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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 Dispatch
or Jackie Bennett—
Kelly.

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
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BACK INJURY PREVENTION TECHNIQUES

Your back is in mo-
tion all day, every
day, even when you
sleep. It bends when
you sit, twists when
you turn, lifts when
you stand and sup-
ports you when you
walk. An injured back
can be uncomfortable
or it can be disabling.
By learning a few
back injury prevention
techniques, you may
be able make your
work day safer.

Here are some tips:

e When you are
driving, make sure
your back is well-
supported and that
you use good pos-
ture. To prevent
back strain, keep
the steering wheel
close enough that
your knees are
slightly flexed and
higher than your
hips.

¢ When you have to

lift an object, al-

ways plan ahead.
Decide how you are
going to pick up the
load, carry it and set
it down, then check
the route for obstruc-
tions. Always get as-
sistance if the load is
too heavy or too
awkward.

As you lift, position
your feet close to the
load and squat -
don't bend down.
Rise to a standing
position, using the
strong muscles in
your legs rather than
the weaker ones in
your back. Don't
twist your body when
carrying the load.
Lower yourself to a
squatting position as
you set it down.
Take several short
rest breaks at work
by standing up and

doing a few
minutes of stretch-
ing exercises. If
your job requires
you to stand all
day, try placing one
foot on a slightly
higher surface to
relax tight back

muscles.
When you sleep at
night, curl up on your
side and place a pillow
between your knees
for added support. If
you do sleep on your
back, place pillows un-
der your bent knees to
relieve the strain on
your back muscles.
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