Photocopier Usage Policy
Effective Date: [Insert Date]
This policy outlines the appropriate use of the workplace photocopier, including access, consumables, troubleshooting, safety, and points of contact.

1. Accessing the Copier
· Staff must use their swipe card or enter their assigned PIN to access the copier.
· If you do not have access, please contact the Office Administrator.
2. Paper Supply
· Reams of paper are stored in the stationery cupboard located [insert location].
· Please notify administration when stock is low.
3. Waste and Recycling
· Used paper should be placed in the recycling bin located next to the copier.
· General waste, such as plastic wrap and packaging, should go into the general waste bin in the staff kitchen or near the copier.
4. Consumables (Toner, Staples, etc.)
· Toner cartridges, toner waste bottles, staples, and other consumables are located in the supply drawer in the [insert location].
· Please return the drawer neatly after use.
5. Replacing Toner and Waste Bottles
· Follow the instructions displayed on the copier screen.
· Use the toner access door to remove and replace cartridges.
· Ensure the waste bottle is also emptied or replaced as indicated.
· Wear gloves if needed and dispose of used cartridges in the recycling box provided.
6. Paper Jams
· The copier screen will guide you to the jammed area.
· Gently remove any jammed paper without tearing it.
· Do not force any parts open – contact support if the jam cannot be cleared.
7. Copying Instructions (Quick Guide)
· Double-sided Copying: Select "2-sided" under the copy settings menu.
· Stapling: Choose "Finishing" > "Staple" and select the desired position.
· Colour Copying: Under the copy settings, choose "Full Colour" or "Black & White" as needed.
8. Safety Procedures
· Do not look directly at the scanner light while in use.
· Do not touch hot parts inside the machine.
· Do not open covers or doors while the machine is operating.
· Always wash hands after handling toner or waste bottles.
9. Reporting Issues
· If the copier is malfunctioning, locked, or displaying errors you cannot resolve:
· Contact [Insert Name/IT Support/Office Admin] at [insert contact details].
· Alternatively, place a note on the machine stating the issue and notify others.

Please use the machine responsibly and report any misuse or damage immediately.
For further support or training on using the photocopier, please contact [insert name].
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