and not with back muscles.   
8. Keep object as close to the body as possible. 
9. Set objects down in the same manner as you picked them up, but in reverse. 

10. Avoid twisting your back to turn when lifting.  If you must change direction while lifting, pivot with your feet and turn 
your entire body to change direction. 
11. Perform movements smoothly and gradually.  Walk, never run with a load. 
12. Avoid wet and greasy hands when lifting. 



Material Handling 
1. Inspect materials for slivers, jagged edges, burrs, and rough or slippery surfaces.  If you detect a hazard, correct it. 
2. Wipe off greasy, wet, slippery, or dirty objects before trying to handle materials.  Keep hands clean and free of grease 
or oil. 
3. Prior to adjusting or changing a grip, set the object down. 
4. Never carry glass under an arm (a fall could sever an artery.) 
5. When two or more persons are carrying materials, all should face forward whenever possible. If one must walk 
backward, be especially alert to slipping, tripping, or bumping hazards. Have another person guide. 
6. Never climb a ladder with a load. 

 
Avoiding Slips, Trips & Falls 
Generally, more injuries in school districts are associated with slips, trips and falls than any other area/situation. 
1. Immediately clean up spills, water, oil, and other liquids from the floor by a using mop, bucket, “oil-dry” materials, sand, 
paper towels, and cloth materials.  Post "WET FLOOR" or "SLIPPERY" caution signs/cones to warn of slippery areas. 
2. Turn on lights before entering a dark room. 
3. Pick up all foreign objects such as pencils, hammers, tools, etc., from floor surfaces, aisles, or stairs to prevent 
slipping or tripping. 
4. If chair pads do not lie flat on the floor, remove and replace them. 
5. Immediately report torn, ripped, or loose carpet. 
6. Walk around wet or oily areas, if possible. 
7. Take short steps, walk slowly, and use handrails when you have to walk on slippery surfaces. 
8. Keep cabinet and desk drawers/doors closed when not in use or unattended. 
9. Walk, do not run, up and down stairs or steps.  Take only one step at a time. 

10. Avoid blocking your view when carrying/pushing large objects – especially objects that are difficult to see around. 
11. Do not jump from truck beds, platforms, scaffolds, or other elevated places. 
12. While seated, do not tilt chairs back on two legs. 
13. Do not run electrical and other cords across doorways, aisles, landings or any other walk area.   
 
 
2.0 CLASSROOM AND OFFICE EMPLOYEES 

 
General 
1. Close desk and filing cabinet drawers slowly to prevent finger injuries. 
2. Position office furniture with telephone and electrical devices close to outlets to eliminate tripping over telephone 
and/or electrical cords. 
3. Open doors slowly and keep them in either a fully open (fire code permitting) or fully closed position. 
4. Do not tamper with office machines, phones, or wiring.  Call appropriate repair shop if repairs are required. 
5. Use staple remover, not fingers, for removing staples. 
6. When refilling stapler, point the loading end away from yourself. 
7. Do not slide paper edge in hand. 
8. Use a sponge and water moistener for sealing envelopes. 
9. Do not place your fingers in or near the feed of a paper shredder. Verify guards are in place and working prior to use. 

10. Lock down the slicing arm on paper cutting devices when not in use. 
11. Hold on to the slicing arm on paper cutting devices when the arm is lifted.  Do not rely on the tension mechanism to 
keep the arm in the raised position. 
12. Do not use paper-cutting devices unless finger guards are in place. 
 
Office Machines 
1. Do not place office machines in unstable locations where they may fall. 
2. Do not touch electrical machines or connections with wet hands or while standing on damp floors. 
3. Turn off and unplug office machines before adjusting, lubricating, or cleaning. 
4. Keep lids on copy machines closed. 
5. Never use carbon tetrachloride for typewriter cleaning. 
 



Desks, Tables, etc. 
1. Use only shatterproof glass tops with beveled edges. 
2. Do not mount pencil sharpeners so that they protrude beyond the edges of desks, tables or chalk rails. 
3. Check desks and tables for splinters, dangerous cracks, and loose veneer.  Avoid these areas until repaired or 
replaced. 

 
Swivel Chairs 
1. Do not stand or conduct horseplay in swivel chairs. 
2. Do not raise the seats on swivel chairs to the point that your feet do not touch the floor. 

 
Fans 
1. Do not use fans with bent blades, excessive vibration, frayed cords, or without guards. 
2. Do not place floor type fans in walkways, aisles, and doorways where they will present tripping hazards. 

 
Waste Containers 
1. Do not place objects with sharp points or fragmented edges in waste cans. 
2. Check waste cans for sharp objects before placing hands or feet inside. 
3. Do not use cardboard boxes as waste receptacles. 
4. Do not put oily rags, broken glass, or sharp objects in wastebaskets.  Contact the custodian for special handling. 

 
File Cabinets 
1. Do not leave file drawers open.  
2. Always use the drawer handles to close them. 
3. Do not stack file cabinets on top of one another. 
4. Put heavy materials in the bottom drawers, lighter materials in the top drawers. 
5. Pull only one drawer out at a time. 
6. Check file cabinets periodically for safety hazards; remove burrs and eliminate or cover sharp edges. 
7. Never place materials, boxes, other files, etc. on top of cabinets above five feet.  Not only can they fall, but they put 
undue strain on persons reaching to lift the items.  


