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Read the text below and answer Questions 22-27.
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Health and safety in the workplace

Personal safety

You must be familiar with the emergency procedures in your building so that you know
what to do in the event of fire, spillages or other accidents. Do not enter restricted areas
without authorisation, and at all times observe the warnings given. Do not wedge open fire
doors or tamper with door closures, and do not block doorways, corridors or stairs, as ob-
structions may affect access in the event of a fire. Avoid leaving drawers and doors open
unnecessarily and do not trail cables or flexes across the floor.

How to dispose of rubbish safely

We aim to protect the environment by saving and recycling glass, waste paper, and an
increasing range of other materials. It is important to check materials carefully for con-
tamination before placing them in recycling containers. Never put sharp objects such as
razor blades or broken glass into waste bins without having wrapped the items carefully to
protect those emptying the bins. Other waste procedures may vary — contact your Building
Manager or Divisional Safety Officer for advice with regard to your particular department.

How to handle heavy objects

Make sure that shelves are not overloaded and that glass and heavy objects are stored at
waorking height where they will be easier to reach. Use steps or ladders to reach items at
height; never climb on benches, tables or chairs. Never move anything that is beyond your
capability. Wherever possible you should use the trolleys provided in the workplace to do
the job for you. If repetitive manual operations are routine in your work, your department
will ensure you receive appropriate instruction on safe working practices and posture.

Staying alert

If you become mentally or physically tired during the working day, and find that you're
feeling drowsy or not concentrating properly, you could be at risk of causing an accident or
making a mistake that could harm you or your colleagues. To prevent this, make sure that
you take regular breaks when necessary.
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Questions 22-27

Complete the sentences below.

Choose NO MORE THAN TWO WORDS from the text for each answer.

Write your answers in boxes 22-27 on your answer sheet.
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There are certain places in the building that staff should avoid unless they
(24 T

To ensure people can get out easily, it is important that there are no
s smsmnmnnmes. 10 EXIES.

Items which could cause injury must Be .....ccninnn, before they are
disposed of.

Not all departments have the same system for dealing With ...,
so you need to check before throwing things away.

e, @€ @vailable to make tasks which require moving objects easier.

You should have ... while you are working.
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