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OEFICE SAFETY INSPECTION WORKSHEET

INSTEUCTIONS: Executive QOrdwr 12736 and AIMS GAM 13.04,08A mandate periodic inspecticns of workplaces to assure promgt
carrgetion of wasate and unhealthy working conditiens. The questions below are intended to help identify potentially hazartous

vnditons and practices, All NC answers require an explanation of carrgetive action to be taken on that item, If cofrectiva aclian canhot
<8 taken, explain why net, (Use additiona! aheats, it necessary.) W there are any items or conditions that sre net listed whish may cause
injury @f ilinass, 1127 them under "OTHER", Where a question is not applicabls to a warkplace, check NLA.

— r——

BUILCING . SPACE INSPECTED:

INEFECTION DATE: 1 D/D 8/0 S"

MAME AND PHONE NUMBER OF INSPECTORI(S):

ADDFEss:ol.a_( Lcﬂﬂif-";: %bﬁ—f &[L/cl

EOR MANAGEMENT :)E{ﬂ @ /l/{ciﬁ)/\ M
. 1N,

FOR UNION

A. EMERGENCY EGRESS

Flease

consuit page &, Informational Sheat, before 1he nspeativn /s conducred.

_ ITEM INSPECTED

YES

MO [ NA. |S@MMEMNTECORARCTIVE ATTION/DATE CORRECTIVE ACTION TAKEN

1. Arg There AT IRAST TWO SeparaTe ways (euits) to
I&ve the work area or otfice?

v

-

2. Are exits are rerote a¢ passible from each other so
thit employess do not have 1o ravel more than
2C0 teet to an exic facility (300 feet if the building
is completely sprinkler protocted)?

3. Are exit aisles maintained which meet the
reauirements shown on page 67

L3

4. Are exit aisles arranged in a clear, dicest pattern
ahd kopt free of ebatructions and Impediments?

NAVA

&. 1z emorgency lighting provided In buildings where:
- the building is 3 ar more stories in height, or
- the total building aesupancy iz 1000 or mere, or
= The dscupaney is 100 or more pesple at lavels
{ vave or below the ground exit laval?

8. Are all exitg, othar than ground Jeve] main
erttances, idantitied with clearly visible, slectrigally
liminated exit signs? :

7. Whon the building is aceupled, are all exits free of
lacks, chains and other fastening devices which
could prevant free aseapu?

B, A;e 8¥it stairways clean, froe of sterages, equippsd
with Zecyta handrails and aelf-closing doors?

9. Do 3l deors serving 50 or more people swing in
™ (J, i‘t—gg o B gw.{m fl*-mde.:m ‘

NEANRN

10.H:45_‘there baen an employvee evaguation drill {such
az fire, garthquake, bomb threat, hurricane,
10 nade, Maed or similar emergency) in tha last 6
manths? (If ne, explain why not, and give data of
last schedulad evagyation,)

1. Have employess been instructed in Hire emergency
priceduras, and how 1o repor a fire?

12.A18 designated phonss labalad with appropriate
FMIArgensy numbears?

13.Da all exits from the building discharge directly to
The street, or 10 yard, court, or open space thal
Eies dcoeds 108 public way?

14, Are all means of zgress arrangod =o that it will not
nermally be negessary to pass through any high
hazyrd ares to resch an exit?

15,0 alf "EXIT"‘signs have arrows Indicating the
corraat direction of egriess, except where the
dirzction of travel iz immadiately apparant?

16.Hzve adequate accommodationg bean mada e
I55ure that handicopped employaces can entot and
axit safely?

NESNNININN €

17.Does each handrail allow continuous eliding af
hareds o them?

18.0ther comments:

————
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B. _FIRE PROTECTION - PREVENTION

TEM INSFECTED YES | NO _.IM\I.A. COMMENTS/CORREC TIVE AG ION/DATE CORRECTIVE ACTION TAKEN

T. iz 1 fire glorm system Onanual-, sprinkler-, or
deaclor-activated) provided i proper oporatng
codition In buildings where:

- Tw buiiding ix 3 or mote stories |0 height, or

- mhe tetal building creupancy iz 1000 or mora, or

= 1he ccupancy is 100 or more pasple at levels \/
apave or below the ground exit leval?

2. Have portable Tire extinguishers been provided
which mact the gelection and placement critena on
paje 77

3, An: additional extinguishers previded for separate
dreas used exclusivaly tor computer sperations,
sterage of flammable materials or reprographic
oprations? .

"4. An: extinguishers proparly charged, mountad,
cangpicuausly marked, and free from abstrugiion
and impediments? '

e

Amy extinguishers inspected and tagged annually,
and replaced by similar spures when taken for
se1vicing? :

ENARNANEAS

8. Anr gquantiies of flammable materials such as
torers, inks, solvents, alcohol, thinners, paints, etc.
stered in closed matal cabinets? (not reguired for
small daily mainténance quantitics)-

7. Are hotplates, coffee pots, and similar alectricat
tee.d and boverage preparation appliances inzpected
- and strietly controlled 1o avoid unauthorized and
indisgriminate use?

8, A there adequate disposal facilitics for sigarettes,
ete.. in aroas where smoking is still allowad?

§. Are on-eff timers strictly prehibited on employca
appliances? -

NRNAN

10.Are areas whara flammable liguids ar used well
vehtilated? \

11.Havse employees been instrusted or tratned hew To
ust fire extinguishers, and which typa extimguisher
e 156 in specitic siwuations?

12.Wture an alarm system is in plage, 2 it capable of
h@i“‘lg perceivod above background noise or light
lovuls?

ANEN

13.Have tirg glaren pull boxes bosn inspactad, and are o

“thay and other appropriate fire emergency . \//
ethlitpment frea Trorm obsTruction and impediments?

14.Are al! flammable nratarial contsiners clearly \/
marked as to their contenis?

15 Other comments;

Forih SiLAB5Y0-BK (5-19530) EF (8-2000 Fige 7 of &
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C. ELECTRICAL

TEM INSPECTED YES | NO | N.A, JCOMMENTEICORRLCTIVE ACTION/GATE CORRECTIVE ACTION TAKEN
1. Are all 3-prong electrical plugs connected 1o
grounded 3-hole recepraclos? (NOTE: If building L
systam doas not have 3-pole receptacles, any /
acaplers used must be checked upen instaliatien |\

fer adequate grounding by a competent glastrician.)

MAie relrigarators, water coolers, portable electrical
toslz, and other appliances or machines posilioned /

b

avvay from radiators or water pipes or, 1t used in
¢ mp-wel lpcations, grownded?

i

controlled with routing spar chocks, and ara

. 15 the use of employee owned applionees atrictly /
appliances turned off at the and of each workday? \

eliipmant known o employees who use them
regularly?

4, A¢ locations of cut-03f switches to machings and /

5. A-e the vigibla wires, cords and plugs of afl
&l scrrical equipment, tools, and appliances in good
cendition? (not frayed, cracked or broken, or
Prongs missing.)

G, Ae oxtenszion cards prohibitad, excapt where V
13 3uad by S5A for wark-related equipmant?

7. Aa the ST A issuad extension cords in good
cundition, 4o not pose 3 tipping hazard, and used \/
anly where fixed outlets cannot be installed?

B. D5 all emplayes-owned appliances boar the
approval mark of Underaritars Lab (UL) ar other
recopnized testing agency? '

9. A'e ropairs 1o electrical equipment and appliances
made by coampatent personmel?

10.4 % guards provided tor exposed efectrical or
moving parts of machinery, aquipmeant, or
appliances?

17.A 2 all glectrical receptacles (wall & floar) in good

12.A all wires and cables zecurely fastensd ang ot
hinging from the wall or ceiling in an ungafe
mannegr?

13.Hive the portable electric wols been inzpectad and
ested during e last § months?

vd

T4.Ale clearly visible electric wires and cables placed
0 sUeh 3 wiy A% not 10 cause future damage?

ey

15.A12 S5 A-issued extansion cords free of splices or
tape gnd do they not exceed B foet in length?

!
sendition with tace plates securely fastened? \/

16,0 her comments:

Form 58 A-5510-BK (3.19301 EF (8.2000) Pagu 3 of 2
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D. GENERAL OFFICE SAFETY

ITEM INSPECTED YES | .NO | M.A. [COMMENTSICORRES TIVE AC [IOM/DATE CORRECTIVE ACTION TAKEN
1. Arz oll light and other ceiling fixtures securaly /
at' ached?
20 A3 work space partitions adequareiy sacured,
slanding straight and not infringing on adeguaté ./
aicle space? -
2. Arz fumiture and edwpment in good condition and
aale 10 pae? (Free ot splintered or jaggod cdges, //
BT \ -
i, Arm furpiture and equipment so arranged that they /
do not infringe on adeguate asle space? ! .
5. Aro fije cabinets and shelves properly loaded (from /
th bolrom first 10 provent Tipping over? Yo —— —
&. It inapprapriate storage of materials avoided atop \/
. Sabinets, bookeusay apd windew slils?
7. Arw aisles and pedestrian walkways frea of
electrical and telephone recaptacies, cords, loose .
carpets, floor tiles, or any ather uneven surfaco /
tht may pose as a tripping or talling hazard?
8. Arw tloors claan, dry, non-slippery and free of
tresh?
5. Are adeguate storage areas provided for materials /
and syppliesy
10, Are rmaterials plled im an ordery manner, not / )
extending into sislgs and kopt {o a ate height? i ]
11,418 all tans proporly guarded with mesh openings \/
of less than 1/2 ingh?
12.Are workplace/squipment naisa levels kept at an \/
acceptable level? o
13.1s door hardware in good working arder? \,/:
14, Ara pistes kapt free of storage? '\/J
15.Are individual Tresh cans kept out of aisles to ./
privent tripping? A
16.1 adeguate lighting provided? \/},#
17.1¢ ndeqguite ventilation provided? \/
18.Arp room and lacation finders in plain view andg V/
‘ easlly recognizable? b3
18.15 there a stepstool or indder 50 objects can be L/
reiched safaly? £ —
20 W here haadsets are providod, are alean headsets \/
ayaflable for ermployeas? . —- L
21.Ars toer and wall heating and air-conditioning units {/
cavered? =
22,410 all windows tree of breokage, cracks, ete.? l/f s
23 Has there been any viclation ched since 1ha last / o
Ird pactiont 1f 80, has corrective actisn bean taken?
If no1, why? : v
24.Arz vides display terminsls malatained in @ clian \-/
—.2nd proper mannet? .
25.WI1§!‘E Therd are employees trained in CPA, are thay 1/ ,—)O/u_,( ,Lf;lf:...f ﬂf&.f—ﬂm_j-f Ll fT} /0 q,./t
getified, and are names posted in the facility? v»r__j.&v .;_.fi...;:..,/{/\ .ﬁna—é{.&; j_ﬂ}?’
Z8.0tver qomments: ~

Form ESAGE10-BK (8-1540) EF (B.2000 Fage & of 8
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E. HOUSEKEEPING - SANITATION

ITEM INSPECTED YES | NO_ | N.A. [COMMENTS/SORREGTIVE ACTIGRIDATE CORRFETIVE ACTIoN TAREN
1 At a routing cleaning schadae been establishad V,-*"
Anc_adherad 1o7 —

£, Arg appreved trash fecapiaales used and emptiad /
daily *

3. Are trash recoptacles ang cans maintained in &
$8NItErY condition?

_ ——
4. Ara there suitable Toilat and washing facilities and
supplies, and are they mantained in 4 sanitgry ‘1/
cordition? —
9. AT0 vending areas mainiained in sanitary 1
canditign? ' —
5. Are personul use cooking and coffes pot areas e

malntained properly and rautingly chegked?
7. Ace eating/wark/mullipurpose areas maintained in |
. 3401131V condition? v
8. Arc microwave gvons, refiigerators. etc. chacked |

rousingly for eleanliness and Broper operations?

9. Ara the wark and food dreas free fram posts and
rad pntsy

10.Are etoansers and rags available to atnployees for v/
cleqining desktops, chairs, terminals, etc. ?
11.Are water fauntsing and coolers maintained io a [V
RSNy and proper way?
12.0ther eomments:

F. SPECIAL INSPECTION AREAS {Check N.A. if not applicable to your worksite)

ITEM INSPECTED TES | NO | NLA, [COMMENTS/CORRESTIVE ACTION/DATE CORRESTIVE ACTION TAKEN
1. Arg outdoor walking surfaces (sidewalks, steps, -
Parking areas, cte.) free of holes, cracks or athar \_//

hazirds which could cause falls?

2. Are snow and ice removed trom outdoor walking
UM weon 10 a timely manner?

3. Does building management have a regular . . o
insp ection scheduie for elevatots, lire protecTion ‘
and slarm systems, boligr reoms, electrical utilivy \/
ares &, ere, by competent rechnicians?

e

|~

4. ls personal pretective equipment (o.g.. satery
shenes, sefety glasses, face shiglds, gloves, aprons. /
#1¢. ! pravided and required 1o be worn whers such \
prolestion is obviewsly needed_?_ :

ﬁtﬁar COMMERTE!

e Fage 5ot B
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AISLES AND ACCESS AREAS

AISLE REQUIREMENTS FOR CLEAR AISLES:

INDIVIDUAL WORK STATIONS . ..o oo oo 28"

OTHER AISLES SERVING UP TO 200 FEOPLE . . o\ o0 e 3'8
OTHER AISLES SERVING UP TO 250 PEOPLE . ... oo 4'8
OTHER AISLES SERVING UP TQ 300 PEQPLE .. .« o e 2'6
OTHEER AISLES SERVING UP TO3B0 PEOPLE (. o oo oo v e 6'6"
OTHER AISLES SERVING UP TO 400 PEOPLE .. .. o0 ot e s 74"
OTHER AISLES SERVING UP TO @B0PEOPLE . . ot vt v e nnc s i e e 8'4"

OTHER AISLES SERVING URP TOBOD PEOPLE . . .. v i e L9z

OTHER MINIMUMS ARE REQUIRED WHEN CHAIRS, FILE CABRINETS AND OTHER EQUIPMENT
CON3UME AISLE SPACE:

FILE ROOM AISLES , ..

B RS g1
z_ O
— { ‘
- ves ) partaaty frooo o
: o b ] W
ACTIVE veRY ACTIVE

DESK SPACING . .,

— i

B T -
l!‘“—) . ! ' i ! o

S % - r_"\ - 1
— W Y ! [T
AL BLD U I
Fot -,_u..a. ¢ Jfl._.h_i._':.‘:_.‘

FIGURE |

Form S3A.55710-BK (8.1 9250 -1a%s '
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— LINES TO FOLLOW FOR HANDICAPPED AISLES

GENERAL GUIDE -
(All allowances are the minimum requirements)

. Clear width tor single whatlchalr to move continueusly; 38 inches

' i ‘ way); 32 inches
- Clear width for single whaslehair at a point imoeving continuously and through a desrway)

. Claar width for 2 wheeichairs toving continuausly to pass each other: 80 inches -

- Every 200 fawt of 44-inch wida aleles increase the width of the aiske 1o G0 inchas for passing SpOcE.

. Clear width for single wheelehalr 1o Make & complete furn: 80 insheés

- Clear width for single whaslehair 1o make 3 180-degree turn arednd o abatruetion: 42 inghes

. Brerance into the weorkstatian: 42 inches

Ploage keop in mind that the requirements listed abave are minimum requirements. Provide aisles as wida as
peatible when apace aliows,

PORTABLE FIRE EXTINGUISHER
SELECTION AND PLACEMENT CRITERIA

Seh:ctlon of Extinguishors

Clazs of firs cavered (shown on extinguishor):
Class A « Ordinary combustibles {paper, wood, trash, etc.|
Class B - Flammabile liquids (paint, oil, solvents, etc.)
Clazs C - Electrical (compurters, capiers, motars, ete.)

Tha werk area should be 'evaluated for which of thase 2 classes of fire could passibla occur. Then the appropriate
exninguisher should be selactad:

Class ABC mutipurpose dry chemical axtingulsher - This extinguisher will extinguish all 2 classes of fira and
iz preferable for most STA offica environments. It does, hawaver, leave a powdery residue and shouid not
bo placed in tvoms used gxclusively for computor operations,

Class BC carben dioxide extinguisher - This extinguisher leaves ne residue and should be the selection in
rooms used exclusively for computar or other elacirical operstions. Please nete: Several SSA facilities hava
inquired abebLt the use of portable Halon extinguishers for computer operations. Because of the health
hazards aszoclated with high concentrations of Halon, S3A contnues ta racommend selecting the BE carbon
dioxide extinguisher rather than Halon, Haelon use also may soon be restricted because it is a member of the
chiorinated fluorocarbon group responsible for depleting the protactive ozone layer of the atmosphere.

Clagy A water extinguisher - Only far areas with erdinary combustibles (paper, waod, trash, ete.), It sheuld
not ba tocated whare elegtrical equlpment is Used.

Plucoment of Extinguishers

" Alemg nermal paths o travel, vizikle and unabsruated. Red T2pe, paint or sign showld be placed ghove the
extlnguisher 3o it loastion iz apparent from a dislance, ‘

(2] Maximum travel distance from a potential fire Jocation 1o an extinguisher:

Class A water axTinguisher - 78 {get
All ather exunguishers - 50 feet

————

form 38 A-5510-BK 18-1990) EF [B-20001
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INFORMATIONAL SHEET

s tecemmended that the following informalion be raviswed by the inspoction team members, prior to conducting the actual

ins section.

—F

. Log and Summary of Occupaticnal Injuries and linoases (OSHA Form 200), of equivalent
Reparts of nen-compriance from OSMA or other reguiatory agencias
Changes in spplicable rulas, laws, regulations. elo,

Frevicus health and safaty report

mok Lt

Written M RGITs ar Unsale practices of conditions
6, Whether persanal protective eguipmant i required in the area

7. Material Safety Data Sheers, if requested,

ltam (1m0 A.9)

ADDITIONAL SIGNISCANT COMMENTS ON CHECKLIST ITEMS

NOTE: Thozs who desire additional information on whe enclosed checkiist items, or on QSHA
within 854, should contact the

safety, neeith and fira <landards applicable
Environmental Protection and Safaty Branch, OFM, at $8A headquarters in 8altimore, Maryland 212738,

Telephone area code 301-885-2190, FT3 £25-23190. Also see S84 Adminjstrative |ngtruetiors Manual Systam (AIMS) GAM 13,04,

Safety. Health and Fire Standards.

Form S 3A.6610-BK (8-1990) EF (&-2000)
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