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 All electrical equipment should be kept in good repair.  Replace defective 
equipment or have it repaired by a qualified person. 

 Watch for wiring on appliances that is damaged, worn, frayed or broken 

 Bringing electrical appliances to work from home is discouraged 

 When unplugging a cord, pull on the plug rather than the cord 
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electricity••• safety •••

Electrical hazards
Almost any kind of job you can think
of today involves using electricity.
That is why it is important for
everyone to understand how to avoid
electrical shock.

There are many different kinds of
electrical hazards, depending on the
kind of place where you work.  Some
jobsites have high voltage
installations and some use small
electrical equipment.  But whether the
electrical shock comes from an
overhead transmission line or an
incorrectly grounded power tool, the
results can be equally fatal.

Besides electrical shock, electricity can
also cause other hazards.  Electrical
shock can cause the startled victim to

fall from a ladder.  Electricity causes
burns, including severe internal
burns.  Electricity can cause fires, for
instance when circuits are overloaded
and the resulting heat sets off a fire.
Electricity can cause explosions, as
would be the case if an electrical
spark occurred in the presence of a
flammable vapor, gas or dust.

When electricity enters the human
body, it can affect the heart beat, brain
function and breathing.  It can cause
immediate death or serious injury.
Under the wrong conditions, even
small amounts of electricity can kill,
so never take any electrical device for
granted.

Follow these tips to avoid electrical
shock:

•  Always make sure all electrical
equipment you use is in good repair.
Report any problems so the
equipment can be repaired or
replaced.

•  Never do repairs on electrical
equipment unless you are both
authorized and qualified to do so.
Fatal accidents have been caused by
poorly repaired equipment.

•  Use only correctly grounded
equipment.  Never use three-pronged
cords which have had the third prong
broken off.  Make sure grounding
connections are secure.  

•  Watch for wires and connections
which are damaged, worn or broken.

•  Use a Ground Fault Circuit
Interrupter (GFCI) when using
electrical equipment outdoors or in a
damp area.  Do not use electrical
equipment which is damp or which
may have been submerged in water.
Do not handle any electrical
equipment, including cords and
plugs, with wet hands.

•  When unplugging a cord, pull on
the plug rather than the cord.

•  Never use a ladder made of
aluminum or one with metal
reinforcement when doing any
electrical work.  This includes
changing a light bulb.

•  Determine if there are any
overhead hazards such as power lines
and electrical installations.  Take
precautions when using ladders,
poles or pipes so as to avoid
contacting overhead lines.

•  Don’t ever use water on an
electrical fire.  Use only an
extinguisher designed specifically for
electrical fires.  Know where to locate
and how to use this extinguisher in
your workplace.

Always be alert to electrical hazards no
matter what kind of work you do.  Be sure
to use electrical safety sense at home too.



Reducing Electrical Risks at the Office  
In the working world, the office may seem an unlikely setting for electrical hazards. Typically, when 
people think of electrical shocks and burns, as well as fires resulting from electrical malfunctions, 
they think of places like the shop floor or warehouse. 
 
True, the office tends to be more "low risk," but electrical accidents can happen anywhere. Don't 
get complacent. Electrical safety is just as important to office employees as it is to factory workers. 
 
Inspect Equipment Regularly 
Every office is furnished with a range of devices that operate on electricity: from small items like 
desk clocks to large equipment like copy machines. It is very important that companies conduct 
regular and complete equipment inspections. These should include visual inspections and 
equipment tests. Items to look out for during a visual inspection include: 

• Damaged electrical cords  
• Damaged equipment  
• Electrical cords repaired with tape  
• Wires pulling away from plugs  
• Signs of equipment overheating (e.g. burn marks or discoloration) 
 

In addition, fuse boxes should be checked to make sure the correct fuses are used, and all 
electrical outlets should be inspected to make sure the shields are secure. 
 
Testing should involve: 

• Operating a piece of equipment to make sure it functions properly.  
• Making sure wires are safely grounded and insulated.  
• Careful inspection of all cables, plugs and extension wires to make sure they're all in 

working order. 
 

Testing can be conducted by the equipment users or by designated equipment testers. Sometimes, 
special instruments may need to be used to obtain electrical readings. 
 
Tips for Electrical Safety 
To ensure a safe office environment: 

• Conduct inspections and testing at regular intervals.  
• Make sure that the appropriate pieces of equipment are effectively grounded.  
• Develop a preventive maintenance program.  
• Discourage staff from bringing their own electrical equipment to work.  
• Maintain records of inspections and tests. 
 

Be aware of common electrical risks. In the office, the most common include: 
• Loose cables that cross employee pathways.  
• Covered vents on equipment (this can cause overheating).  
• Equipments that operate by timers (they can switch on after office hours).  
• Cable management systems assembled in an unsafe manner. 
 

Further, companies may want to designate an employee to serve as the electrical safety guru. This 
person needn't be an electrical expert, but he or she should be armed with the knowledge and 
understanding of what to observe. To this end, the company should develop an employee electrical 
safety manual. However, this "lay" person should seek the assistance of an expert when necessary, 
particularly when confronted with a question that goes beyond their own expertise and experience. 
 
Risks and Accidents: What to do 
If any equipment fails a visual inspection or testing, it should immediately be removed from the 
office setting and be sent off for more testing or repairs.  In the unlikely event that someone is 
electrocuted, make sure the current is immediately turned off. If contact needs to be broken 
between the electrocuted employee and the live current, use non-conducting items such as paper 
and dry clothing. Immediately contact 9-1-1 for emergency medical treatment. Before an 
ambulance arrives, the employee may require immediate first aid treatment such as CPR. Make 
sure at least one employee knows the technique. 



         Workplace Electrical Equipment Checklist     

Use this handy checklist to survey your work area or office to 
ensure compliance with all electrical standards.  According to 
the U.S. Fire Administration (USFA), there are 28,600 electrical 
fires per year.  These fires cause $1.1 billion in property 
damage and loss and are responsible for 310 deaths and 1,100 
injuries each year. 

All electrical enclosures must have tight fitting covers or plates. 

 Ground Fault Circuit Interrupter (GFCI) receptacles must be provided in wet or damp 
locations. 

 Access to electrical and breaker boxes must be un-obstructed. 

Cords and plugs must be in good condition. 

 Grounding pins must not be missing or bent. 

 Adapters (cheater plugs) that convert three wire cords to two wire cords are not 
permissible. 

 There can be no exposed or frayed wiring. 

 Do not use any electrical equipment with a cord that has been repaired with tape. 
 

Extension cords may be used only as temporary wiring. 

 Extension cords must have a grounded conductor. 

 Extension cords may not be plugged into other extension cords. 

 Extension cords must not be run through openings in doors, walls, ceilings, or under 
carpets. 

 Brown, two wire extension cords brought from home are not permissible. 

Multi-outlet strips must be plugged directly into a wall outlet. 

 Multi-outlet strips may not be plugged into other multi-outlet strips ("daisy" chained). 

 Multi-outlet strips may not powered by an extension cord. 

 Multi-outlet strips may only be used to power low-current equipment. (Computers, etc.)  

Space heaters must be located at least 3 feet from combustible material. 

 Space heaters must be UL-listed. 

 Space heaters must have automatic shut-offs that will actuate if the heater tips over. 

 Space heaters, microwave ovens, coffee pots, toasters and other high-current devices 
must be plugged directly into a wall receptacle (not into strips or extension cords). 

All lamps & lighting must be free of combustible material. 

 Always check the maximum recommended bulb wattage on any lighting fixture or lamp 
and never go over the recommended amount. 

 

 

 

 



TEST YOUR KNOWLEDGE 
 
Electrical Hazards Quiz QUESTIONS 
 
1.   True or False.  Water should be used to extinguish an electrical fire. ____________________ 
 
2.   A GFCI should be used when using electrical equipment outdoors or in 
      a damp area.  GFCI stands for _______________.  ____________________ 
 
3.  True or False.  Damaged electrical cords should be covered with tape. ____________________ 
 
4.   Extension cords may only be used as _____________wiring. ____________________   
 
5.   True or False.  A multi-outlet strip may be plugged into another     

      multi-outlet strip.                                                                                            __________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Electrical Hazards Quiz ANSWERS 
 
1.   False 
 
2.   Ground Fault Circuit Interrupter 
 
3.   False 
 
4.   Temporary 
 
5.   False 
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