	PAPER SHREDDING

	Hazards Identified


	· Back & shoulder strain, neck injury due to heavy lid or twisting, and injury to fingers / hands

· Electrical shock / skin burns / fire from overheating

· Outlet spark / fire

· Inhalation of dust

· Confined space where boxes can fall causing injuries

· Personal injury from long hair, jewelry or clothing becoming entangled in shredder

· Finger cuts from staples or paper

· Hearing loss from machine motor sounds

	Hazard-Specific Personal Protective Equipment
	· Not indicated

	Hazard-Specific Training
	· Instruction in proper use and care of shredder

	Related Safe Work Practices and Procedures
	· Paper Shredding Practice

	Safe Work Procedure

	· Set up paper shredder in a well-ventilated, flat, dry area, at least 4 inches from walls or furniture to allow air to freely flow through ventilation slots;

· Tightly close the bin. 

· Gather other equipment / supplies required: chair, staple remover, large recycling bag;

· Remove jewelry, rings, and personal Identification tag;

· Secure hair and clothing to avoid being caught in the shredder;

· Position recycling bag at least two feet from shredder;

· Prepare paper for shredding by removing staples, paper clips, etc;

· Ergonomically position yourself seated in front of the shredder; 
· Turn shredding machine on;

· Carefully feed small amounts of paper smoothly into shredder, according to manufacturer’s instructions.  Never force paper into the shredder;

· Stop when the container is three-quarters full of shreddings;
· Turn off machine and unplug or turn off at the power bar;

· Remove the top section of shredder and set aside.
· Empty shredded paper into a recycling (blue) bag;

· Stop shredding for at least 5-10 minutes after continuous use of 15-30 minutes.

· Reassemble shredder and continue shredding;

· When finished, turn off machine and unplug or turn off at the power bar and unplug;
· Remove the top section of shredder again and set aside.

· Empty shredded paper into the recycling (blue) bag;

· Reassemble top section of shredder; 
· Store shredder and other equipment/supplies in their proper place; and,
· Leave the area where it was used in a safe, clean and tidy state.
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Note: This safe work practice (SWP) has been provide by Lunenburg Home Support and is intend as a guide for you to develop your organization’s SWP.
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