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Given that our main focus during the day 
is our job and the amount of work we 
have to get through, it’s no wonder we 
may, at times, feel stressed, burnt out, or 
exhausted. Science has a solution: Get up 
and take a break. Just make sure it’s the 
right kind of break—the type that leaves 
you feeling energized and focused. 

Two researchers from Baylor University 
have published a new study – “Give 
Me a Better Break: Choosing Workday 
Break Activities to Maximize Resource 
Recovery” – in the Journal of Applied 
Psychology. The research provides a 
greater understanding of workday breaks 
and offers suggestions on when, where 
and how to plan the most beneficial daily 
escapes from your desk.

Emily Hunter, Ph.D., and Cindy Wu, Ph.D., 
associate professors of management, 
surveyed 95 employees (ages 22-67) over 
a five-day work week, and each person 
was asked to document each break 
they took during that time. Breaks were 
defined as “any period of time, formal 
or informal, during the workday in which 
work-relevant tasks are not required or 
expected, including but not limited to a 
break for lunch, coffee, personal email or 
socializing with colleagues, not including 
bathroom breaks.”

Each person averaged two breaks  
per day, and from the 959 breaks 
recorded, the researchers determined 
several key factors that make a successful 
workday break.

1. The best time to  
“take five” is mid-morning. 
Researchers discovered that when more 
time had elapsed since the beginning of 
the work shift, fewer resources and more 
symptoms of poor health were reported 
after a break. 

2. Short, frequent breaks  
are more beneficial. 
While the study was unable to pinpoint an 
exact length of time for a better workday 
break (15 minutes, 30 minutes, etc.), the 
research found that more short breaks 
were associated with higher resources, 
suggesting that employees should be 
encouraged to take more frequent short 
breaks to facilitate recovery.

3. Successful work breaks include 
doing something you like. 
The best breaks involved activities that 
employees enjoyed even if the tasks were 
related to work. The only requirement was 
the employee enjoyed the task. 

Fewer symptoms of headache, eyestrain, 
or lower back pain as well as a decrease 
in burnout were recorded after a 
“successful” break. Successful is defined 
as taking a break mid-morning and doing 
something enjoyable, even if the task is 
work-related.

Breaks make for a better work day
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Keep your gas equipment 
safe this winter  

Get ready for winter  
without breaking the bank  

(NC) Preparing and protecting your 
household for the frigid months ahead 
could be one of the best ways to keep 
your family safe.

Although your outdoor natural gas 
meter is designed to withstand the harsh 
weather, heavy or hard-packed snow and 
ice on it can be a safety hazard. 

Here are a few tips to keep things 
running smoothly this winter:

n  Have your furnace and other natural 
gas equipment inspected by a licensed 
technician before the cold weather 
arrives.

n  Never let snow or ice completely cover 
your meter. Use a broom to sweep 
snow away from your meter, and 
always maintain a clear path. 

n  Never kick or hit your gas meter or 
piping in order to free up snow and ice.

n  You should also clear any snow or ice 
from the external vent for your furnace, 
fireplace, water heater and clothes 
dryer. 

n  Never shovel, blow or plow snow up 
against your gas meter equipment.

n  If there’s a fire hydrant near your home, 
make sure it is clear and accessible in 
case there is an emergency.

(NC) Doing a little work during the fall can 
help you save time, money and headaches 
down the line when  preparing for winter. 
Here are some tips to get started:

Tasks around the house
Some maintenance items you may not  
be able to do on your own, but you can 
save money by doing the easier tasks 
yourself. Simple chores include checking 
windows and doors for drafts and cracks, 
clearing the gutters of leaves and debris, 
installing weather-stripping and replacing 
furnace filters.

Car maintenance DIY
Checking the tire pressure, windshield 
washer fluid levels, wiper blade condition, 
tire wear and coolant levels can all be 
easily accomplished by a do-it-yourselfer. 
Choose an antifreeze that can be used 
for any make or model of car or  truck, 
eliminating the need to buy different 
fluids for each car in your household.

Ward off colds and flus.
A strong immune system can help you 
avoid typical winter illnesses. Keep your 
immune system strong by staying fit 
with regular exercise and eating healthy. 
To save money at the grocery store, 
purchase frozen or in-season produce, 
and choose budget-friendly protein like 
beans and lentils. 

(NC) We all try our best to eat 
healthy, but it’s always a good time 
to re-evaluate our meal plans and 
habits to make sure we’re getting all 
the nutrients we need. Looking for a 
nutrition boost? Consider eating more 
of these Canadian-grown staples.

Cranberries. 
Berries are known to be rich in 
antioxidants.  Recent studies have 
shown that cranberries provide a 
remarkable range of health benefits, 
including high levels of antioxidants, 
antibiotic qualities and disease-fighting 
properties, making cranberries rising 
stars in the berry world.

Barley. 
This grain helps lower cholesterol, 
which is a risk factor for heart disease. 
But consuming whole grain raw barley 
in a smoothie or snack bar may not be 
getting you the health benefits you’re 
looking for. That’s why researchers at 
Agriculture and Agri-Food Canada are 
studying how heat-treating barley can 
inactivate the right enzymes while also 
reducing microbial counts to improve 
food safety.

Potatoes. 
They are a staple in Canadian 
cupboards for good reason — potatoes 
are packed with nutrients. One potato 
with skin is equal to a cup of spinach 
in iron content, and has as much 
potassium as an average-sized banana. 
Canada’s coloured potatoes, in hearty 
rich shades of red and purple, have 
disease-fighting power and mighty 
antioxidants.

Superfoods  
for your diet 

The material contained in this document has been prepared from sources believed to be accurate and reliable. 
Application of this information to a specific worksite should be reviewed by a safety professional. Anyone making 
use of the information set forth herein does so at his/her own risk and assumes any and all liability arising therefrom. 
Specific medical advice should be obtained through consultation with a physician or other trained health care 
practitioner. Thanks to News Canada for some content and images. © 2018
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Equip your home  
and family for safety
(NC) Most Canadians are under-protected 
and unprepared when it comes to fire and 
carbon monoxide safety, according to a 
nationwide survey conducted by First Alert. 

However, Fire Prevention Month in 
October is a great time to prepare a 
safety checklist to ensure your home and 
family are protected from the threats of 
smoke, fire and CO.

n  Help protect against the “silent killer.” 
An odourless and colourless gas, 
carbon monoxide is the number one 
cause of accidental poisoning and it 
can only be detected with an alarm. 
Yet more than a third of Canadian 
homes do not have a CO alarm. 
Consider hassle-free protection by 
installing 10-year sealed battery alarms 
that eliminate the need for battery 
replacement. Check all alarms monthly 
using the “test” button.

n  Install smoke alarms. Nearly one in five 
two-storey homes have just one smoke 
alarm installed. To secure the highest 
level of protection, install smoke and 
CO alarms inside every bedroom, 
outside each sleeping area and on 
every level of the home. 

n  Be prepared to fight small flames. 
Beyond alarms, having fire 
extinguishers — and knowing how to 
use them — is an important part of 
maintaining a safe home for you and 
your family. Place extinguishers in 
convenient locations on every level 
of the home, in the kitchen and in the 
garage.

n  Practice your emergency escape plan. 
Research shows that of the 56% of 
us with an emergency escape plan, 
only one in five practice it twice a 
year. Make sure to involve everyone in 
your household in creating a plan and 
practice it at least twice every year. As 
part of this plan, equip second-floor 
bedrooms with escape ladders and 
discuss how to use them. Identify two 
ways out of each room and a meeting 
place outside. Emphasize that once 
at the predesignated meeting area, 
everyone must wait until officials clear 
your home for safe re-entry.

(NC) With fall officially here, our bodies 
are transitioning from warm to cold 
weather; which can bring on cold 
symptoms, chapped lips, dry skin  
and irritated airways. 

Fortunately, there are a few steps you 
can take to both prevent and reduce 
symptoms, all without having to visit 
the pharmacy.

Hydration, hydration, hydration. 

Drink as many fluids as possible to help 
hydrate the body from the inside out. 
Water is best, but teas without caffeine 
and other non-alcoholic beverages are 
good too. Adding vitamin C from citrus 
fruits to your water can be helpful for 
fighting off illness, and adding thicker 
sweeteners like honey may help coat  
a sore throat and reduce pain.

Boost your immune system. 

Your body can fight off illness if it has 
all the vitamins and minerals it needs. 
Think of nutrient-dense foods that your 
body can use to help make it stronger, 
like leafy greens or citrus fruits. 
Probiotics such as yogurt or pickles are 
also a great way to boost immunity, as 
your gut plays a huge role in keeping 
you healthy.

Humidify your air. 

Your face can be severely impacted by 
the cold fall and winter air, because it’s 
often exposed to the elements. Using 
a humidifier can help clear sinuses and 
add warm moisture to dry skin and 
lips. But remember, unclean humidifiers 
can cause bacterial growth that can 
promote coughs and colds. Steam 
vaporizers can get dirty quickly, but 
they’re also among the easiest to clean. 
Rinse out all the used water between 
uses. Following the manufacturer’s 
instructions, clean the unit regularly  
to prevent bacterial growth.

Natural ways 
to take care 
of your body 
this fall 

SafetyWellness
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Keep fire extinguishers 
ready and able 
Portable fire extinguishers are a legal 
requirement for all workplaces, but as 
important as they are to deal with an 
emergency, they most likely will be 
useless if not kept in good working 
condition. 

There are several classes of fires that 
could occur, and all have different 
methods of being extinguished: 

Class A – fueled by organic combustibles 
such as wood, cloth, paper and rubber. 

Class B – fueled by flammable liquids, 
petroleum, combustible liquids, tars, 
oil-based paints, solvents, lacquers, 
flammable gases and alcohol. They  
are most prominent in bars, gas stations 
and labs. 

Class C – electrical, with energized 
electrical equipment such as short-
circuiting machinery and overloaded 
cables being the most common causes.

Class D – caused by combustible metal 
such as aluminum, titanium, potassium, 
and magnesium. They most often occur  
in labs and industrial environments. 

Class K – occur mostly in or around 
cooking appliances, especially those that 
utilize flammable cooking vegetable or 
animal oils and fats. 

Employers must use the proper types  
of extinguishers and install them so they 
are readily accessible for immediate use. 

Regulations indicate the following 
must be checked each month:

n  Extinguisher is in its designated space 
and not blocked by equipment, coats 
or other objects that could interfere 
with access. 

n  Pressure is at the recommended level.  
On extinguishers equipped with a gauge, 
the needle should be in the green zone. 

n  Nozzle or other parts are not hindered 
in any way. 

n  Pin and tamper seal (if it has one)  
are intact. 

n  No dents, leaks, rust, chemical deposits 
and/or other signs of abuse/wear. Wipe 
off any corrosive chemicals, oil, gunk 
etc. that might have been deposited  
on the extinguisher. 

n  Operating instructions on nameplate 
are legible and facing outward. 

n  Fullness (confirmed by weighing  
or lifting). 

n  Condition of tires, wheels, carriage, 
hose and nozzle (for wheeled units). 

Some manufacturers recommend shaking 
dry chemical extinguishers once a month to 
prevent the powder from settling/packing. 

A non-rechargeable, or disposable, dry 
chemical fire extinguisher must be removed 
after use and replaced with a new one.

If the monthly inspection reveals 
any problems with a rechargeable 
fire extinguisher, it must undergo 
full maintenance by an approved fire 
protection professional, or be replaced.

(NC) Whether it’s your first vehicle or 
your fifth, brand new or previously owned, 
taking the proper care and maintenance 
steps can go a long way towards saving 
you money in the long run.

Here are some expert tips  
to keep in mind:

1.  Follow your owner’s manual. 
 
It sounds simple and obvious, but how 
many of us have ever even opened our 
owner’s manual? Beyond teaching you 
how to operate a high-tech dashboard, 
this important book will also tell you 
how often you need to check vital fluids 
and service the vehicle.

2.  Go easy during the  
break-in period.  
 
Usually the first 1000 kilometres for 
a new vehicle, the break-in period, is 
when you need to be patient with your 
vehicle to protect the engine pistons. 
Avoid heavy loads like a trailer, keep 
acceleration medium to light, and try 
not to idle for long periods of time.

3.  Remember to check  
fluid levels.  
 
This includes your coolant, brake and 
power steering fluid. It’s easy to do 
and gives you the best preventative 
maintenance bang for your buck. All 
year around and especially during the 
winter, choose a product to keep your 
vehicle in top shape.

You just 
bought a 
car — now 
what? 

Safety Safety
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Workplace hazard 
control has a hierarchy

The hierarchy of control refers to the means 
by which hazards can be dealt with once 
they have been identified and assessed.

Control methods at the top of the 
hierarchy are typically more effective 
than those at the bottom. PPE and some 
administrative controls which are listed 
at the bottom of the hierarchy of control 
might be less expensive solutions, but 
elimination, substitution and engineering 
controls can have a long-term impact on 
preventing incidents that cause injury 
and/or property damage. 

Hazards can take several forms.  
A common way to classify them  
is by category:

Biological — organisms or substances 
produced by organisms (bacteria, viruses, 
insects, plants, birds, animals, human 
illness etc.). 

Chemical — substances which, because 
of their characteristics and effects, might 
cause harm. 

Ergonomic — repetitive movements, 
improper set up of workstations, etc. 

Physical — radiation, magnetic fields, 
pressure extremes (high pressure or 
vacuum), noise. 

Psychosocial – situations that cause 
mental distress or distraction.

Safety — slipping/tripping hazards, 
inappropriate machine guarding, 
equipment malfunctions or breakdowns.

The best method of control is eliminating 
the condition, equipment, chemical or 
act causing the hazard. Examples include 
removing objects and materials that could 
be tripping hazards. 

Substituting a work method, person, 
substance, tool or piece of equipment for 
a less hazardous one can be an effective 
hazard control. 

Engineering controls are built into the 
design of a plant, equipment or process 
to minimize, eliminate, or contain the 
hazard. For example, keep the hazard 
away from employees by using control 
rooms, machine guards, protective 
barriers and shields, security fences, 
guardrails, and clearance distances.

When engineering controls are not 
practical, administrative controls are next 
in the hierarchy. These limit employee 
exposure to a hazard. They do not eliminate 
the hazard, but provide an acceptable way 
to work around the hazard.

If a hazard cannot be eliminated 
or reduced to an acceptable level, 
employees must be required to wear or 
use appropriate PPE. This is considered to 
be the last line of defense.

Once hazard controls have been 
implemented they must be evaluated 
to determine their effectiveness and to 
assess if the intent of the control is being 
met. Hazard control recommendations 
should not inadvertently introduce a 
subsequent hazard while taking steps  
to eliminate, reduce or control another.

(NC) With hockey’s popularity on the 
rise among women, there’s no better 
time to consider signing your daughter 
up to play.

The International Ice Hockey Federation 
shows a four per cent increase in the 
number of female players and the 
continued success of Canada’s women’s 
team means that more girls are joining 
this fun and rewarding activity. Here are 
some reasons for your girl to join in:

Learn valuable life lessons. 
Hockey is a physically demanding 
sport that teaches precision, problem-
solving, the value of hard work and 
how to be physically and mentally 
strong both on and off the ice. A recent 
study by the Journal of Leadership 
and Organizational Studies found 
that playing sports and learning these 
lessons lead to more successful careers.

Nurture a lifelong love of sport. 
Hockey Canada uses proven training 
programs and models, including 
Sport For Life’s Long-Term Athlete 
Development, to help kids develop into 
great hockey players and be active for 
life. By teaching kids the right skills  
at the right time, they are more likely  
to stay active in the long run.

Positive female role models. 
Canada is home to some of the  
best hockey players in the world.  
When girls get on the ice, they can 
imagine themselves in the skates of 
someone like Olympic team captain 
Marie-Philip Poulin. Poulin explains why 
female role models are so important: 
“Seeing women achieve greatness helps 
young girls believe they too can achieve 
their goals.”

Three 
reasons to 
enroll your 
daughter  
in hockey

SafetyWellness
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(NC) Winter will be here before you 
know it, so if you plan on driving in 
the cold weather, here are some basic 
things you need to do to get your car 
ready for the frigid months ahead.

1. Check the battery. 
Do you know how old your battery is? 
If it’s more than three years old, it may 
be losing its ability to hold a charge 
and you don’t want to find that out 
when the first cold snap hits and you 
can’t start your car. Get it checked by 
your mechanic and be sure to have 
booster cables in your trunk and know 
how to use them.

2. Replace your wipers. 
During the sunny days of summer, we 
don’t use our windshield wipers much, 
but when the snow and sleet are flying, 
shabby wipers won’t cut it. Not being 
able to see properly is a safety hazard, 
so replace your old wipers with heavy-
duty ones designed to handle the ice 
of winter.

3. Inspect your snow tires. 
No matter what anyone tells you, all-
season tires are not as good as winter 
ones during the coldest months of 
the year. If you’re not currently using 
them, upgrade to winter tires and if 
you are, check them well before your 
installation appointment so that you 
have more time to shop for sales if they 
need replacing.

4. Create an emergency kit. 
Emergencies don’t only happen to 
other people. Create an emergency kit 
for your car in case you get stranded 
by bad weather. Pack blankets, energy 
bars, a hat, gloves and a flashlight to 
keep you safe until help arrives. Make 
sure to have something that lets you 
charge your mobile phone so you can 
call for assistance.

Savvy car  
owners do this 
before winter 

Safety

Surprising scams you 
may not know about 
(NC) Most of us know intrinsically not to 
send money to strangers, but a surprising 
number of Canadians are subject to 
money transfer fraud every year.

Here are three common scams along with 
some tips to stay safe and prevent you 
from being victimized:

1. Grandparent scam. 
A victim is contacted by someone who 
pretends to be a close family member 
or a person of authority, like a medical 
professional or attorney, stating that 
there is an urgent emergency. This person 
asks for a money transfer to be sent 
immediately so that the issue can be 
resolved. However, once the money has 
been received, the fraudster goes silent. 
To stay safe, let ‘trust, but verify’ be your 
motto. Before sending money to solve 
what seems to be an emergency, first 
verify that it is in fact an emergency. Call 
or text your family member in question, or 
another family member. Prepare a list of 
questions to ask ahead of time to verify 
their identity and whereabouts.

2. Robocall scam. 
A robocall is an automated, pre-recorded 
audio message. Robocalls are often used 
to perpetrate immigration or tax scams. 
In these calls, the victim is informed that 

they are behind on payments and are 
threatened with jail time or deportation if 
they don’t make a lump-sum payment via 
money transfer or a pre-paid credit card. 
This, however, is untrue. 

To stay safe, if you think you’re being 
called by a robocaller, hang up the phone. 
Don’t press any buttons on the call that 
can “redirect you to a live operator” and 
don’t dial any other number they suggest.

3. Rental property scam. 
Many renters use online tools to look at 
apartments. In these scams, the property 
“owner” offers a rental at a competitive 
price and requests a money transfer to 
cover a “deposit.” The “owner” claims 
there is a need to move quickly, but once 
money is sent, is never heard from again.

To stay safe, never pay for a property 
you found online using a money transfer 
or send money to anyone you haven’t 
met in person. Also avoid any listing 
that pressures you or requires you to act 
immediately.

Fraudsters can be convincing. If you do 
send money to someone and you realize 
it’s a scam, alert the authorities and 
report it to the money transfer provider — 
the transfer could be stopped if it hasn’t 
been picked up.

Security
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Carbon monoxide 
safety tips for winter 
(NC) Snow and ice create dangerous 
conditions for those who venture outside 
during the winter, but we often forget 
about dangers indoors, such as carbon 
monoxide poisoning.

Often known as “the silent killer,” CO is 
a colourless and odourless gas that is 
impossible to detect without an alarm. 

In fact, according to Statistics Canada, 
carbon monoxide poisoning is the number 
one cause of accidental poisoning in the 
country and is responsible for more than 
300 deaths annually.

Here are tips to keep your loved ones safe 
through winter:

Eliminate CO at the source. 
Have a professional check fuel-burning 
appliances — like your furnace, stove, water 
heater and clothes dryer — for leaks and 
annual maintenance.

Never use generators indoors. 
In the case of a power outage or furnace 
failure, both gas-powered and portable 
electric generators must only be used 
outside. Never use them inside the home, 
in a garage or any confined area where CO 
can collect.

Install alarms. 
Carbon monoxide alarms are the only way 
to detect this poisonous gas, yet a recent 
survey revealed over half of Canadians 
report not having CO alarms in their homes. 
Consider one that doesn’t need battery 
replacements for the life of the alarm.

Be mindful of the garage. 
Never leave a car running in an attached 
garage. Even if the garage door is open, 
emissions can leak into the home.

Clear all vents and watch stove 
usage. 
Especially after a snowstorm, make sure 
vents for the dryer, furnace, stove and 
fireplace are clear of snow. Never use 
a stove to heat your home and, when 
stovetop cooking for long periods of time, 
use kitchen fans to ventilate the room.

Know the symptoms  
of CO poisoning. 
These include headache, nausea and 
feeling tired or short of breath. If a carbon 
monoxide alarm sounds or symptoms 
appear, it is important to get everyone 
outside to fresh air immediately and call 911.

(NC) It’s a familiar dilemma — 
you’re paying for a service and get 
prompted for a tip. If you feel unsure 
of what to do next, you’re not alone. 

Here’s some intel for you. Canadians 
are most generous at bars and beauty 
and barber shops, tipping over 15%, 
followed by 13% at coffee shops and 
sit-down restaurants, and around 12% 
at quick-service restaurants. 

To make better tipping decisions, 
etiquette expert Julie Blais 
Comeau, chief etiquette officer 
at etiquettejulie.com, offers the 
following guidance:

Over-the-counter service at 
coffee shops and quick-service 
restaurants. 

This takes us back to the folkloric 
origins of the word “tip” — to insure 
promptness. Today, Blais Comeau 
explains that since local coffee shops 
and gourmet dining spots have 
become an experience, tipping in these 
areas goes toward elements like the 
customized delivery of your order.

When your hairdresser  
owns the shop. 

“Historically this wasn’t the case, 
but today people are extending the 
same amount to salon or barber shop 
owners as they do to employees,” 
explains Blais Comeau. “Salons 
increasingly have experience elements, 
like massages and sophisticated drinks, 
that go beyond a basic haircut.”

Taxi drivers for helping  
with your bags. 

“A larger tip should be extended 
in the case of baggage handling. 
Touching equals tipping,” 
recommends Blais Comeau. However, 
if the driver simply popped the trunk, 
it’s not necessary to tip more than 
you normally would.

Should I tip? 
And if so,  
how much?  

SafetyWellness
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(NC) A trait shared by some of the 
most successful people in the world 
is good timekeeping. Being late can 
create a bad impression and hurt you 
both personally and professionally. 
Fortunately, if you’re a latecomer you 
can turn things around with these 
quick tips.

Plan ahead. 
There’s no excuse for running around 
trying to pack a bag or iron your shirt 
when you should be out the door. Try 
to organize as much as you can the 
night before to help you stay on top 
of your schedule. If it’s other people 
making you late all the time, there’s 
nothing wrong with a little white lie. 
If the train is leaving at 7 p.m., why 
not tell your friend you will meet her 
there at 6:45 p.m. so you can wait 
together and allow some vital cushion 
time if she’s running behind.

Calculate journey time. 
Take real-world external factors into 
consideration when planning your 
journey time. If you’re taking public 
transport, check social media or their 
website for any service suspensions. 
Or if you’re driving, think about your 
route and departure time to calculate 
additional timing for things like road 
work or rush hour traffic.

Use tried and true tools. 
Sometimes the simplest solutions 
are the most effective, and a watch 
is a tried and tested way to make 
sure you’re never late. Many people 
use their phones to check the time, 
but with so many apps and other 
distractions onscreen, one minute 
you’re quickly checking the clock and 
the next thing you know your 13 levels 
deep into Candy Crush. Avoiding 
distractions is the best way to be  
on time.

Simple tricks 
to ensure 
you don’t 
run behind 

Put out a fire at home  
before it starts

Winter preparation tips  
for your home 

(NC) For many of us, the aesthetics of our 
home –– a colourful garden, new furniture 
or trendy appliances –– often become 
our primary focus. But this can leave 
little time for unseen elements that can 
become a safety hazard.

Something overlooked like a loose or 
frayed cord can spark a house fire, and 
this happens most frequently during the 
winter months, according to the Canadian 
Red Cross.

It doesn’t take much for a fire to start 
in your home, but it doesn’t take much 
to prevent one. That’s why around this 
time of year, it’s crucial to take small, 
precautionary measures that will keep 
your family out of harm’s way. Here are 
four easy steps for a fire-free home:

1. Develop a fire escape plan. 
Should a fire occur, it’s important to 
evacuate the home as quickly as possible. 
Creating a fire escape plan and practicing 
that plan twice a year will help ensure the 
safety of your loved ones in the event of 
a fire.

2. Check smoke detectors frequently. 
A functioning smoke detector can be the 
difference between a false alarm and a 
life-threatening scenario. Install them on 
every level of the house and take the time 
to test them monthly, replacing batteries 
at least twice a year; daylight saving time 
always serves as a good reminder.

3. Store and recycle batteries  
the right way. 
Once you have changed the batteries in 
your devices, be sure to recycle the old 
ones. Used batteries that are disposed of 
or stored incorrectly or damaged can be 
a safety hazard. Keep your home and the 
environment safe by recycling all your old 
batteries. 

4. Pay attention to detail. 
Have an eye for the little things. Make sure 
your home’s heating sources are clean, 
as many house fires are started by poorly 
maintained furnaces or stoves, or chimneys 
with build-up. Check wiring and cords and 
fix or replace any frayed extension cords, 
exposed wires or loose plugs. Finally, make 
sure to store combustible materials in open 
areas and away from heat sources.

(NC) Here are a few simple tips on how  
to prevent exterior winter damage to  
your home:

Prep eavestroughs and 
downspouts. 
Seal any cracks with a silicone sealant  
and install a filter to prevent leaves  
from clogging.

Reapply exterior caulking. 
It’s important to do so in any gaps 
between your siding and window  
or door frames.

Turn off exterior faucets. 
Be sure to drain water from outdoor 
pipes, valves and sprinkler heads to 
prevent pipe bursts. If your home is 10 
years or older, consider installing frost-
proof faucets.

Consider installing  
roof-heating cables. 
This will cut down on snow or ice build-
up, saving your home from expensive 
long-term damage. Before installing, 
make sure your eavestroughs and roof 
have been well cleaned.

Safety

Safety

Wellness
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Electricity can kill or severely injure 
people and cause damage to property. 
Taking the proper safety precautions 
when working with or near electricity 
and electrical equipment can significantly 
reduce the risk of injury to you, your co-
workers and others around you.

But remember electrical hazards are not 
only found at job sites or in factories, they 
are everywhere including in your home 
and in the office.

Electrical hazards found in the office 
can include ungrounded equipment, 
overloaded circuits, defective or damaged 
power or extension cords, as well as poor 
placement of extension cords, exposed 
live parts, working on live equipment, and 
blocking electrical panels. 

To avoid these hazards remember 
these basic safe practices:

n  Turn off all appliances (coffee makers, 
radios, lamps, space heaters, etc.) at 
the end of the day.

n  Use only appliances with grounded 
plugs connected to grounded (three 
prong plugs) outlets.

n  Disconnect any electrical equipment 
that malfunctions or gives off a strange 
odour and call maintenance.

n  Don’t attempt to move or repair an 
energized or plugged in device.

n  Don’t use cracked, frayed, or broken 
electrical cords.

n  Never remove the grounding prong 
from a device or extension cord.

n  Keep extension cords clear of 
hazardous areas.

n  Don’t overload circuits by plugging one 
extension cord into another.

n  Do not attach extension cords with 
staples, hang from nails, or suspend 
them by wires.

n  Don’t force a plug into an outlet.

n  Check for outlets that have loose-
fitting plugs or covers.

Here are a few extra tips to 
remember to keep your family 
safe from electrical hazards:

n  Pull the plastic housing of the electric 
plug to take it out of the wall socket; 
never pull on the cord.

n  Water and electricity do not mix. Do 
not operate electric appliances such as 
radios or hair dryers near a bathtub or 
sink full of water.

n  Never stick your fingers, toys or 
anything except electric plugs into 
electric outlets.

n  Unplug any appliance that emits sparks 
or that does not work properly.

n  Always unplug an appliance before 
cleaning or repairing it.

n  Always unplug the toaster or other 
appliance when removing a piece of 
stuck food.

n  Remember that a turned-off appliance 
is still connected to electricity until it is 
unplugged.

n  Limit use of extension cords. Make sure 
the cord is the appropriate size for use. 
Some appliances or equipment require 
heavy-duty cords.

n  Never fly kites near overhead power 
lines. If your kite becomes caught in 
the lines, let it go. You could get a bad 
shock or be electrocuted.

n  Go inside during thunderstorms. It is 
very dangerous to stay outside when 
there is lightning. If you get caught 
outside, squat low to the ground 
allowing only your shoes, which act like 
insulators, to touch the ground.

n  Always wear closed-toe shoes when 
operating an electric lawnmower or 
hedge clippers.

n  Never use electric appliances outside in 
the rain or on wet surfaces.

n  Stay away from electrical equipment, 
such as substations, transformer boxes 
and electric poles.

n  Be aware of the location of power lines 
when using an extension ladder and 
long-handled tools such as swimming 
pool nets and tree-trimmers.

These tips are repeated in your handout. 
Thanks for your attention today.

Safety Meeting

Watch for electrical hazards  
in the office and at home 
Today’s safety meeting is about electrical safety in the office and at home.

Comfort Zone is published once a month by Smart Workplace Inc. (a division of Skilven Publications). www.skilven.com ©2018 Smart Workplace Inc. Subscribers are allowed 
to make copies of this document for distribution within their location only. For more copies call 1-888-655-4800. The information presented herein has been compiled from 
various sources believed to be reliable; however it cannot be assumed that all acceptable safety measures are listed. While every effort is made to ensure that information and 
recommendations contained in this publication are the best current opinions on the topic, no guarantee or warranty is made by Skilven Publications Inc. as to the absolute 
correctness or sufficiency of the content.

ZoneComfort Read this part of the meeting aloud
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To avoid these hazards remember 
these basic safe practices: 

n  Turn off all appliances (coffee 
makers, radios, lamps, space 
heaters, etc.) at the end of the day. 

n  Use only appliances with grounded 
plugs connected to grounded (three 
prong plugs) outlets. 

n  Disconnect any electrical equipment 
that malfunctions or gives off a 
strange odour and call maintenance. 

n  Don’t attempt to move or repair an 
energized or plugged in device. 

n  Don’t use cracked, frayed, or broken 
electrical cords. 

n  Never remove the grounding prong 
from a device or extension cord. 

n  Keep extension cords clear of 
hazardous areas. 

n  Don’t overload circuits by plugging 
one extension cord into another. 

n  Do not attach extension cords with 
staples, hang from nails, or suspend 
them by wires. 

n  Don’t force a plug into an outlet. 

n  Check for outlets that have loose-
fitting plugs or covers. 

Here are a few extra tips to 
remember to keep your family 
safe from electrical hazards: 

n  Pull the plastic housing of the 
electric plug to take it out of the 
wall socket; never pull on the cord. 

n  Water and electricity do not mix. 
Do not operate electric appliances 
such as radios or hair dryers near a 
bathtub or sink full of water. 

n  Never stick your fingers, toys or 
anything except electric plugs into 
electric outlets. 

n  Unplug any appliance that emits 
sparks or that does not work 
properly. 

n  Always unplug an appliance before 
cleaning or repairing it. 

n  Always unplug the toaster or other 
appliance when removing a piece of 
stuck food. 

n  Remember that a turned-off 
appliance is still connected to 
electricity until it is unplugged. 

n  Limit use of extension cords. Make 
sure the cord is the appropriate 
size for use. Some appliances or 
equipment require heavy-duty 
cords. 

n  Never fly kites near overhead power 
lines. If your kite becomes caught in 
the lines, let it go. You could get a 
bad shock or be electrocuted. 

n  Go inside during thunderstorms. It 
is very dangerous to stay outside 
when there is lightning. If you get 
caught outside, squat low to the 
ground allowing only your shoes, 
which act like insulators, to touch 
the ground. 

n  Always wear closed-toe shoes when 
operating an electric lawnmower or 
hedge clippers. 

n  Never use electric appliances 
outside in the rain or on wet 
surfaces. 

n  Stay away from electrical 
equipment, such as substations, 
transformer boxes and electric 
poles. 

n  Be aware of the location of power 
lines when using an extension 
ladder and long-handled tools such 
as swimming pool nets and tree-
trimmers.

Electrical hazards found in the office can include ungrounded equipment, 
overloaded circuits, defective or damaged power or extension cords, as well 
as poor placement of extension cords, exposed live parts, working on live 
equipment, and blocking electrical panels.

Comfort Zone is published once a month by Smart Workplace Inc. (a division of Skilven Publications). www.skilven.com ©2018 Smart Workplace Inc. Subscribers are allowed 
to make copies of this document for distribution within their location only. For more copies call 1-888-655-4800. The information presented herein has been compiled from 
various sources believed to be reliable; however it cannot be assumed that all acceptable safety measures are listed. While every effort is made to ensure that information 
and recommendations contained in this publication are the best current opinions on the topic, no guarantee or warranty is made by Smart Workplace Inc. as to the absolute 
correctness or sufficiency of the content.
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Watch for electrical hazards  
in the office and at home
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Electrical hazards can be avoided when:

A.  Proper precautions 
are taken.

B. If you ignore them.

C. None of the above.

1

Electrical hazards in the office can include 
defective or damaged power cords.

True ____   False ____

2

An electrical appliance is still connected to 
electricity if it is plugged into an electrical socket.

True ____   False ____

6
If a piece of electrical equipment is giving  
off a strange odour you should:

A. Unplug it.

B. Call maintenance.

C. All of the above.

3

You should not use an electrical appliance:

A. When making toast.

B. When mowing the lawn.

C. Around water.

5

It’s okay to stick a screwdriver into  
an electrical socket.

True ____   False ____

4

ANSWERS:  1. A 2. True 3. C 4. False 5. C 6. True

Date of Meeting: ____________________________  Topic: __________________________________

Location: __________________________________  Department:_____________________________

Start Time: __________     Finish Time: __________   Meeting Leader: __________________________

Have meeting attendees sign this sheet:

Safety Meeting Quiz

Attendance Sheet

ZoneComfort

ZoneComfort

Watch for electrical hazards in the office and at home

Watch for electrical hazards in the office and at home


