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Office Safety Rules 
SEPTEMBER 2021  

1. Know your job and follow instructions.  If you do not know the safe way to do the job, 

ask your job-site supervisor. 

2. If the office equipment is not working properly, turn the equipment off and 

immediately report the malfunction to your supervisor. 

3. Worn electrical wiring, overloaded outlets or defective equipment should not be used. 

4. Do not stand on chairs, tables, or desks to reach articles that are out of reach.  Get a 

stepstool, ladder or ask for assistance. 

5. Do not attempt to move office equipment.  Ask your supervisor to schedule someone 

to move the equipment.     

6. Keep desk and file cabinet drawers closed when not in use to avoid tripping or 

striking. 

7. Be careful to avoid injuring hands when using duplicating machines, copy machines, 

address machines or paper cutters.   

8. Limit loads carried to 25 pounds or less. 

9. Carry large items in a manner that provides you with a clear visual path. 

10. Use the handrail when ascending or descending steps or stairs.  If possible, avoid 

wearing high heels.  Walk; do not run, in halls, rooms and passageways or on steps or 

stairs.  Always keep the right on the handrail and approach corridor intersections 

carefully.  Open doors slowly.  Use caution when entering rooms or stairways that are 

poorly lit. 

11. Do not use pathways or aisles as storage areas; keep them free of obstructions.   

EMPLOYEE CITATIONS AND WRITTEN WARNINGS 
 

Just as your job demands your full attention, so does your safety.  Constantly be on the alert 
for dangerous situations.  Accidents don’t always happen to “the other guy”! 

Failure to follow safety guidelines or failure to heed any safety rules (even if not specific 
herein) may result in a documented notice of unacceptable behavior and may be grounds for 
immediate reassignment or dismissal.  Such notices of unacceptable behavior will be placed 
in an employee’s permanent personnel file.  Two such notices in your personnel file within a 
six (6) month period will result in the employee’s immediate dismissal.   
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COMPANY POLICY FOR ON-THE-JOB INJURIES 
 

We are sincerely concerned for all of our employee’s safety and established the following 
company policy and procedures for everyone follow if you are injured on the job.  

To assure proper treatment, it is very important to notify your immediate supervisor in the 
event of any accident or injury.   

Our policy also requires that you immediately notify our customer if an accident occurs in 
their facility. 

Employee Certification 

I certify that I have received a copy of ________________________ safety rules, policies and 
guidelines.  These have been reviewed with me and I understand and will be guided by them 
throughout my employment. 

I understand that violating these rules could endanger others or me.  I also understand that if 
I do not abide by these rules, I could be dismissed. 

In case I am injured while in the course of my work, I will report the injury to my job-site 
supervisor immediately. 

I further understand that the sale or use of drugs and/or intoxicating beverages while on an 
assignment is strictly prohibited.  I understand that I may be checked for drugs and/or 
alcohol if I’m injured on the job and go to a medical facility for treatment. 

My signature certifies that I have received and understand these Safety instructions and 
agree to abide by them. 

Employees Name (Print) 

 

 

Employee Signature      Date 

 

 

 


