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SAFETY IN ThE OFFICE



OFFICE ACCIDENTS

Most office accidents result from slip, trips 
and fall, lifting objects, punctures or cuts and 
being caught in or between things.

Slips are caused by slippery floors, uncleaned 
spillages or gripless shoes. Trips occur over 
objects lying on the ground or jutting out into 
aisles or because of poorly maintained floor 
surfaces. Falls can be from ladders or from 
standing on chairs to reach an object.

Many of these accidents can be avoided by 
simple planning and good housekeeping.

•	 Traffic	ways	and	aisles	should	be	well	 lit,	
and be kept clear of materials, equipment, 
rubbish and electric leads,

•	 Floors	should	be	level	and	the	use	of	mats	
discouraged. Spilled liquids and anything 
else dropped on the floor should be 
immediately picked up or cleaned,

•	 Free	standing	fittings	should	be	completely	
stable or secured to the wall or floor. Filing 
cabinets should be placed so that they 
do not open into aisles and should never 
be left with cabinet drawers open. For 
stability load cabinets starting from the 
bottom and do not open more than one 
drawer at a time,

•	 Office	 machines	 and	 equipment	 should	
be kept in good working order. Equipment 
using hand-fed processes such as electric 
staplers and paper guillotines should be 
guarded and staff trained in their proper 
use,

•	 Many	pieces	of	equipment	using	electricity	
can mean trailing cables, overloaded 
circuits, broken plugs and sockets. Ensure 
that these dangers are seen to by qualified 
personnel.

MANUAL HANDLING

Manual handling is a term used to describe 
everyday type activities such as carrying, 
stacking, pushing, pulling, rolling, sliding, lifting 
or lowering loads. For office workers this can 
include task such as moving boxes of stores, 
filing, setting equipment from cupboards and 
filling the photocopying machine with paper.

 Bad Good

A common office hazard is the manual 
movement of loads leading to back injuries 
and pain in hand, wrist and neck. To reduce 
the likelihood of these types of accidents the 
requirements are;
•	 remove	 the	need	 for	manual	handling	 that	

could be the cause of injury,
•	 identify	those	tasks	where	manual	handling	

cannot be avoided and assess the risk of 
injury,

•	 reduce	the	risk	of	 injury	by	rearranging	the	
work being done (e.g. have paper delivered 
to photocopier by hand truck rather than 
manually carrying it from stores, reduce 
weight to be lifted, etc.)

•	 provided	 manual	 handling	 training	 to	
workers who need it (messengers, service 
attendants etc.) and give them information 
on the weights being lifted and how to plan 
a lift.

If cabinets, desks or other heavy office 
equipment have to be moved, do take 
particular precautions which would include 
providing hand truck or trollies and using team 
lifting. More details, please refer to Guidelines 
on Manual Handling.

 Bad Good

WORK EQUIPMENT

Equipment used in the office (e.g. paper 
shredders, photocopiers, fax-machines, 
printing machines) should be used in 
accordance with suppliers instructions and 
should be kept in good condition at all time, be 
repaired or serviced by qualified persons and 
any defects reported to the office manager.

Passenger lift should be thoroughly examined 
on a regular basis by a competent person 
as required by the Factories and Machinery 
(Electric Passenger and Goods Lift) Regulations 
1970. Ensure any contract maintenance staff 
using/operating office equipment are given the 
same health and safety protection as regular 
office workers.

CHEMICAL

Small quantities of 
chemical are used 
in the office and 
include printing inks, 
photocopier toners, 
cleaning chemicals and 
correction fluids. Ensure 
office workers are 
aware of their hazards. 
These hazards together 
with the appropriate 
safeguards are normally detailed in the material 
safety data sheets (available from supplier). 
Keep these sheet up-to-date and keep them 
in a location where workers can consult them 
easily.

EMERGENCIES

The type of 
e m e r g e n c i e s 
that could 
occur in the 
office include 
fires, gas leaks 
and lift failure. 
To ensure 
an orderly evacuation from the office an 
emergency plan should be prepared and 
tested on a regular basis. The plan should 
cover fire drills/safe evacuation, how to shut off 
machine and leave the workplace safe, name 
persons who are responsible for the evacuation 
and calling the emergency services, and detail 
the assembly areas. The emergency plan can 
be part of a safe work procedure.
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STRESS

Workplace stress 
is of increasing 
concern in offices 
and is still poorly 
understood. Stress 
arises when the 
demands on the 
worker exceed 
the capacity to 
cope. Stressful 
situations should be 
identified in the office and safeguards must be 
implemented at organisational level to minimise 
the risk. This might means making changes in 
the organisation of the work.

TRANSPORT

A number of office workers have been killed 
going to and coming from the office by car, 
lorries and other vehicles in the office car park. 
Make sure walkways in car park are suitably 
lit and there is safe means for pedestrians and 
vehicles to circulate.

KEYBOARD EQUIPMENT

Office	workers	of	all	kinds	spend	many	hours	
using a variety of keyboard equipment. 
Keyboard equipment that is properly selected, 
coordinated and adjusted will help prevent 
a range of injuries caused by overuse, poor 
posture and poor lighting.

WORKSTATION CHECKLIST 
FOR KEYBOARD WORKERS

Well adjusted chairs improve body position and 
blood circulation, reduce muscular effort and 
decrease pressure on the workers back. Chair 
should swivel, have five wheels for stability, 
breathable fabric on the seat, a rounded front 
edge and have adjustable seat height and 
backrest for lumbar support.

Work surface height
Adjust the height of the work surface and/or the 
chair so that the work surface is approximately 
at finger length below the height of the elbow 
when seated. See figure 2.

Chair
Adjust the seat tilt so that you are comfortable 
when using the keyboard. Usually this will be 
close to horizontal but tilted slightly forwards. 
If this places an uncomfortable strain on the 
leg muscles or if the feet do not reach the floor 
then a footrest should be used. Adjust the back 
rest so that it supports the lower back when 
you are sitting upright. See figure 2.

Keyboard placement
Place the keyboard in a position that allows 
the forearms to be close to horizontal and the 
wrists to be straight. This is, with the hand in 
line with the forearm. If this causes the elbows 
to be held far out from the side of the body re-
check the work surface height.

Screen placement
Set the eye to screen distance at the distance 
that permits you to most easily focus on the 
screen. Usually this will be within an arms 
length. Set the height of the monitor so that 
the top of the screen is below eye level and the 
bottom of the screen can be read without the 
marked inclination of the head.

Usually this means that the centre of the 
screen will need to be near shoulder height. 
Recommended dimensions for viewing 
distance to work;
- Minimum 350 mm
- Maximum 750 mm
- Height of display 10 - 40 below eye level

Desk-top layout
Place all controls and task materials within 
comfortable reach of both hands so that there 
is no unnecessary twisting of any part of the 
body.

Document holder
Place this close to the monitor screen in the 
position that causes the least twisting or 
inclination of the head.

Posture and movement
Change posture at frequent intervals to 
minimise fatigue. Avoid awkward posture at 
the extremes of the joint range, especially the 
wrists. Take frequent short rests rather than 
infrequent longer rests. Avoid sharp increases 
in work rate. Changes should be gradual 
enough to ensure that the workload does not 
result in excessive fatigue. After prolonged 
absences from work the overall duration of 
periods of keyboard work should be increased 
gradually if conditions permit.

WORKSTATIONS 
DIMENSIONS

Recommended dimensions for seated and 
standing work are given in figures 2 and 
figure 3. These recommendation are base 
on	 International	 Labour	 Office	 (ILO)	 Higher	
Productivity and A Better Place to Work - 1988.

Figure 1: Workstation set-up for keyboard 
operate.

Figure 2: Recommended dimensions for 
seated tasks

Figure 3: Recommended dimensions for 
standing tasks

Sources Info: Guidelines on Occupational Safety and Health in the Office book  
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level

Leg clearance:
40 cm at knee level
60 cm for the feet
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Satu lawatan kerja rasmi delegasi Menteri 
Tenaga	 Kerja,	 Arab	 Saudi	 ke	 NIOSH	 telah	

diadakan pada 2 Mac 2017. Lawatan kerja 
TYT Dr Ali bin Nasser AlGhufies, Menteri Buruh 
dan Pembangunan Sosial Arab Saudi ini tiba 
pada pukul 11.30 pagi disambut oleh pihak 
pengurusan	 tertinggi	 NIOSH.	 Delegasi	 ini	 telah	
diberikan taklimat ringkas berkaitan peranan dan 
tanggungjawab	 NIOSH	 sebagai	 sebuah	 institusi	
yang menjalankan aktiviti latihan, perundingan, 
penyelidikan dan penyebaran maklumat bagi 
aspek Keselamatan dan Kesihatan Pekerjaan. 

Pada 25 Mac 2017, telah berlangsung 
acara	Kejohanan	Boling	NIOSH	2017.	Acara	

tahunan ini dianjurkan oleh Kelab Kebajikan dan 
Sukan	Institut	(KKSI)	dan	Puspanita	NIOSH	yang	
disertai	 oleh	 kakitangan	 NIOSH.	 Bertempat	 di	
Ampang Superbowl@ Bangi Gateway Bandar 
Baru Bangi, Selangor di mana 30 penyertaan 
dipertandingkan.	Tahun	ini	NIOSH	amat	berbesar	
hati dengan penglibatan wakil daripada pejabat-
pejabat	wilayah	NIOSH.

Kategori yang dipertandingkan adalah 
Berkumpulan dan Perseorangan. Pendaftaran 
peserta bermula 9.30 pagi disusuli ucapan 
perasmian	 oleh	 Pengarah	 Eksekutif	 NIOSH	
Tuan	 Haji	 Zahrim	 Osman	 sebelum	 pertandingan	
dimulakan. Sebelum pertandingan bermula, para 
peserta diberi latihan senaman regangan bagi 

meningkatkan stamina para peserta. Semua 
pemain menunjukkan bakat masing-masing 
pada hari tersebut dan pemenang-pemenangnya 
adalah;

Kategori Berkumpulan dimenangi oleh;
Kumpulan Ultras Malaya
Jatuhan pin : 1727

Ahli:
1. Mohd Zaki Mohd Zain 
2. Musfaarfana Nasirun
3. Noraini Suberi
4. Nurazim Mohd Yusof

Katogeri Individu Lelaki dimenangi oleh;
Najmie	Che	Ali	(NIOSH	Cawangan	Terengganu)
Jatuhan pin : 491

Katogeri Individu Perempuan dimenangi oleh;
Cik Ernie Sazlien Baharudin (Bahagian IDD)
Jatuhan pin : 447

Syabas diucapkan kepada pemenang-pemenang 
Kejohanan	Boling	NIOSH	2017.	Diharap	dengan	
adanya acara seumpama seperti ini selain dapat 
menyertai pertandingan dan dapat menghilangkan 
tekanan, ianya juga dapat mengeratkan silaturahim 
antara	sesama	kakitangan	NIOSH.

Delegasi ini dibawa meninjau dan melihat secara 
dekat	aktiviti	yang	dijalankan	oleh	NIOSH.	Selesai	
taklimat, barisan delegasi dibawa melawat 
ke	 beberapa	 bahagian	 NIOSH	 seperti	 Pusat	
Simulasi Ruang Terkurung, Makmal Higen 
Industri, Gymnasium, Klinik Kesihatan Pekerjaan, 
Perpustakaan, Dewan dan Bilik-bilik Latihan. 
Sesi lawatan berjalan lancar dan berakhir pada 
pukul 1.00 tengahari. Diharap dengan lawatan 
yang	singkat	 ini,	NIOSH	akan	dapat	menjalinkan	
hubungan kerjasama dengan negara-negara luar 
di dalam bidang Keselamatan dan Kesihatan  
Pekerjaan (KKP) di masa akan datang.

Lawatan Kerja 
rasmi DeLegasi 
menteri 
tenaga Kerja, 
arab sauDi Ke 
niOsH

KejOHanan 
bOLing 
niOsH 2017

Pada 14 Mac 2017,	 NIOSH	 telah	
mengadakan Seminar Pengurusan 

Keselamatan dan Kesihatan Pekerjaan di Sekolah 
atau	 lebih	 dikenali	 sebagai	 OSH	 In	 School.	
Objektif	 utama	 program	 ini	 diadakan	 adalah	
bagi mewujudkan persekitaran sekolah yang 
selamat dan sihat kepada guru, kakitangan dan 
juga murid semasa berada di sekolah. Selain 
memupuk kesedaran terhadap Keselamatan dan 
Kesihatan Pekerjaan (KKP) di sekolah, program 
ini juga memastikan sekolah sebagai zon selamat 
bagi murid dan warga sekolah yang lain. Program 
ini diadakan bagi memupuk kesedaran tentang 

amalan budaya selamat di sekolah yang mana 
sekolah juga tidak terlepas dari menghadapi 
kemalangan yang melibatkan pelajar sekolah.

Seminar Pengurusan Keselamatan dan Kesihatan 
Pekerjaan	 di	 Sekolah	 anjuran	 NIOSH	 dengan	
kerjasama Kementerian Pendidikan Malaysia telah 
dirasmikan oleh YB Dato’ Sri Richard Riot Anak 
Jaem, Menteri Sumber Manusia. Penyertaan 
seminar ini terdiri dari guru-guru, para pentadbir 
sekolah dan dari Jabatan Pendidikan seluruh 
Selangor.

Setelah hampir 3 bulan beroperasi, tanggal 
30 Mac 2017 dengan rasminya pejabat 

NIOSH	 Wilayah	 Utara	 di	 Manjung	 telah	 dibuka.	
Pembukaan	NIOSH	Wilayah	Manjung	dirasmikan	
oleh	 Pengerusi	 NIOSH	 YBhg	 Tan	 Sri	 Datuk	 Seri	
Lee Lam Thye. Tarikh bersejarah terlakar di 
lipatan	sejarah	NIOSH	Wilayah	Utara	di	Manjung.	
Semoga dengan tertubuhnya satu lagi cawangan 
NIOSH	 Wilayah	 Utara	 khususnya	 dan	 secara	
amnya	 NIOSH	 Malaysia,	 maka	 akan	 tercapailah	
visi,	misi	dan	objektif	penubuhan	NIOSH.

Dengan adanya pejabat baru di Manjung, 
Perak	 ini,	 NIOSH	 Malaysia	 telah	 melebarkan	
rangkaiannya di sebelah Utara dan diharap 
dengan adanya pejabat baru ini dapat memenuhi 
permintaan dalam kursus keselamatan dan 
kesihatan pekerjaan yang semakin meningkat. 

seminar Pengurusan KeseLamatan Dan KesiHatan 
PeKerjaan Di seKOLaH

Perasmian 
PembuKaan Pejabat 
niOsH wiLayaH utara 
Di manjung
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