
GENERAL REMARKS
Every employee using mu|tifunction device shou|d:

- be trained in safe use of the equipment,

- read the MFD operating manual,

- undergo occupational health assessment,

- comp|ete OSH training for office workers,

be aware of occupationaI risk assessment on their job position,
, have access to the first aid kit and fire extinguisher,

- have access to the first aid and fire safety instructions including

first aiders and fire marshaIs'contact data.

BA5lc SAFĘTY RULEs
1, The document multifunction device should be |ocated:

- ]n a clean, dry and easlly accessible p|ace,

- away from any heat and vibration sources,

- in min. ]0 cm distance from wa|ls or furniture to a||ow air to
flow freely through ventilation sIots (if the device works con-
stant|y, mechanicaI venti Iation is req uired),

- outside of foot traffic areas,

- with an easy access to unplug the device in case of emergency.

MFD shouId be insta||ed by an authorized personne|.

The device shou|d be plugged with grounding-type p|ug, un|ess it

is a double insuIated electrical appIiance (E symbo|).

The power cord should be |ocated outside of foot traffic areas, it

should be protected from being crushed by furniture etc.

Recommended light |eve| for offrce work is 300 lx (occasional

ta s ks).

BEFORE STARTlNG THE WORK

- inspect the device for damage or disrepair,

- inspect the electricaI cord and p|ug for defects,

- prepare the documents to be scanned or copied, remove all sta,

p|es and paper clips.

SAFE WORK PRACT|CFS

- p|ace a document on the scanner g|ass, c|ose the scanner cover

and press the copy / scan button,

- foliow the messages displayed on contro| panel and your com-
pUter SCreen5,

- walt until pages have exited the machlne before picking them up,

- unplug the devlce before opening any cover to remove paper jam,

l:epIace the used toner cartridge etc.,

if the device does not operate norma||y when the operating in-

StrUctionS are fo||owed, report it to the sUperviSor.

PRoHlBlTED AcTlVlTlEs
- u5a9e of a damaged equipment, cab|es etc. (damaged equlpment

should be switched off immediate|y and the supervisor should be

noticed),

- opening the cover when scanning / copying is in progress,

- repairing the MFD by an unauthorized personnel,

- using the device by unauthorized peop|e,

- eating and drinking nearthe MFD,

- smoking ]n the office (except smoklng room area, if deslgnated).

BY THE END OF WORK

- pick up the documents that were copied / scanned / printed out,

- switch offthe device and unp|ug it,

- prevent a|| unauthorized access to the MFD,

- leave your workplace clean and tldy,

- periodically c|ean the unplugged equipment with a soft c|oth and

dedicated detergents, foI lowing the instructions attached.

EMERGENcY slTUATloNs
- any damages of the equipment (inc|uding cables) should be re-

ported to the supervisor,

- all repairs must be performed by an authorized personnel,

- in case of emergency, inform the supervisor and |eave the work-

station unchanged (unless you need,to take action to prevent an-

other dangerous situatlon),

- fire safety instructions must be obeyed ln case of fire.
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