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WASHZHNEE . BIEER - @8 L Accident-prone black spots in the office include
BZEY) ~ Wi C BRSNEEAR C EE38H)  chairs, sundries, garbage, electric wires or telephone
M AEAMEMNZSHMIREES  wires in the aisles, worn rugs, open drawers, and
SEEBINHTT o wet floor.
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A wet floor may cause workers to fall. Clean the
wet floor promptly and post a notice to caution
others.

e Stick a warning sign to bright and transparent
glass doors where appropriate in case anyone may
bump into the glass and get hurt.

e Carefully store and work with sharp items such as
paper knives, scissors and tacks to prevent bodily
injury.

e | ock up file cabinets immediately after use so as
not to trip or hurt others.

* Tangled or loose electric wires may easily cause
people to trip up. Arrange them securely and tidily,
and keep them away from the aisles.

e Cover the glare shield of a photocopier to protect
the eyes from the glare; put the photocopier in a
well-ventilated place to quickly disperse ozone
from inside the machine.

e Caution that hair and clothes can be easily

dragged into a shredder. Turn off the power before

servicing the machine to avoid accidents.

Office Lighting

REHRBARREIESMcZ2E  Sufficient lighting is essential to keep the workplace safe
EENEARZ - —RIEAEMEME  and healthy. Generally, the luminance of an office desk
FRAAE fET - 300-500 #h5e T 2 should be within the range of 300-500 lux.

e WMANEEMEEREM AR @ o An office desk should be in light color and does not

T HEBAKEINEL - SFEA reflect light so as not to create a sharp contrast with
EIRE o papers that may cause users to feel tired.

e FIAEMEPLMNRRKEMA - o Your computer screen should be placed at right angles
R RER I - to the window to avoid unfavorable reflection of light.

e HEMY T NHEREMFIK AN o A shutter or diffuser is effective against glare and light
BWOMBBRA L ERM LN dispersion; an upward light source is a good way to
RIS KRR A o reduce glare and shade.

e BEEEHRSHIARMAR > aAfEEIE e When necessary, use a cabinet lamp to brightly
HIEEERSRB A - iluminate a certain part.
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Do not take it for granted that the office is a workplace
with a low risk of fire. Actually, fire prevention forms an
important part of office safety and health. Employers must
ensure that their employees understand fire hazards, have
an emergency evacuation plan in place against fire, and
carry out fire drills regularly.

e Smoking is prohibited in the office.

¢ Do not store excess inflammables in the office.

® Do not block or lock exit doors or passageways. The
exit must provide access to an open and safe area.

¢ Do not obstruct access to fire facilities. Learn how to use
fire equipment such as fire extinguishers and fire hose reel.

e Employees should be familiar with the fire access and
assembly points, and carry out fire drills in the office on
a regular basis.

Using display screen equipment for a prolonged period of
time may cause musculoskeletal disorders, fatigue, eye
strain and discomfort, or blurred vision. Employers should
strengthen workplace management including equipment
and working environment to protect the safety and
health of office workers who need to use display screen
equipment frequently.

Office workers should do as follows when using display

screen equipment:

e Keep your eyes at a comfortable distance, usually 350-
600 mm, from the computer screen.

® Light should come from a source above. If you sit with
your back against a window, use a curtain to protect
your eyes from glare.

¢ Take a break after working for a long time.

e During breaks, stretch your hands, shoulders, neck and
waist to relax muscles and relieve mental stress.
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First, come close to the
heavy object you want
to move. Stand firmly
with feet apart over the
object.
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Hold tightly the object close
to your bocly.
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Take a breath. Inflated lungs help
support your spine.

%3% www.oshc.org.hk

ing Operntions

Office work often involves manual handing operations. An
incorrect posture may cause back injury. When handling a heavy
object, be sure to take correct posture. Hold the object tightly
and do not move until the object comes close to your body.
Also, keep your back upright. When putting down a heavy
object, bend your knees, not waist. Follow the instructions
below to ensure safety in general manual handing operations:
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Crouch down with your feet
slightly apart anc keep your
back straight. Bend your
knees.
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Hold the object tightly to prevent it
from slipping off.
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Lift the object up using leg power.

Straighten your legs slowly. Then
return to the standing posture.
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Lift it up smoothly and
slowly. Use your feet
instead of waist to turn
around.
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B 1R, Quiz

FA BB R BEERBELE LR Issue no.41 -
42 Answer 1. C 2. C 3. C B88%& Winners : #FEE

RENLERBRE  SRESEENANARLER -

Sedentary and Professional Services Safety and Health Bulletin
=S~ Miranda Ko Hoi Ying * Lee Wing Yim * William Lau Wai Lam

Congratulations to the above winners, winners will be notified separately in writing.
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AZEER2013F 11 A1 BREEHRERB T LEBESR
TIITEENERBE @ ABHNENELRERIRE
F8E  M2NMERBERETEENNER  WRHEEEED
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A seminar on Work Stress Management was held at the
Auditorium of Christian Family Service Centre on 1 November

2013. The speaker at the seminar was Prof. Chen, Specialist in Psychiatry. Aimed to introduce the
signs and symptoms of occupational stress, and illustrate the stress and emotion coping strategies.
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A seminar on “Ocular Health for Sedentary Workers”
was held at the Lecture Hall of Hong Kong Science
Museum on 25 March 2014. The speaker at
the seminar was Mr Ng, Optometrists. Aimed to
address various common hazards causing ocular
problem and diseases, preventive measures was
also discussed.

The seminar received enthusiastic responses and showed an encouraging result.
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Roadshow on Work Stress Management

The committee organized a roving exhibition in Pioneer
Centre, Prince Edward on 13-14 March 2014. As the venue
was at the transport hub with convenient access, the
exhibition attracted some office workers and pedestrian,
obtained an excellent promotional result.
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Sufficient lighting is essential to keep the workplace safe and healthy. What
luminance of an office desk should be?

A. 100-250 #1572 8 lux
B. 300-500 #h3% £ lux
C. 800-1000 #7572 H lux

MAZERTABREBREER  LTHRREETFESNREWIRE ?

Office workers need to use display screen equipment frequently, which of
the following arrangement can relax muscles and relieve mental stress?

A. ZHEEE BIR S Take a break after working for a long time

B. Ik BB iR R EE) Stretching during breaks

C. LA E% = Both of the above

MAENTHEASREIEERRE  BEEVWHEITERE?
Office work often involves manual handling operations, which correct
posture when handling a heavy object?

A REFIESHEE Keep your back straight
B. AR N2 & Lift the object up using leg power
C. A £ 32 Both of the above

FELERERREZ NYRE  BHREER2739 9779 A RBIMERE  FHEBATHI XBREEREE
TE@ERBAMELES ] - HIEAH : 201458 A 15 B - Please circle the correct answers and fill in the following
form and send it or by fax 2739 9779 to the Council. Please write “Sedentary and Professional Services Safety and
Health Bulletin Prize Quiz” on the envelope. Closing date: 15/8/2014.

%4 Name BB ERN
Identity Card No.
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As appeared on HK Identity Card

RBHEZ 5 IESERS - 0140 : A123XXX(X)
HK Identity Card No. (First 4 digits),i.e.: AT23XXX(X)

Hik Address

Bt 4% 8 5% Contact Tel. No

BT B E B4 R 1% #528 - Data will be destroyed after completion of the activities.

£hn#ma Rules for Participation

1. BUDER 15 R EMBEBEREM - FARRSMN—K - 1. Hong Kong citizens aged 15 or above are welcome to participate, each participant may only enter once.

2 BHEEMNUZNERBESMHB LWERER - BRI HBUEEEER o 2.Winner will be disqualified if their name is not identical to that appeared on the HK Identity Card.

3. 2MEEHERSEMESIS0 BHES - 3. Participant will get the chance to win a prize of supermarket voucher valued at HK$150.

4. THEIBZ BT RAERRBH —2TE2M - 4.The employees and direct family members of the organising body are not eligible to enter.

5. IR U EPMBERTE AL - SEREEERABIBM - 5.The decision of the organising body regarding the prize results is final, winners will be notified separately in writing.

6. THHEBREFXNEMRBEDFEMNERN - BABITERH - 6. The organising body reserves the right to make changes to any matters related to the activities and will not provide further notice.
7. WMBEEFEZE  — AT HEBARTE ARERTE 7.In the event of any dispute, all final decisions are to be made by the organising body.

8. BUIIEEN 2 &K% © 8. Welcome to photocopy the form
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| am interested in the Sedentary and Professional Services Safety and Health Bulletin and want to
subscribe it by e-mail:
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Free Subscription Form
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Chi Name Eng Name Tel. No
BE BFE M

Fax No E-mail Address

EZEBBRBEES 2739 9779 BE L 2B Please fax the form to Occupational Safety and Health Council (Fax No. : 2739 9779)
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