THING TO REVIEW IN YOUR

PHOTOCOPIER MANUAL
The risks associated with photocopier use are generally considered to be low, and can be even further minimized by observing the manual guidelines.

Note that large-scale use will exacerbate potential problems.

LOCATION:

Most potential hazards can be avoided by proper location of equipment.  Improper location can expose workers to ozone, excessive noise and light.
1. Location adheres to recommended room size.


         

 Y___ N___
2. Adequate ventilation (natural or mechanical) is present.

         

 Y___ N___
(Ensure ventilations ports are not blocked)
3. Copier is recommended distance from workers.


          

 Y___ N___
(Exhaust emissions should not go past workstations.

Copiers with noisy collaters should be as far from staff as possible.)

     IN GENERAL:  Do not install in a location exposed to:  vibration, excessive dust, electronic equipment, open flames, direct sunlight, high or low temperature/humidity, flammable substances.  
MAINTENANCE:


Poor maintenance can cause increased emissions of hazardous chemicals or ozone, as well as increase the risk of fire.
1. Maintenance log, as per manual, should list frequency of:

* filter & brush changes
* dusting of electrical connections


* other?
CHEMICALS:


Some chemicals may cause irritation, especially to respiratory tract.  Other symptoms may include itchiness, headache, fatigue, sensitization.

    TONER:   Carbon black is considered a nuisance dust.  Impurities in toner may be more hazardous.  Liquid toner or other cleaning solvents may be irritating to skin & eyes.
1. Identify the type of toner system:

a)  contained toner cartridge         b)  liquid toner         c)  toner powder changed manually.
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CLEANING A TONER SPILL

Toner dust may become airborne for a variety of reasons; toner dust spilled inside the machine becomes airborne by passing through the ventilation fans into the room, the waste toner compartment fills up and causes toner to back up inside the machine, or the most common, careless renewal of the toner cartridge causes a spill of toner into the room. Toner dust is considered a nuisance dust and should have no serious adverse health effects. However, persons who have an already compromised respiratory system (e.g. suffer from asthma, bronchitis, etc) should avoid changing toner cartridges. If this is not practicable then the operation should be carried out with extreme caution to avoid generating a dust cloud. 

Should any toner be spilt, it is best to vacuum up, rather than brush off, as much as possible to avoid raising a dust cloud. Wearing gloves, the remainder should be removed using a damp cloth rinsed in cold water. Hot water should be avoided as it may cause the toner to partially melt and become sticky.  Toner may be disposed of as normal waste, though it should be placed in a sealed bag to contain the fine powder.  Wash hands immediately after.  
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