Date _____________

SPOT TRAINING

Office Safety 

1.  What are some of the hazards we encounter in the office?

a. Ergonomic

b. Fire

c. Trips, slips and falls

2.  What is the #1 cause of office employee injury?

    a.  Trips, slips and falls

3.  If you see a spill, what is the first thing you should do?

    a.  Report it immediately

4.  What do you do if the Fire Alarm is sounded?

a. Leave the office immediately

b. Close the doors but do NOT lock them

c. Gather at the “Collection Point”

5.  How often should you take a “Visual Break” when working on VDTs?

    a.  Every 30 minutes

The following personnel were present for Spot Training:

   1.  ______________________  Dept/Div____________________

   2.  ______________________  Dept/Div____________________

   3.  ______________________  Dept/Div____________________

   4.  ______________________  Dept/Div____________________

   5.  ______________________  Dept/Div____________________

TRAINER:  

______________________

(Print name)

SIGNATURE:

______________________

