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• Don’t overload the top drawers of a file cabinet or open more than one 
drawer at a time.  Do not leave drawers open while unattended. 

• All cords, cables and wires should be away from isles and walking areas. 
• Do not store any items within 18 inches of the ceiling.  These items could 

obstruct the spray of a sprinkler system if needed. 
• Never store items in front of electrical service panels.  Access may be 

needed to these panels in an emergency. 
 
 
 
 
 
 
 
 

 



Housekeeping 

So how can we all remain safe while at work? Some of the most frequently overlooked 
general safety precautions involve office housekeeping. Here are some suggestions 
from OSHA and the National Safety Council (NSC) for "Good Office Housekeeping".  

Corridors, Stairs and Flooring  

In order to maintain safe floor surfaces and walkways throughout the workplace:  

• Keep all corridors, passageways, storerooms, and service areas clear of debris, 
boxes and storage. Never block these areas, even temporarily. Emergencies 
don't usually come with advanced warning and are not likely to give you time to 
clear cluttered escape paths.  

• Keep stairwells clear at all times. Do not store boxes, files, or other debris in the 
stairwells or landings.  

• Pick up dropped pencils, paper clips, and rubber bands that can cause you or a 
co-worker to skid.  

• Contact building management if you see areas that are cluttered with rubbish.  
• Wipe up spills immediately. If a spill is too large to clean up quickly, contact 

building management  
• Report uneven, defective flooring, worn spots in carpets, chipped tiles, and worn 

stair treads to building management  
• In areas where wet or damp conditions are likely to routinely exist, appropriate 

drainage should be maintained and grating, mats, raised platforms, or anti-slip 
strips should be evaluated and considered for control or prevention of slippery 
conditions.  

• Every floor, work area, and passageway should be kept clear of obstructions that 
protrude into the walkway or have the potential to result in unsure footing, such 
as loose parts, boxes, packing material, or tools. This includes areas where 
construction or demolition debris has the potential of negatively impacting 
permanent or temporary walkways.  

Common Filing Areas  

In order to keep filing areas safe, the NSC suggests these procedures:  

• Store the heaviest materials in the  
bottom drawer.  

• Never leave the upper drawers of a  
file cabinet open.  

• Open only one drawer at a time.  
• Never open a drawer if someone is  

crouched below it.  
• Shut a file drawer immediately after  

removing files.  
• Use the handle when closing a drawer  

to help reduce pinch-point injuries.  
 



Checklist for Office Safety 
 

Aisles and Floors 

_______  Aisle clearance is adequate for two-way traffic and for 
unobstructed access to all parts of the office and building. 

_______  Office arrangement allows easy egress under emergency 
conditions. 

_______  There are no tripping hazards in the area created from either 
placement of loose objects, furniture projection, loose carpeting 
or floor tile. 

_______  Floors are clear of pencils, bottles, and other loose objects that 
may create a slipping hazard. 

_______ Aisles, exits, stairwells and doorways are kept clear at all times. 

 

                                                Electrical Equipment 

_______ Electric fans are protected with guards of not over one-half inch 
mesh. 

_______ Cords and plugs are in good condition. 

_______ Electrical and extension cords are not run through openings in 
doors, walls, ceilings, or under carpets and not placed over 
radiators or steam pipes. 

_______ Multi-outlet strips are not plugged into other multi-outlet strips 
("daisy" chained). 

_______ Extension cords are not plugged into other extension cords. 

_______ Small appliances (e.g., fans, lights) with exposed metal must 
have a 3-prong (grounded) plug unless double insulated. 

_______ Space heaters are UL-listed. 

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

_______ Space heaters are located at least 3 feet from combustible 
material. 

_______ Space heaters, microwave ovens, and other high-current 
devices are plugged directly into a wall receptacle (not into 
strips or extension cords).  

 

 



Housekeeping 

_______ Housekeeping is maintained to minimize accidents. 

_______ Ladders/step stools are provided for reaching materials on 
shelves and are kept in safe serviceable condition. 

_______ Use step stools or ladders--not swivel chairs or other office 
furniture. 

_______ Cleaning fluids are used only in small quantities and are stored 
in closed containers that are kept in well-ventilated areas. If 
flammable, they are not used near a flame or an open heating 
element. 

_______ Do not permanently store combustibles in offices. 

_______ Do not place combustibles under desks, tables, or shelves 
where they would be shielded from automatic sprinkler 
protection. 

_______ Wrap sharps (e.g., razor blades, utility blades, metal pieces), 
broken/cracked glass, brittle plastic objects, or other materials 
that may break and produce a sharp or rough edge in 
corrugated cardboard, secured with tape, and marked with the 
condition and material type (e.g., broken glass) before placing 
in a trash container. 

                                                 

                                                Office Furniture and Equipment 

_______ Office furniture, equipment and electrical appliances are 
arranged to obtain maximum safety and use of installed 
facilities, such as overhead lighting, wall outlets, telephones, 
and other services. 

_______ Bookshelves and cabinets that are potentially unstable (e.g., 
over 5 feet in height, top-heavy) are secured so they will not fall 
over. 

_______ Desks, file cabinets, etc., are arranged so that drawers do not 
open into aisles or walkways. Desk and file drawers are closed 
after use. 

_______ Weight is distributed in file cabinets so that upper drawer 
contents do not create a top-heavy condition. 

_______ Faulty desks, chairs, or other office equipment are repaired or 
taken out of service. 

_______ Adequate and sufficient lighting is provided in all working areas.

_______ Paper cutter blades are in locked position when not in use. 

_______ Knife blades have guards when not in use. 

                                     "Think" before you act -- avoid accidents! 



TEST YOUR KNOWLEDGE 
 
Housekeeping Quiz QUESTIONS 
 
1.   How many drawers of a filing cabinet can safely be opened at one time? ____________________ 
 
2.   True of False.  Stairwells and stair landings are excellent places to store  
      seldom used files or items in boxes.   ____________________ 
 
3.   After accidentally spilling a liquid, how soon should the spill be cleaned up? ____________________   
 
4.   Cords on the floor and loose carpeting or tile can create what kind of hazard? ____________________   
 
5.   How far away from combustible materials must a space heater be placed? ____________________   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Housekeeping Quiz ANSWERS 
 
1.   One 
 
2.   False 
 
3.   Immediately 
 
4.   Trip hazard 
 
5.   3 feet 
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