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WORKPLACE SAFETY AND PERSONAL WELLNESS 
 

 

Top 10 Workplace Safety Tips Every Employee Should Know 
 

Workplace safety cannot exist on best practice guidelines and policies alone. A safe working 

environment is based on how well the people – workers at all levels - adhere to and communicate 

about safety standards. 

 

A safe workplace is one that encourages employees to identify unsafe behaviors and opportunities 

for improvement while also making well-informed safety decisions during daily routine tasks.  This 

list of the Top 10 Workplace Safety Tips Every Employee Should Know will help you to do your part 

to create a workplace safety environment based on shared responsibility: 

 

1.    Be Aware Of Your Surroundings 

This step requires knowing the particular hazards of your job or workplace. Once you’ve learned 

these risks, you are able to keep clear of potential hazardous areas, and potential hazardous 

situations. Also, always be alert of machinery. 

 

2.   Keep Correct Posture to Protect Your Back 

If you work at a desk, keep your shoulders in line with your hips to avoid back problems. If you’re 

picking things up, use correct form so your back doesn’t get hurt. Avoid stooping and twisting. If 

possible, always use ergonomic designed furniture and safety equipment so everything you need is 

within easy reach. 

 

3.   Take Regular Breaks 

So many work-related injuries and illnesses occur because a worker is tired, burned out and not 

alert to their surroundings. Taking regular breaks helps you stay fresh on the job. One trick to 

staying alert is to schedule the most difficult tasks when your concentration is best, like first thing 

in the morning. 
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4.   Use Tools and Machines Properly 

Take the proper precautions when using tools, and never take shortcuts. Taking shortcuts is the 

leading cause of workplace injury. It’s a huge safety risk to use scaffolding as a ladder or one tool 

in place of another for a specific job. Using tools the right way greatly reduces the chance of 

workplace injury. 

 

5.   Keep Emergency Exits Easily Accessible          

In case of an emergency, you’ll need quick, easy access to the exits. It’s also recommended to keep 

clear access to equipment shutoffs in case you need to quickly stop them from functioning. 

 

6.   Report Unsafe Conditions to Your Supervisor 

Your supervisor needs to be informed about any workplace safety hazards or risks. They are legally 

obligated to ensure their employees have a safe working environment and will take care of the 

unsafe conditions and make them safe for you and your coworkers. 

 

7.   Use Mechanical Aids Whenever Possible 

Instead of attempting to carry or lift something that’s really heavy in an attempt to save a sliver of 

time during your workday, take the extra minute to use a wheelbarrow, conveyor belt, crank or 

forklift. Too many injury risks are involved with trying to lift something that weighs too much. 

 

8.   Stay Sober 

Around three percent of workplace fatalities occur due to alcohol and drugs. When a worker’s 

ability to exercise judgment, coordination, motor control, concentration or alertness is 

compromised, this leads to any number of risks for workplace injury and fatalities. 

 

9.   Reduce Workplace Stress 

Stress can lead to depression and concentration problems. Common causes of workplace stress 

include long hours, heavy workload, job insecurity and conflicts with coworkers or managers. Take 

your concerns about workplace stress to your supervisor to see how they might help you address 

them. 

 

10.  Wear the Correct Safety Equipment 

If you’re not wearing the correct safety equipment for a task, you may get injured. Depending on 

the job, equipment like earplugs, earmuffs, hard hats, safety goggles, gloves or a full-face mask 

greatly reduce the risk of workplace injury. 

 

While it is up to facility managers and business owners to get their employees onboard with 

workplace safety efforts, you can do your part by following these tips. These simple initiatives 

really do make all of the difference. 

 

 
Source: posted by Julie Copeland, CEO, Arbill;  http://www.arbill.com/arbill-safety-blog/bid/182469/Top-10-

Workplace-Safety-Tips-Every-Employee-Should-Know  
 
  

http://www.arbill.com/content.aspx?file=customerpages/products.htm
http://www.arbill.com/arbill-safety-blog/bid/182469/Top-10-Workplace-Safety-Tips-Every-Employee-Should-Know
http://www.arbill.com/arbill-safety-blog/bid/182469/Top-10-Workplace-Safety-Tips-Every-Employee-Should-Know


Network To Work – August 2016  Resource Document, pg. 3 

Maintaining your Personal Wellness  

While Job-Hunting 
 
Searching for a job, especially when you're unemployed, is one of the most stressful and anxiety-

producing experiences adults face.   It can take a toll on your physical and mental wellbeing as well 

as your confidence.  Staying balance and positive throughout your job search can be challenging, 

but it is essential to your success.  If you’re not feeling good about yourself, it’s likely that you will 

have more difficulty in presenting yourself as a strong candidate to an employer during an 

interview. 

 

Here are some Dos and Don’ts for maintaining your personal wellness during your search. 

 

DON’T 

 Don't obsess over one particular job. If you tend to agonize about particular jobs—did 

they like you? When will you hear something back?—Stop it! The best thing for your state 

of mind is to move on mentally after sending off your application or having an interview. 

There's nothing to be gained by obsessing and waiting and wondering. Instead, move on. 

Pretend you were already rejected, or that you never applied. If the employer calls you, 

great. If they don't, you've already moved on anyway. And there's nothing to be gained 

from stressing yourself out waiting. 

 

 Don’t try to read "signals" into what interviewers do and don't say. Job seekers often try 

to read between the lines of all sorts of things: If the interviewer didn't say they'd be in 

touch, does it mean you didn't get the job? They sent back a nice response to your thank-

you note; does that mean your chances are good? Most of these "signals" don't mean 

anything at all, and looking for meaning in them can drive you crazy. 

 

 Don't feel you have to give perfect interviews. If you play over every interview in your 

head and kick yourself for not giving better answers—or if you're terrified before 

interviews because you might mess up—know that interviewers don't expect you to be 

perfect. In fact, there's no such thing as a "perfect" interviewee, and your competition isn't 

giving perfect interviews either. You're not a professional job interviewee, and employers 

don't expect you to be. They know you're human. And they are too. 

 

 Don't agonize over why you didn't get a job. There's generally no way to know from the 

outside why you didn't get hired. Sure, maybe they hated your interview answers, but 

more likely, someone else was simply a better candidate. Or they hired the CEO's niece, or 

promoted someone internally, or canceled the position altogether. There's no way to 

know, and you'll drive yourself crazy trying to figure it out. 

 

 

  

http://money.usnews.com/money/careers/slideshows/10-things-to-do-immediately-after-being-fired
http://money.usnews.com/money/careers/slideshows/10-things-to-do-immediately-after-being-fired
http://money.usnews.com/money/blogs/outside-voices-careers/2012/10/01/6-job-search-signs-that-dont-actually-mean-anything
http://money.usnews.com/money/blogs/outside-voices-careers/2013/02/25/why-you-didnt-get-the-job
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DO 

 Do schedule your calendar so that you reserve blocks of time for job seeking, some time 

for reflection and relaxation, and to also make sure you have time for fun and socialization.  

Do the things that feel good to you and keep up with your hobbies and fitness activities. 

 

 Do surround yourself with positive energy and people who help you feel like your best 

self.  If you’re having trouble maintaining your confidence, be sure to spend time with 

people who naturally have a positive view of themselves. Observe their behavior and 

model yours after what you see working for them. This isn’t about being something that 

you are not, but rather employing strategies that will make it easier for you to tap into your 

own self-confidence.  

 

 Do use pep talks and recovery strategies from your past.  Try recalling specific moments 

where you simply had to rally and, when you did, you ultimately prevailed (or progressed). 

Did you play sports?  Were you in a competition that challenged you physically and 

mentally?  Did you recover from a terrible breakup? We all have something.  Flash back to 

the specific strategies and mental pep talks you used through these times, and apply 

similar ones to this very situation. When you realize you’ve done it before, it will help you 

to remind yourself that you can—and will—weather this one, too. 

 

 Do put your energy towards things you can control.  You can’t will your resumé to pass 

through a prospective employer’s resumé scanning software. You can’t influence how 

many other qualified candidates apply for a job. Don’t waste time dwelling on them.  Focus 

your energy instead on what you can control. Literally, make a list of the aspects of your 

job search that you can influence or impact. Maybe you decide to call that person at your 

dream company who your friend knows.  Maybe you take a course to shore up a required 

skill. By thoughtfully considering what you can control—and then acting on these things—

you can shift from dwelling on your worries to making moves that may actually be helpful. 

 

 Do get help.  We are humans, not machines. And when things don’t go as planned, we 

sometimes begin feeling very sad, mad, or hopeless. A job search almost always requires 

stamina, sometimes tons of it. If you’re feeling upset to the point that it’s disabling you, 

don’t go it alone.  Let the closest and most supportive people around you know you need 

help. Tell those you trust of your struggles, and if you know how they can help, be specific 

so they lighten your load in a way that will be meaningful.  Every one of us needs help from 

time to time, and there’s absolutely no shame in that. 
 

 

Sources:  
5 Ways to Stay Positive When Job Searching Makes You Want to Cry and Give Up, By Jenny Foss  

https://www.themuse.com/advice/5-ways-to-stay-positive-when-job-searching-makes-you-want-to-cry-and-give-up 

How to Keep Your Sanity While Job-Hunting, By Alison Green, March 11, 2013 

http://money.usnews.com/money/blogs/outside-voices-careers/2013/03/11/how-to-keep-your-sanity-while-job-

hunting 

Tips For Staying Confident During the Job Search, By Victoria Crispo on November 9, 2015  

http://idealistcareers.org/stayingconfident/ 

https://www.themuse.com/advice/how-to-ask-for-an-informational-interview-and-get-a-yes?ref=autocomplete
https://www.themuse.com/advice/how-to-ask-for-an-informational-interview-and-get-a-yes?ref=autocomplete
https://www.themuse.com/author/jenny-foss
https://www.themuse.com/advice/5-ways-to-stay-positive-when-job-searching-makes-you-want-to-cry-and-give-up
http://money.usnews.com/money/blogs/outside-voices-careers/2013/03/11/how-to-keep-your-sanity-while-job-hunting
http://money.usnews.com/money/blogs/outside-voices-careers/2013/03/11/how-to-keep-your-sanity-while-job-hunting
http://idealistcareers.org/author/victoria-crispo/
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