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Introduction

Photocopiers are commonly used items of work equipment which do not present significant hazards to operators if they are used correctly.  However, certain points should be considered when operating these machines.

General Precautions

· All electrical equipment should be purchased from a reputable supplier to ensure that it has been manufactured to a high standard.

· Any portable electrical equipment (unless new equipment which is less than 12 months’ old) should be PAT tested to indicate that it has no electrical faults.  Any equipment failing this test should be taken out of use until repaired or replaced.  If the item is discarded, the cable and plug should be removed to prevent further use.  Regular visual inspections should be carried out to identify damage to equipment such as cracked plugs and damaged cables.  Records of such inspections should be kept by the Health and Safety Officer.
· The photocopier cover should be kept in the lowered position at all times to prevent glare when in operation and to protect the glass plate when not being used.

· No unauthorised maintenance should be carried out and machine panels should only be removed if permitted by the manufacturer’s instructions in order to carry out certain functions such as removal of paper jams.  Although in these instances an interlock should isolate the electrical supply when covers are removed (check with manufacturer) or, alternatively,  switch off the machinery at the mains supply.  Care should be taken not to touch hot parts of the machine.

Toner (if used)
Toner is not classed as a harmful substance, however toner dust can cause irritation to the eyes and throat and can present an explosion hazard if it is allowed to form a dust cloud.  The following precautions should therefore be taken:-

· Care should be taken when handling toner cartridges to ensure that dust is not allowed to escape, the procedure in the operator’s instruction manual, or that indicated on the toner cartridge, should be followed.  Ensure that all toner is sealed into a suitable container from which it cannot escape before disposal in the normal way.  Never throw toner on an open fire or produce a dust cloud near to sparks or ignition sources.

· Spillage’s can be cleaned with a damp cloth.  Only cold water should be used because warm water will cause toner to become sticky.   Care should be taken not to create a dust cloud or to inhale dust.  If a spillage requires vacuuming, care should be taken because a powerful static electric shock can be produced.  A vacuum cleaner with a plastic collecting pipe should be used but if it is metal it should be connected to an electrical earth.  The vacuum cleaner should have a secondary filter in case of collecting bag failure.  Advice should be sought from vacuum cleaner manufacturer's regarding the most suitable appliance for this purpose.

The following action should be taken if physical contact occurs:-

· Eye contact – rinse with plenty of sterile water;

· Skin contact – wash with soap and cold water;

· Inhalation – rinse mouth with cold water, clean nose, clear throat (cough up any residue), get plenty of fresh air;   if ill effects are experienced, seek medical advice and inform your line manager/The Chief Executive;

· Ingestion – rinse mouth with cold water; if a significant amount of dust is swallowed, seek medical advice and inform your First Aider / Line Manager/Chief Executive.

Ozone Gas

Ozone gas can be toxic in high concentrations, however in the normal office environment concentrations will be extremely small and the gas will decompose rapidly into oxygen.  Ozone has a sweet smell and at higher concentrations can irritate the eyes, nose and throat.

To ensure ozone levels are kept to a minimum, photocopiers should be located in well ventilated areas and several machines should not be located together in a small room.  Ozone filters are fitted to most machines which convert ozone to oxygen before it reaches the atmosphere and these filters should be replaced regularly by the service engineer according to manufacturer’s instructions.  Photocopiers and laser printers should not be located next to workstations where employees are forced to breathe in the warm air and ozone gas.
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