	Office Safety Exam
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Question 1


	True/False
	4 points 
	

	
	Question Changes occurring in the American workplace bring a new set of health and safety concerns. 
Answer
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True
False
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Question 2


	True/False
	4 points 
	

	
	Question A good housekeeping program will reduce or eliminate hazards associated with improper storage of materials. 
Answer
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True
False
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Question 3


	True/False
	4 points 
	

	
	Question Falling out office windows are the most common office accident, accounting for the greatest number of disabling injuries. 
Answer
True
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False
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Question 4


	Multiple Choice
	4 points 
	

	
	Question Preventing a fall before it occurs can be done by all of the following measures EXCEPT: 
Answer
Clear the pathway 
Close drawers completely 
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Quickly moving through cluttered areas 
Clean up spills immediately 
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Question 5


	Multiple Choice
	4 points 
	

	
	Question Which of the following are considered proper steps to insure safe lifting of objects? 
Answer
Use a balanced stance 
Lift by straightening your legs 
Keep back in a straight or neutral position 
[image: image10.png]



All of the above 
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Question 6


	Multiple Choice
	4 points 
	

	
	Question Lifting from a seated position places___________. 
Answer
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tremendous strain on the back 
less stress to your body 
better time management 
eye strain 
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Question 7


	Multiple Choice
	4 points 
	

	
	Question Filing cabinets become a safety hazard many times because ___________. 
Answer
they are locked 
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they become overbalanced 
they are left unattended 
two people need files 
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Question 8


	Multiple Choice
	4 points 
	

	
	Question Workplace ergonomics means: 
Answer
supply and demand in the office 
maintaining the proper temperature 
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fitting the workplace to the workers 
using the Internet to troubleshoot problems 
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Question 9


	True/False
	4 points 
	

	
	Question The monitor should be placed so that the bottom of the monitor is at eye level. 
Answer
True
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False
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Question 10


	True/False
	4 points 
	

	
	Question It is not important that your feet be flat on the floor when working at your keyboard, only that you feel comfortable. 
Answer
True
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False
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Question 11


	Multiple Choice
	4 points 
	

	
	Question The following method is acceptable when talking on the telephone: 
Answer
cradling the telephone between the head and shoulder 
talking on a cell phone while driving 
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holding the phone with your hand, using a speaker phone, or headset 
all of the above 
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Question 12


	True/False
	4 points 
	

	
	Question Taking frequent mini-breaks to rest the eyes and muscles means you should stop all of your work duties. 
Answer
True
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False
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Question 13


	True/False
	4 points 
	

	
	Question A ventilation system should provide for a comfortable environment with respect to humidity and temperature. 
Answer
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True
False
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Question 14


	Multiple Choice
	4 points 
	

	
	Question Poor office lighting can result in: 
Answer
eye strain and irritation 
fatigue 
headaches 
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all of the above 
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Question 15


	Multiple Choice
	4 points 
	

	
	Question In offices, interference with speech communication, annoyance, and distraction from mental activities are most common effects of: 
Answer
school 
keyboarding 
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noise levels 
Internet 
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Question 16


	Multiple Choice
	4 points 
	

	
	Question Which of the following substances offers a high resistance to the flow of electrical currents? 
Answer
the ground 
metal 
water 
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porcelain 
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Question 17


	Multiple Choice
	4 points 
	

	
	Question Electrical cords offer a hazard when they: 
Answer
are damaged 
are unplugged 
are placed in a walkway 
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Both 1 and 3 

	

	[image: image35.wmf]

Question 18


	True/False
	4 points 
	

	
	Question It is important to disconnect machines before cleaning, adjusting or repairing. 
Answer
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True
False
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Question 19


	True/False
	4 points 
	

	
	Question When clothing catches fire, it should be extinguished by using the drop-and-roll technique. 
Answer
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True
False
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Question 20


	True/False
	4 points 
	

	
	Question You should always try to put a fire out before calling the fire department. 
Answer
True
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False
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Question 21


	Multiple Choice
	4 points 
	

	
	Question The local fire alarm signal is: 
Answer
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siren tone 
warble tone 
chime 

	

	[image: image43.wmf]

Question 22


	Multiple Choice
	4 points 
	

	
	Question The severe weather alarm signal is the: 
Answer
siren tone 
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warble tone 
chime 
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Question 23


	Multiple Choice
	4 points 
	

	
	Question The all-clear signal is: 
Answer
siren tone 
warble tone 
[image: image46.png]



chime 
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Question 24


	Multiple Choice
	4 points 
	

	
	Question The exit route for a fire emergency is: 
Answer
climb out the nearest window 
run after everyone else screaming "FIRE" 
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All students and staff will proceed into the hall, visually locate the nearest EXIT and evacuate the building. Regroup in the South parking lot.

All students and staff will proceed into the hall, visually locate the nearest EXIT and evacuate the building. Regroup in the North Parking lot.
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Question 25


	Multiple Choice
	4 points 
	

	
	Question The safe areas during severe weather include: 
Answer
Automotive shop area 
bathrooms 
under the computer terminals 
Educational Enhancement Center classroom
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