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SAFETY AND HEALTH INSTRUCTIONS FOR EMPLOYEES FOR PERSONS 

WORKING IN ADMINISTRATION No. 33 

1. GENERAL 

1.1. A person who is at least 18 years of age (hereinafter referred to as an employee) may 

work as an administrative employee if they have been hired in accordance with the established 

procedure and have completed introductory employee safety and health training, introductory fire 

safety training and initial training at the workplace, and signed the training registration logs. The 

person must have undergone a health check and have a personal medical record (ref. F.048/a).  

1.2. The employee must comply with internal work rules, protect their own health and 

not harm the health of other employees, not work with technically faulty work equipment, perform 

only the assigned work, not allow unauthorized persons to work, and know and comply with the 

requirements of these instructions. 

1.3. It is prohibited to work while intoxicated or under the influence of drugs, other toxic 

substances, illness, or strong sedatives. If an intoxicated employee is noticed, the department 

manager must be notified immediately and all measures must be taken to prevent an accident. 

1.4. Work equipment must be used in accordance with the safe use requirements specified 

in the work equipment documentation, and the established work and rest regime must be observed. 

1.5. Personal hygiene requirements: if your hands are dirty, wash them only with washing 

products, do not use thinners or solvents. 

1.6. If you are injured at work or notice that another employee has been injured, or if you 

notice other work-related health problems, you must immediately report this to the head of the 

department or their deputy and the director, the persons responsible for occupational health and 

safety and fire safety in the departments, the Center's Occupational Safety and Health Service. 

 

2. OCCUPATIONAL RISK FACTORS. SAFETY MEASURES 

AGAINST THEIR EFFECTS 

2.1.  Potential hazardous and harmful factors: 

Hazardous factor Possible consequences Actions to avoid danger 

 Exposure to electric 

current 

Possible injuries, heart 

problems, death. 

Do not repair power tools, switches, 

sockets, or replace fuses yourself. 

 Failure to comply with 

equipment and tool operating 

requirements 

Possible injuries. 

Visually check the technical condition 

and serviceability of tools and 

equipment, do not work with faulty 

tools and equipment, use them for their 

intended purpose and comply with 

their operating requirements. 
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Hazard Possible consequences Actions to avoid danger 

   Cluttering 

of workplaces and 

passageways with objects, 

slipping, falling 

Various injuries and 

traumas of varying severity 

are possible: broken bones, 

muscle system injuries.  

Maintain order in the workplace at all 

times, do not clutter it with objects or 

tools. To avoid tripping, obstacles 

must be removed. Floor coverings in 

the workplace must be non-slip, dry, 

and even. If the floor is slippery, clean 

it immediately using a suitable 

cleaning method. 

Ozone (the smell emitted by 

printer toner powder) 

Ozone gas may form in the 

room when working with a 

copier. Ozone has a specific 

odor, which may irritate the 

nose, throat, and eyes of the 

person working with the 

machine or other people in 

the room, and cause 

headaches. 

Ventilate the room regularly when 

printing a lot. 

 Chemicals  
Possible poisoning. 

Follow the requirements and personal 

protective measures specified in the 

safety data sheets. 

Insufficient workplace lighting 

Increased eye fatigue, 

impaired vision, possible 

work errors. 

If the overall lighting is less than that 

specified in the legislation, use 

additional portable lamps. 

Physical overload 
Possible injuries, muscle 

strains 

Do not lift objects or loads that exceed 

the permissible lifting standard. The 

permissible non-hazardous single-lift 

and carry load mass when performing 

other work is no more than: for men - 

up to30 kg ; for women - up to10 kg . 

If the weight is greater, lift with two 

people. 

 

 

3. EMPLOYEE ACTIONS BEFORE STARTING WORK 

3.1. Inspect the workplace, remove unnecessary items that may interfere with work. Check 

that the floor is in good condition (no torn covering, dry, non-slip) and that the walkways are not 

obstructed.  

3.2. Check that the work equipment to be used during work is in good working order. 

3.3. Check the electrical equipment at the workplace: 

3.3.1 whether the electrical cable plug and the socket to which the device is connected are 

in good working order; 

3.3.2 whether the electrical wires connecting the equipment to the electrical network are 

intact and whether their insulation is undamaged.  

3.4. If any defects are found, eliminate them as far as possible and within your competence, 

or report them to the head of the department and inform the responsible services of the Center. 

 

 

4. EMPLOYEE ACTIONS DURING WORK 

4.1.  Keep the workplace clean and tidy. 
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4.2.  Keep only those documents and tools on the desk that are necessary for the work 

being performed at that moment. 

4.3. Perform only assigned work; do not allow unauthorized persons to work. 

4.4. Do not distract yourself or others with extraneous conversations or activities. 

4.5. Unnecessary noise must be avoided in the institution, and a businesslike working 

atmosphere must be maintained. 

4.6. In production halls, walk only on the designated walkways. 

4.7. Do not go near operating machinery to avoid injury. 

4.8. Climb stairs carefully and hold onto the handrails. 

4.9. In buildings equipped with elevators, follow the elevator usage rules posted in the 

elevator cabins or at the entrance platforms. 

4.10. When driving company vehicles or your own vehicle for work purposes, comply with 

traffic regulations. 

4.11. Use all equipment in the workplace only for its intended purpose. 

4.12. If a sheet of paper is stuck in a copier or printer, turn off the copier or printer and 

remove the sheet according to the procedure specified in the operating manual. 

4.13. When operating electrical equipment: 

4.13.1 Do not leave electrical equipment connected to the mains unattended, except for 

those that must be switched on permanently. 

4.13.2 It is prohibited to connect electrical appliances that exceed the installation capacity 

to household electrical sockets. 

4.14. Immediately disconnect the equipment from the electrical network and report this to 

your immediate supervisor: 

4.14.1 if you feel even the slightest electric shock or notice unusual noise, vibration, the 

smell of burning insulation, smoke, or sparks from the device; 

4.14.2 if the device becomes very hot; 

4.14.3 if the cable (wire) insulation is damaged; 

4.14.4 upon noticing other unusual signs during operation. 

4.14. Do not touch electrical equipment, switches, or electrical outlets with wet hands. 

Clean them only with a dry cloth. 

4.15. Do not repair faulty electrical equipment, wires, plugs, etc. yourself. This may only 

be done by an employee who has the necessary electrical engineering qualifications. 

4.16. Use electric air heaters with open heating coils, water heaters, kettles, and coffee 

makers only in specially designated and equipped areas. 

 

 

5. EMPLOYEE ACTIONS IN EMERGENCY (EXCEPTIONAL) CASES 

 

5.1. In the event of a malfunction of the equipment being used or an accident, it is necessary 

to immediately stop work , warn employees about the possible danger, take measures to eliminate 

the risk within the scope of one's competence, immediately report the situation to the head of the 

department, persons responsible for employee safety and health and fire safety in the departments, 

and employee safety and health service specialists.  

5.2. An employee who has witnessed an accident at work or its consequences must 

immediately report the accident at work to the head of the department or director, persons 

responsible for employee safety and health and fire safety in the departments, employee safety and 

health service specialists, provide first aid to the victim, and, if necessary, call a doctor by dialing 

112. 

5.3. The workplace and equipment where the accident occurred must be preserved as they 

were at the time of the accident. Necessary changes may be made if failure to do so would endanger 



the health and life of those around, but all such changes must be documented in writing and, if 

possible, photographed or filmed. 

5.4. If an employee is found to be electrocuted, they must be immediately removed from 

the source of electricity in a safe manner, ensuring that they are protected from injury if they fall, 

or the power must be turned off at the nearest switch. If necessary, until the ambulance arrives, the 

victim should be given artificial respiration and external heart massage. 

5.5. If a fire is detected, immediately notify the fire department by calling 112, call the 

managers, persons responsible for employee safety and health, and fire safety in the department to 

the scene of the fire, the Center's employee safety and health specialists, and extinguish the fire 

using the available firefighting equipment. 

5.6. Burning clothes should be extinguished by rolling them up in a blanket or a ball. 

5.7. An accident on the way to or from work is considered to be only an accident that 

occurred after work or before the start of work on the direct route between the employee's home 

and the Center. The employee must inform their immediate supervisor, the persons responsible for 

employee safety and health in the department, and the employee safety and health service of such 

an incident as soon as possible. 

 

6. EMPLOYEE ACTIONS AFTER FINISHING WORK 

6.1. Switch off the equipment that was used, unless it is left to operate in standby mode. 

6.2. The employee who is the last to leave the office must lock the door. 

6.3. Before locking the door, the employee must check: 

6.3.1 whether the windows and other openings are closed; 

6.3.2 that no people are left behind; 

6.3.3 whether electrical equipment, radio, ventilation systems, lighting, and other 

equipment that must be turned off at the end of the workday have been turned off; 

6.3.4 whether there are any gases, fumes, or other unusual specific odors in the premises; 

6.3.5 whether any rags or other flammable materials have been left on the premises' 

heating system. 

6.4. All deficiencies noticed during work must be reported to the immediate supervisor. 

 

 

Instruction prepared by: 

Head of Occupational Safety and Health            Audrius Sasnauskas 

 


