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Using the information on the resource CD: Officewise Office Safety 

· A guide to health and safety in the office

1. Design an office for yourself taking into account all the features of a healthy and safe working environment.  Draw a plan of your office looking down on it from a floor level above.

2. Into your plan, place the necessary office equipment appropriately. eg fax, photocopier, shredder, binder, laminator, telephone and computer as well as other necessary items.  

3. On another page paste pictures of items collected from internet sites eg Harvey Norman, Officeworks etc

4. Make a list of consumable items required in every office eg staples, paper clips, A4 paper

PowerPoint Presentation

 Create a powerpoint presentation of your Ideal Office explaining your design and the equipment chosen.  What makes it a healthy and safe workplace?  
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