BUSINESS INFORMATION SYSTEMS
Shop Safety Rules/Regulations

It is vital that care be taken and safety procedures followed in vocational areas.  These safety guidelines have been compiled by the Business Information Systems Department in accordance with the Vocational Technical Education Regulations established by the Massachusetts Department of Education. 
EQUIPMENT/OPERATION SAFETY

· No liquids near the computers or in the classrooms.  Spilling liquids can cause electrical problems with the equipment and could also cause personal injury. 

Also, this is school policy.

· No food, candy, gum, etc. near the equipment or in the classrooms for reasons of sanitation and health.   Also, this is school policy 

· Use caution when walking or working near wiring on floors and/or on the back of equipment to avoid tripping and/or pulling out the plugs on the machinery.
· Follow manufacturers’ directives when disposing of print cartridges and toner

· Use care and safety when using CDs and other storage media, making sure these are properly inserted and removed from the proper drives.  This avoids jamming the drives and making them unusable.

· Shop equipment is not to be utilized with personal CD players, which are not allowed in the classroom/lab. Cell phones, IPods, MP3 Players, etc. are also not permitted in the shop.  This is also WTHS policy.

· No printing from outside storage media is allowed without instructor’s express permission
INTERNET SAFETY AND USAGE

· Internet use is for school-oriented work only and permission for its must be given by the shop instructor.  

· Do not use the Internet for games, for personal instant messaging, to enter into “chat” rooms or to access inappropriate web sites.  In addition to being against WPS policy, this if for your own personal safety 
· Do not visit inappropriate web sites and those not related to school assigned work.  This includes sites like “My Space” or sites of that nature.

· Adhere to the WPS/WTHS guidelines for computer usage

SHOP MATERIALS, GENERAL SHOP MAINTENANCE

· Properly dispose of materials, i.e. used cartridges, toner, etc. as per manufacturer’s directions to avoid unnecessary spillage or exposure to chemicals.

· Work areas are to be cleaned each day when class is completed.  Areas are to be picked up, books and materials put away, and the area left neat and clean

· Equipment is to be shut down properly at the end of class—machines are to be completely turned down daily.  This avoids overheating both the machinery and the classroom and also saves data in the event of power outages. 

· Electronic devices, pagers, cell phones, etc. are not to be brought to class at all. This is WTHS policy.

· Follow all computer use guidelines established by the school’s Technology Committee and the WPS/WTHS computer usage policy. 

SHOP HEALTH AND SAFETY
In order to be a productive student and employee, good health is necessary.  You will not be able to successfully complete your tasks if you are not feeling well enough to do so or have health issues which can interfere with your ability to be a productive worker.  Workplace wellness is an important focus of all businesses—when employees are healthy and happy, work production increases and medical costs decrease.  Many companies offer employee wellness programs and encourage their workers to take advantage of these benefits.  Additionally, many companies strive to provide a save working environment for their employees.  While offices are not considered extremely hazardous work sites, there are some health and safety areas that relate directly to this area.

ERGONOMICS

Ergonomics is the study of work and work environments.  It is defined as “the science of designing the job to fit the worker, rather than physically forcing the worker’s body to fit the job.”  In other words, your work area should be a healthy, safe environment that does contribute to bodily harm or injury.  It is important to have proper posture at the computers in order to avoid bodily injury, like neck strain, back problems, eye strain, Carpal Tunnel Syndrome, etc.
REPETITIVE STRESS INJURY

Repetitive Stress Injury is a disorder that is caused placing too much stress on a joint or a nerve.  It is often caused by performing the same tasks over and over for an extended period of time.  An example of this might be playing a guitar for a living or using a certain tool constantly in the same manner, or working on an assembly line doing the same task all day.  
CARPAL TUNNEL SYNDROME

Carpal Tunnel Syndrome is a nerve disorder, or a repetitive stress injury, which causes pain, tingling, numbness, etc., in the hand and wrist areas.  It is often caused by performing the same tasks over and over for an extended period of time, such as typing.  It is more common in women than men and usually appears around the age of 50.  Computer operators are at risk due to the nature of their jobs.  
There are some things you can do to avoid injury and reduce strain while working in the office and these are listed below.
Follow these ergonomic guidelines while operating computers:
· Do not sit too close to the terminal to avoid eyestrain.  Monitors should be at least 20 inches from the operator and the top of the screen should be at or below eye level.  You should be able to adjust your monitor. 
· Use proper posture when using computers to avoid neck and back strain.  
Proper computer posture consists of:

· Sit with back straight and shoulders and upper arms in line with your torso

· Head/Neck should be upright

· Upper arms and elbows close to the body, not extended outward.

· Keep feet flat on the floor.

Using proper posture at the computer also contributes to correct computer operation. 

· Exercise hands/fingers at intervals to avoid symptoms of Carpal Tunnel Syndrome—make tight fists, hold for a second, and then stretch out your fingers.  Also, short, thirty to sixty seconds breaks can help avoid tedium.
· Use a light touch on the keyboard and don’t rest on your wrists while you use the keyboard

· Regularly perform the exercises described on the attached sheets to alleviate physical stress if you spend long hours at the computer
FEDERAL AND STATE AGENCIES

Some governmental agencies work to regulate safety, especially in the workplace. Institutions that are not in compliance with these regulations, or fail to comply, can face fines and/or a shutdown of operation.  These institutions can also be sued by individuals who experience losses due to the company’s noncompliance or unsafe work areas.  

Some government agencies which office personnel should be especially aware of are listed here.
OSHA

OSHA stands for Occupational Safety and Health Administration.  It is a federal government agency which regulates workplace health and safety.    OSHA requires that employers provide a safe and healthy workplace for their employees.  

MASSACHUSETTS DEPARTMENT OF LABOR

DIVISION OF OCCUPATIONAL SAFETY

This is a state agency in Massachusetts which regulates health and safety in the state workplaces.  This agency also provides wage and labor regulating, health and safety training and programs, youth employment regulating, statistics and data on job related injuries in the state, etc.
EPA

EPA stands for the Environmental Protection Agency.  This is a federal government agency which protects human health and the environment.  The EPA works for a cleaner, healthier environment for the American people.  The EPA regulates air and water quality, develops and enforces environmental regulations, sets national standards for environmental programs, monitors and enforces environmental laws,  and also issues sanctions when these laws are broken.
RIGHT TO KNOW LAW

And
MSDS SHEETS
We come into contact with various chemicals as part of our everyday lives.  
However, OSHA requires that employees must be informed of any hazardous chemicals or toxins that they may use or be exposed to in the workplace. This right is called the RIGHT TO KNOW LAW.

It means employees have the right to know what chemical substances they come in contact with at their jobs so that they (workers) will be aware of these and get training on safe work procedures when using these products.

This law does not include substances that are found in common products which can be purchased in retail stores, such as cleaners, white out, markers, highlighters, etc. However, you should read labels carefully to determine how to safely use these products and avoid breathing in any strong compounds.
You have a right to know if any hazards or hazardous chemicals exist on your job and, if so, how to protect yourself and what precautions to use around them.  If you are around these chemicals on the job or in school, you should know:


How to read a chemical label

How to handle chemicals safely


How to read and understand an MDSD sheet

A Material Safety Data Sheet (MDSD) is a document which provides information on ingredients, hazards, and practices needed to work safely with a particular product.  These sheets must be filed in an organized way in a central location in the workplace so that they can be easily found.  Products intended for consumer use, office supplies, foodstuffs, gasoline, alcoholic beverages, etc may be exempted from this rule. 

There is no danger of exposure to such chemicals and toxic substances in the Business Information Systems arena; however, copies of Material Safety Data Sheets are available from the manufacturers of such products like printer cartridges and toner, dry erase markers and board cleaners, and common household cleaning products which are used for classroom cleanliness.  
EMERGENCY PROCEDURES
Fire Drills

· Evacuate the classroom/shop area immediately, following the instructor’s directive.  STAY WITH YOUR GROUP!
· Follow the prescribed evacuation route, posted in the classroom or shop area you are in when the alarm is sounded

· DO NOT stop for any items at your locker, in another room, etc
· When you have exited the building, find your assigned class and report to 

your instructor for attendance.  THIS IS VERY IMPORTANT!  Your instructor needs to know that you have evacuated the building.  In a real-life
situation, fire personnel will have to be notified of any missing individuals so that search and rescue procedures can be initiated. 
· Stay with your assigned instructor until you have been cleared to re-enter the

building.  DO NOT WANDER OFF!
· Inappropriate behavior will not be tolerated
Lockdowns

· Remain in the classroom where you are when the lockdown occurs

· If you are in the corridor or returning from the restrooms or from an errand

at the time of the lockdown, go into the nearest classroom or your cluster office if it is closer
· Keep calm and follow the instructor’s directives—lights will be turned off and 

you may be directed to stay low to the floor and remain silent

· Stay away from windows and doors

· You will not be allowed to leave the classroom/shop for any reason

· Remain where you are until the further instructions are given

· CELL PHONE USE IS PROHIBITED!!

· DO NOT PANIC!

Shop Accidents

· Know where appropriate areas are located (restrooms, sinks, phones, fire alarms, emergency exits, etc.) in the event of an accident

· Notify your instructor immediately if an accident has occurred.

· Call/phone for other department instructors, or nearby instructors if necessary
· Avoid contact with any spilled liquid until you are sure it contains no hazardous 

· chemicals

· Wash eyes, hands immediately if any liquid is spilled or splashed onto them 

· Know basic first aid steps for minor accidents; for example, cleansing and

bandaging small cuts   

· Phone for emergency personnel if necessary
SAFETY TRAINING
STATEMENT OF ACKNOWLEDGEMENT

This is to certify that I have received safety instructions and guidelines in

                                    _________________________________________________

My instructor has reviewed the rules and guidelines, has demonstrated how to operate the shop machinery correctly and safely.  I promise to observe and follow all safety precautions and shop guidelines and, if ever in doubt regarding any of these, I will consult my instructor for the necessary information.

Student Signature _____________________________ Date_____________        

BUSINESS INFORMATION SYSTEMS DEPARTMENT

Safety Procedures

Students are read the safety procedures and each is explained in detail during Related Theory of the freshmen exploratory week.  

Each sophomore, junior, and senior student is given a copy of these procedures, which are to be explained in detail by their instructor.  Students are then required to sign this safety list.  The signed copy is then placed in each student’s folder. A written test on the safety procedures is then given and a score of 100% must be achieved.  This is also placed in the student’s folder.  If the student fails the shop safety quiz, the procedures must be reviewed by that student.  Then, another quiz will be given until he/she is able to pass.

When exploratory is completed and the students have chosen Business Information Systems for their shop, the regulations are reviewed and a copy given to each student to be signed by the student.  These are placed in the student’s folder.  A safety test is then administered, following the same procedure as listed above for sophomores, juniors, and seniors.  Those copies will be placed in the student’s Business Information Systems folder.

            These regulations will be in effect for the entire year.  If it becomes necessary to revise or add to these regulations that will be done when the occasion arises.  A new set of rules will be distributed for the appropriate signatures and a new safety test will be given. 

BUSINESS INFORMATION SYSTEMS
Safety Procedures Test

1. How do you avoid eyestrain when using a computer?

2.  What is ergonomics?
3.  What can you do to avoid the symptoms of Carpel Tunnel Syndrome?

4. Why are only school-issued disks/CDs allowed in the shop?

5. Define what posture an operator should have when using a computer

6. Give two reasons why it is important to have proper posture when using a computer?

7. Why is it important to make sure disks and CDs are properly inserted and removed from the drives?

8. Explain why it is important to dispose of materials like cartridges, print ribbons, etc. according to the manufacturer’s instructions.

9. Why is it against school and department policy for a student to check his/her personal e-mail and/or go into “chat” rooms while using school?

   10.   Why is it necessary to shut down the equipment at the end of the day?   

