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Office Safety Tips
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MATERIALS STORAGE
· Storage is not permitted on top of overhead units where the door rolls over the top of the unit.

· Do not stack boxes, papers, and other heavy objects on file cabinets or window ledges where they could spill or fall off.

· On storage shelves, stack larger items on the bottom and smaller items on top.

· Items should not be stored within 18 inches of the ceiling.

· Mechanical rooms are not to be used as storage rooms.

· Maintain clear walkways in storage areas.

· Razor blades, thumb tacks, and other sharp objects should be carefully boxed rather than loosely thrown into drawers. 

· Store materials in neat stacks or stable piles that will not fall over.

· Step ladders should be provided in storage areas where necessary.

· Flammable and combustible fluids are to be stored in safety cans in approved, identified, flammable cabinets, not in drawers, filing cabinets or personal lockers.

· Do not store flammable and ordinary combustible materials (paper, cardboard, cloth, etc.) in the same storage cabinet.

ERGONOMICS
· The fastest growing area for worker compensation claims is cumulative trauma disorders. Since more and more people are working at computers for longer periods of time, this may well be one of the causes. 

· There are several things you can do to help prevent cumulative trauma disorders. Have the right posture, do simple exercises, and try alternating work tasks. 

[image: image3.wmf]The Right Posture: 

· Keep your head and neck upright. 

· Keep your wrists straight and your forearms parallel to the floor. 

· Support your lower back.

· Keep your feet flat on the floor or support them with a footrest.

Comfort Tips: 

· [image: image4.wmf]Adjust your backrest until it fits snugly against your lower back. If your backrest isn't adjustable put a small pillow, a lumbar roll, or a rolled-up towel behind your lower back.

· Adjust your monitor so that it's an arm's length away and the top of the screen is just below eye level. Tilt it slightly down or sideways to prevent glare.

· Change your position often. Lean back or forward a little in your chair. Take breaks when you can to stretch or walk. Try not to spend more than 20 minutes in the same position.

· Tired eyes? Stiff neck? Tight shoulders? Aching back: Take a minute during your day to do a few of easy exercises.

Eyes: 
(1) Lean your elbows on your desk. Cup your hands and place them lightly over your closed eyes. Hold for a minute while breathing in and out. Slowly uncover your eyes.

(2) Close your eyes and slowly roll your eyeballs clockwise all the way around. Repeat 3 times. Then slowly roll them counterclockwise. Repeat 3 times.

(3) Every half hour, look away from the computer screen and focus on an object 20 feet away. Look back at the screen then look away and focus again. Repeat 3 times.

Neck and Head:

(1) Sit up straight and tuck in your chin. Gently tip your head to the left, return to center, then tip hour head to the right. Repeat 3 times on each side.

(2) Sit up straight, turn your head to the left, and look over your left shoulder. Hold for a few seconds, return to center, and look over your right shoulder. Repeat 3 times on each side.

Shoulders: 

(1) Slowly raise your shoulders toward your ears. Hold for a few seconds. Slowly bring your shoulders down and relax. Repeat 3 times.

(2) Put your hands up, with forearms raised. Push your arms back, squeezing your shoulder blades. Hold for a few seconds. Relax and repeat 3 times.

[image: image5.wmf]Back:

Sit up straight and imagine you have a cable attached to the top of your head. Feel the cable slowly pull you up higher and higher. Hold for a few seconds. Relax and repeat 3 times.

Arms:

(1) Hold your arms straight out in front of you. Rotate them so the backs of your hands face each other. Hold for a few seconds. 

(2) Now rotate your arms so the palms of your hands face up. Hold for a few seconds. Relax and repeat 3 times.

Wrists, Hands, and Fingers.

[image: image6.wmf](1) Hold your arms in front of you and make gentle fists. Point your knuckles toward the floor and hold for a few seconds. 

(2) Straighten your fingers and point them down. Feel the stretch in your lower arms.

(3) Slowly point your fingers up toward the ceiling. Hold for a few seconds. Relax and repeat all steps 3 times.

(4) While standing or sitting, drop your arms to your sides. Gently shake your arms and hands for a few seconds. Relax and repeat 3 times.

Feet:

(1) While sitting, slowly rotate one foot at the ankle, 3 times clockwise, then 3 times counter-clockwise.

(2) Rotate the other foot 3 times in each direction. Relax and repeat 3 times with each foot.
Source: https://www.asc.wpafb.af.mil/asc/safety/office_safety/office_safety.htm
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Texas Company, Former President Sentenced for Waste Violation
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From Environmental Resource Center’s Tip of the Week

Courtney & Co. Inc., of Texas City, Texas, and its former president, Donald Ray Robertson of Hitchcock, Texas, pleaded guilty and were sentenced for illegally storing hazardous waste in violation of the Resource Conservation and Recovery Act. Robertson will serve six months home confinement and one year probation. Courtney & Co. was ordered to pay a $50,000 fine.

In 1997 and 1998, Robertson directed employees to store at the company facility approximately 1000 gallons (about 6500 pounds) of ignitable hazardous wastes including waste paint, toluene, xylene, methyl-ethyl ketone and waste paint solvents without a permit.  Such action can create a fire hazard.  EPA’s Criminal Investigation Division, the FBI, the Texas Parks and Wildlife Department, the Texas Natural Resources Conservation Commission and the Pollution Control Division of the Galveston County Health District investigated the case.  The case was prosecuted by the U.S. Attorney's Office in Houston.

Pentagon Battles Environmental Rules

Military says training, readiness inhibited by restrictions

Eric Pianin

The Washington Post
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April 30 — The Defense Department is pressing Congress for exemptions from many of the nation’s most important environmental laws, arguing that the restrictions seriously hamper military readiness and training after the Sept. 11 terrorist attacks.

If the Pentagon prevails, many training and bombing exercises would be exempt from an array of laws governing endangered species, marine mammals, migratory birds, clean air and hazardous-waste cleanup. A House Armed Services subcommittee on military readiness last week adopted two of the proposed exemptions, relating to endangered species and migratory birds, as part of a 2003 defense authorization bill. The full committee is likely to consider other changes when it begins action on the bill Wednesday, according to environmental groups and congressional sources. Defense Department officials said yesterday the environmental laws have greatly inhibited training at military bases and bombing ranges and that the process for obtaining presidential exemptions is too slow and cumbersome for a government that is bracing for the possibility of renewed terrorist attacks. 

[image: image10.wmf]“If we wait until a 9/11-type of event that really does create an imminent threat to the nation ... to invoke those waivers, the troops that go into battle won’t have the realistic training they need,” said Ben Cohen, the Defense Department’s deputy general counsel for environment and installations.  A recent federal court ruling that halted bombing exercises on Farallon de Medinilla, a Western Pacific island where migratory birds were being killed, could affect other ranges where training involves live firing and bombing, officials said.

STRONG OPPOSITION

The administration’s call for broad environmental exemptions for the Pentagon has been strongly opposed by environmental groups, governors and state attorneys general, and public interest groups. 

The military is among the nation’s largest polluters, and it manages 25 million acres of land that provide habitat for 300 species listed as threatened or endangered.

“This looks like one of the most dangerous things we’re facing right now,” said Gregory Wetstone of the Natural Resources Defense Council.  “It seems to be an effort to broadly allow the military to ignore our environmental laws despite the exemptions they already have.”  Raymond DuBois, deputy undersecretary of defense for installations and environment, stressed yesterday [image: image11.wmf]that the proposed exemptions would apply to a “narrow, unique category of military activity” and would not affect other day-to-day operations, such as wastewater treatment, solid-waste disposal and construction. “We will continue to shoulder our [environmental] responsibility,” he said.

‘A RECKLESS COURSE’

[image: image12.wmf]Last week, Rep. Joel Hefley (R-Colo.), chairman of the House military readiness subcommittee, said the Defense Department was “asking us to follow a reckless course” by waiting until the last minute to request changes without giving lawmakers “a reasonable period of time” to consider long-term environmental implications. 

[image: image13.wmf][image: image14.wmf]Hefley’s subcommittee approved a provision to the defense authorization bill that would exempt critical habitats on military installations from restrictions under the Endangered Species Act, provided that a natural resources management plan was in place.  He also offered language, which the panel approved, to amend the Migratory Bird Treaty Act to allow the Pentagon to kill migratory birds that interfere with military readiness operations.  Under current law, the military can obtain permits to clear birds off a golf course or an airport runway, but not to remove them to make way for military exercises.  However, Hefley put off Pentagon requests that had drawn the sharpest criticism from environmentalists and wildlife advocates, including exemptions from the Clean Air Act, the Marine Mammal Protection Act and hazardous- and toxic-waste cleanup legislation.  For years, the military has been increasingly concerned about environmental “encroachments” — conservation-based restrictions on how training bases and bombing ranges can be used, according to Pentagon officials.  Now it is also facing opposition from conservationists fighting deployment of a revolutionary sonar system designed to detect new “quiet” submarines.  The system can confuse or kill large whales and other noise-sensitive marine mammals.

© 2002 The Washington Post Company
http://www.msnbc.com/news/745549.asp   


Does Your Backyard Gas Grill have the new Required Safety Valve?

[image: image15.wmf]
 Thanks to Keith Vossler for forwarding the following article:

NFPA reminds consumers that propane cylinder upgrade went into effect 1 April 2002.  A new provision of an existing safety code developed by NFPA (National Fire Protection Association) which took effect on 1 April 02, requires overfilling prevention devices (OPDs) on propane cylinders weighing between 4 and 40 lbs., commonly used for appliances like outdoor gas grills. 

An OPD is a safety valve that shuts off the flow of gas to a cylinder after 80 percent capacity has been reached. This limits the potential for release of gas when the cylinder is heated, averting a fire hazard or personal injury. Since 1998, all new propane cylinders from 4- to 40-pound propane capacity, have been equipped with OPDs.  Cylinders manufactured after September 30, 1998, are equipped with OPDs and require no change.  Older cylinder models must now be retrofitted with the device before refilling can occur, under the requirement, or the cylinder should be discarded properly and replaced with an OPD-equipped cylinder. Many filling outlets have the capacity to retrofit or recycle obsolete cylinders. In many parts of the U.S., exchange cylinder racks can be used to swap an empty cylinder without an OPD for a full cylinder equipped with an OPD, for a nominal fee, eliminating the need to dispose of the cylinder or to have it retrofitted.

NFPA 58, Liquefied Petroleum Gas Code, a consensus code developed by NFPA which contains the new provision, is adopted in every U.S. state and is enforceable by the authority having jurisdiction in individual states, be it the fire service, building officials, state agencies, or other bodies. Because adoptions within states are not always to the current editions, there are some states that have not adopted either the 1998 or 2001 edition of the Code, which include the OPD requirement.  However, because manufacturers have been producing OPD-equipped cylinders since 1998, these cylinders will eventually replace the non-OPD cylinders even in states where the current NFPA 58 has not been adopted. 

[image: image16.wmf]"OPDs will protect against overfilling cylinders and decrease the number of possible fires from this source," said Ted Lemoff, principal gases engineer at NFPA. "This requirement will enhance consumer safety."  How can one tell if a cylinder currently lacks an OPD?  If the cylinder valve has either a round or star-shaped hand wheel, it needs an OPD.  OPDs have hand-wheels that are triangular in shape, but a small number of early production OPD-equipped cylinders did not. These are stamped "OPD" on the brass valve body.  Costs to upgrade or replace a cylinder vary. For information on discarding an old cylinder, please contact your propane refiller, hazardous waste collection site, or local fire department. 

Article available at:

http://www.nfpa.org/PressRoom/NewsReleases/Gas_grill_safety/gas_grill_safety.asp
Download a free fact sheet on OPDs or other fire and life safety topics.
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[image: image21.wmf]RCRA Hazardous Waste Training:  Mandatory for all employees who generate hazardous waste.  Issue Point (IP) Managers, Hazwaste generators, primary and alternate Initial Accumulation Point (IAP) managers, Unit Environmental Coordinators (UECs), and supervisors of all these individuals must take annual RCRA training.

Initial Training: 16 May, 18 Jul, 19 Sep, 21 Nov 02
  Schedule with Susan Dilworth 75627 x223
Annual Refresher Training - AFRL Only
28 Mar, 23 May, 25 Jul, 26 Sep, 14 Nov 02
  Schedule with Mary Shelly x59000
Annual Refresher Training - Organizations other than AFRL 
20 Jun, 15 Aug, 17 Oct, 19 Dec 02

  Schedule with Susan Dilworth 75627 x223
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Environmental Compliance, Assessment and Management Program (ECAMP) Training (ENV220) 
This course is designed to give students knowledge to successfully plan and execute an internal or external compliance assessment (such as ECAMP), prepare required reports, and direct the follow-up actions.  For more information on the course visit AFIT’s Website (http://cess.afit.af.mil/env_020/default.htm).

You must sign up for the course through your Training Focal Point (TFP). Contractor registration should be coordinated through their assigned organization’s TFP.  Additional paperwork is required for contractors to attend this course.
For more information contact 

Karen Thompson, 88 ABW/EMO at 72010 x 211

Remember ECAMP is scheduled for 6-10 May 02.
[image: image23.wmf]Environmental, Safety and Occupational Health (ESOH) Awareness Training 
14 Aug, 19 Nov 02

Sign up with Mary Shelly x59000

This course covers a broad range of topics and requirements that apply to all of us at Wright-Patterson, including mandatory training requirements.  This course is highly recommended for all employees on Base, including contractors.  Supervisors are highly encouraged to attend.
[image: image24.wmf]CPR Training
Required for electrical and confined space workers per 29 CFR 1910.151.  The American Heart Association recommends CPR refresher training every two years and the American Red Cross recommends CPR refresher training every year.  CPR training (per the American Heart Association) is taught at the Base Hospital every Tuesday provided that there are enough students for a class.  Contact Marcia Wilson at x79347.
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Operational Risk Management (ORM) 

To sign up, contact Chuck Swankhaus at 43390

ORM is a tool anyone can use to help with planning and decision-making in order to reduce or eliminate potential risks and increase efficiency.   The Safety Office (ASC/SEG) has made two ORM briefings available over the Internet.  Click on the following links to learn more about ORM:

Awareness Level ORM Training:  https://www.asc.wpafb.af.mil/asc/safety/orm/exec_training.ppt
Level II ORM Training:  https://www.asc.wpafb.af.mil/asc/safety/orm/orm_level_ii_training.ppt
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Health and Wellness Center (HAWC) 

Classes & Lectures for May 2002

To sign up or for more information, call 904-WELL (9355)

Class sizes are limited.  All classes require pre-registration but are free.
Classes will be held at the newly remodeled Hangar 22 (Bldg 571) Area B - Wright Field Fitness Center.  Many briefings can be individualized and brought to your organization.

[image: image27.wmf]Smoking Cessation –
Lunchtime Class 11:00 - 12:00, Evening Class 5:00-6:00

Patches are available for civilians and active duty military.  

Call the HAWC x49355 and speak to Pat Kehl for information about the next 5 day "DO IT" Tobacco Cessation Program.
Exercise/Rehab Class
- Mondays & Wednesdays, 1630-1730
All participants must complete a health history questionnaire and have it signed by a licensed physician.  The classes are designed for both fit and unfit people, and typically involve a combination of resistance and aerobic activities, some lower impact jumping drills and flexibility enhancement.

Yoga-fit – Fridays through 10 May, 1100-1200

Yoga-fit is a hybrid style of yoga that is fitness-oriented and user-friendly.  It draws on traditional exercises, Pilates and Hatha, Astanga, Iyengar and Kundilini yoga.  There is no charge for the class, but donations will be accepted on behalf of the Air Force Assistance Fund.  Dress comfortably and bring a mat.

Knee School (Physical Therapy) - 8 May, 1215-1315
Everything you ever wanted to know about knee pain.  What is it?  How do you treat it and prevent it?  Includes assessment of foot biomechanics and shoe recommendations.

Flexibility (Physical Therapy) - 15 May, 1215-1315

This lecture will be hands-on.  Your flexibility level will be assessed by a physical therapist shortly after the mini-lecture.  Please wear loose-fitting clothing.

Marathon Prep for Regular Runners - 7 May, 1215-1315
Specific running techniques and training principles will be discussed to assist runners in preventing injury and increasing performance.
Osteoporosis and Exercise - 14 May, 1215-1315

Learn about bone anatomy and how weight-bearing and resistance exercise can increase bone mineral density.  There will also be a brief demonstration of specific exercises that researchers have found to be effective in increasing bone mineral density.

Running 101 (Physical Therapy) - 
22 May, 1215-1315

How do I run and not get hurt?  Comprehensive overview of how to select the correct shoes, clothing, warm-up, stretching and training programs.  Designed to meet the needs of the beginning runner.

Managing Stress - 7 May, 1230-1330

Learn about stress – what it is; what causes it and what causes distress.  How do you manage the stress in your life? This excellent briefing covers the art of letting go of stress.

The Wellness Choice – A Way of Life - 8 May or 30 May, 1230-1330

Wellness is the integration of mind, body and spirit. Learn about the different components of a balanced life – fitness, nutrition, stress reduction, inner peace.  This briefing offers participants first-class instruction and skills training for positive life-style changes.

Reduce Stress by Changing Your Mind  

(Register for any individual session or the whole series)

May Series: 14, 16, 21 & 23 May, 1230-1330

Learn to control stress internally. Most people don’t realize that thinking about events is the key cause of stress. Learn how to control your reactions so (potentially) stressful circumstances don’t automatically lead to stress. 

The Stress Survival Kit - 17 April, 1 May or 15 May, 1230-1330

Designed to assess stress and give suggestions in 10 specific areas such as anger, time pressure, worrying, and stress symptoms.  Participants use the “Stress Profiler” self-test to identify their own stressors and evaluate their strengths and weaknesses.  Each participant also receives a “mini stress survival kit” offering wisdom and advice about handling life’s stresses. 

Laugh and Live Longer - 28 May, 1230-1330

Many of us feel exhausted, burned out, and ill from all of the demands and pressures in our lives. Well, help has arrived!  It is a proven medical fact that good humor reduces the negative effects of stress.  Laughter is also a powerful healing force – physically, emotionally and spiritually. This briefing uses the knowledge and advice of Annette Goodheart, Ph.D., Loretta LaRoche, and Dr. Ben Bissell to help participants re-learn how to use laughter in not taking ourselves too seriously and live longer, happier lives.

Public Health Training

All Training classes listed below will be held at 1300 in the Public Health Classroom in Bldg 675, Area B unless otherwise stated.  If needed, more classes will be added to the schedule.  To sign up for training or work specific education, please contact the 

Public Health Office at  255-2515.  

Hazardous Communication (HAZCOM) Training

26 Apr, 26 Jul, 25 Oct 02
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This course is a Train-the-Trainer course that provides mandatory HAZCOM training to supervisors and safety reps responsible for their organization’s HAZCOM program.  Hazcom Training per 29 CFR 1910.1200 is required for all employees who use, handle, or may be exposed to hazardous materials upon initial assignment to that job (if not already receiving Chemical Hygiene Training per 29 CFR 1910.1450).  HAZCOM refresher training is required whenever a new chemical or hazardous process is introduced into the work area or it is evident an employee needs refresher training.  Otherwise, there is no “annual” requirement for HAZCOM training.   
[image: image29.wmf]Ergonomics Training

24 May, 23 Aug, 29 Nov 02
Open to all interested DOD and military workers.  Focus will be on Repetitive Motion Illnesses. If you would like in-depth ergonomic training that is more job specific, Public Health is available to do that on a one-to-one basis.  

Chemical/Biological Emergency Actions

[image: image30.wmf]12 Apr, 12 Jul, 11 Oct 02

Course covers emergency actions to take for self-protection against potential Biological and Chemical Exposure.  Open to all interested Base personnel.

[image: image31.wmf]Reproductive Hazards in the Workplace
10 May, 9 Aug, 8 Nov 02

Open to workplace supervisors, safety reps, and any interested Base personnel.

Laser Hazards

[image: image32.wmf]8 Mar, 14 Jun, 13 Sep, 13 Dec 02

Open to workplace supervisors or Safety Reps.

[image: image33.wmf]
Asbestos Awareness

22 Mar, 21 Jun, 20 Sep, 20 Dec 02

Mandatory for all building managers and CE personnel.

Hearing Conservation  (General)

[image: image34.wmf]4 Mar, 6 May, 1 Jul, 9 Sep, 4 Nov 02

Open to all base employees, recommended for all employees routinely exposed to noise.

Hearing Conservation (Supervisors) – class at 2:00
1 Apr, 3 Jun, 5 Aug, 7 Oct, 2 Dec 02

Mandatory for all supervisors and safety reps working in shops that work around hazardous noise.  
[image: image35.wmf]Heat Stress
17 May, 15 Jun 02
Open to all interested personnel.

Chemical Hygiene

2 Apr, 7 Jun, 6 Sep 02

Open to all AFRL supervisors and safety reps.

Wright-Patterson ESOH Web Sites:

ENVIRONMENTAL MANAGEMENT:  http://www.abwem.wpafb.af.mil/em/
HEALTH & WELLNESS CENTER:  https://www.asc.wpafb.af.mil/wellness/
SAFETY:   https://www.asc.wpafb.af.mil/asc/safety/index.html
PUBLIC HEALTH: https://wpmc3.wpafb.af.mil/amds/ph/index.htm
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READER COMMENTS





In regard to fire extinguishers, I would like to make a suggestion regarding maintenance of the most common extinguishers.  I think that most people are unaware that the retardant in their home extinguishers can “cake” at the bottom, rendering the extinguishers useless.





Glenn W. Liston 


Aerospace Propulsion Office 


Propulsion Directorate (AFRL/PRA) 








Glenn,





You're right!  The powder will "cake" in the extinguishers over time. The NFPA Standard 10 that deals with fire extinguishers requires the dry powder be changed every six years and the cylinder to be hydrotested every 12 years by a certified fire extinguisher maintenance contractor. The WPAFB Fire Dept. has adopted a policy of replacing all of the dry powder extinguishers on base with brand new ones at six-year intervals.  This is a more economical way of complying with the standard and maintaining serviceability of the extinguishers.  For home use, it is a good idea to totally replace the extinguisher or have the powder replaced every six years.





Inspector Frank Cox of the WPAFB Fire Dept. recommends homeowners perform a monthly home fire extinguisher check.  Homeowners should check the gauge (should be in the green area) to make sure the extinguisher is properly charged and inspect the discharge hoses or nozzle for any foreign debris such as chewing gum, etc.  Frank also recommends the extinguisher be turned upside down a couple of times during the monthly check to allow the powder to free fall and prevent "caking".  Any further maintenance questions can be addressed to Frank Cox at 257-4075 or email at Frankie.Cox@wpafb.af.mil.





Mike Schumacher  


AFRL/PRTM














If you have any suggestions or comments for this newsletter or if you would like to be added / removed from the distribution list, please contact �HYPERLINK "mailto:mary.shelly@wpafb.af.mil"��Mary Shelly� (937) 255-9000.





ESOH Training and Opportunities
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