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IMPORTANT
POINTS

As much as it's im-
portant for time cards
to be handed in on
time, it's as important
that they are properly
filled-in and signed by
your supervisor at
work. You have in
your employment kit a
copy of a time card as
it should be filled-in.
Please refer to this
example. If you need

further information,
please do not hesitate
to ask either Jean

Beauchamp or Natalie
Ferguson.

Some of you are hand-
ing in timecards late
and some extreme
cases almost a month
old. This is causing
problems for our pay-
roll / accounting de-
partment. Our clients
also expect to have
their invoices in a time-
ly fashion and in order
for this to occur, you
must hand in your
timecards regularly.
Furthermore, handing
in your timecards on
weekly basis means
you will receive your
pay every week.

All incidents or acci-
dents that happen
while at work and be-
cause of the work that
you are doing have to
be reported to La-
borTek Immediately
WITHOUT
EXCEPTIONS

Celyne Aubin
Health & Safety

caubin@labortek.com

Tel: 613-741 1128
Fax: 613-741 1130

SAFETY TALK

Why every worker should
pay attention to keeping the
work place safe!

Effective housekeeping
safety checks can eliminate
some workplace hazards
and help get a job done
safely. Poor safe keeping/
housekeeping can contrib-
ute to accidents by hiding
hazards that cause injuries.
If the sight of paper, debris,

platforms

. being hit by falling
objects

. slipping on greasy, wet
or dirty surfaces

. striking against pro-
jecting, poorly stacked items or
misplaced material

. cutting, puncturing, or
tearing the skin of hands or
other parts of the body on pro-
jecting nails, wire or steel
strapping

clutter and spills is accepted

as normal, then other more
serious health and safety
hazards may be taken for
granted.

Housekeeping is not just
cleanliness. It includes
keeping work areas neat
and orderly; maintaining
halls and floors free of slips
and trip hazards; and re-
moving of waste materials
(e.g., paper, cardboard) and
other fire hazards from
work areas. It also requires
paying attention to im-
portant details such as the
layout of the whole work-
place, aisle marking, the
adequacy of storage facili-
ties, and maintenance.
Good housekeeping is also
a basic part of accident and
fire prevention.

Why is this so important?

Poor housekeeping can be a
cause of accidents, such as:
. tripping over loose
objects on floors, stairs and

To avoid these hazards, a
workplace must "maintain”
order throughout a workday.
Although this effort requires a
great deal of management and
planning, the benefits are
many.

**Work place inspections
should be done daily/ weekly/
monthly to ensure a safe work
place**

Inspections help prevent inci-
dents, injuries and illnesses. ...
Health and safety committees
can conduct and monitor this
with doing these inspections
and addressing all related is-
sues.. Regular workplace in-
spections are an important part
of the overall | health and safe-
ty program.

What are the benefits of good
housekeeping practices?

Effective housekeeping results
in:

. reduced handling to
ease the flow of materials
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. fewer tripping and
slipping accidents in clutter-
free and spill-free work areas

. decreased fire haz-
ards
. lower worker expo-

sures to hazardous substanc-
es (e.g. dusts, vapours)

. better control of
tools and materials, includ-
ing inventory and supplies

. more efficient equip-
ment cleanup and mainte-
nance

. better hygienic con-
ditions leading to improved
health

. more effective use of
space
. reduced property

damage by improving pre-
ventive maintenance

. less janitorial work
. improved morale

. improved productiv-
ity (tools and materials will
be easy to find)

Source: Safety talk from Labor Tek Personnel and Labor Tek Safety Training Services



