OFFICE SAFETY INSPECTION WORKSHEET

INSTRUCTIONS: Executive Order 12198 and AIMS GAM 13.04.08A mandate petiodic inspections of workplaces to assure prom
correction of unsafe ang urhealthy working conditions. The questions below are intended 1o help identify potentially hazardoL
conditions and practices. All NO answars require an explanation of corrective action to he taken onthat item. If corrective action cann
be taken, explain why not. (Use additional sheets, if necessary.) tf thare are any items or conditions thatare not listed which miay caus
injury or illness, list them under “OTHER". Where a question is not applicabls to a workplace, check NA.

ORGANIZATION: INSPECTION DATE:
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A. EMERGENCY EGRESS r Please consult page 8,17!;;‘ormaﬁonaf Sheet, Mt,aefore the nspection is conducled

ITEM INSPECTED ’ YES | NO | N.A. [GOMMENTS/CORREGTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. Are there at least two separate ways {exits) to leave the
work area or office? f

2. Are exits are remote ag possibie from each other so
that empioyees do not have to travel mare than 200
feet 10 an exit facility (300 feet if the building is

___.compietely sprinkler protected)?
3. Are exit aisles maintained which rmeet the requirements
shown on page 67 ‘
4. Are exit aisles arranged in a clear, direct pattern ang
kept free of obgtructions and impediments?
9. 1 emergency fighting provided in buildings where:
- the building is 3 or more stories in height, o
- the total building occupancy is 1800 or more, or
- the occupancy is 100 or more people at ievels above
or telow the ground exit level?

6. Arg all exits, other than groung level main entrances,

fdentified with clearly visible, electrically ilurminated
___Bxjt signhs? .

7. When the ouilding is occupied, are all exits free of
locks, chains and cther fastening devices which could
prevent iree escape? ‘

8. Are exit stairways clean, free of storage, equipped with
secure handrails and self-closing doors?

9. Do all doors serving 50 or more people swing in the

direction of exit travel? . .

10, Has there beer an employee evacuation drill {such as
fire, earthguake, bomb threat, hurricane, tornads, flood
Or similar ernergency) in tha last 6 menths? (If no,
explain why not, and give cate of last scheduled

11. Have emplovees besn instructed in fire emergerncy
prosedures. and how to report a fire? ” _ .

12. Are designatet phones labeied witt: appropriate | r

__ Emernency numpers? i
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B. FIRE PROTECTION — PREVENTION
ITEM INSPECTED YES | MO | N.A. [COMMENTS/CORRECTIVE ACTIDN/DATE CORRECTIVE ACTION TAKEN

1. 15 @ fire alarm systerm (manual-, sprinkler-, or
- - detector-activated) provided in proper operating
* condition in buildings where:
- the Guilding is 3 or more siories in height, or
- the total building ocoupancy is 1000 or more, or
- the occupancy is 100 or more peaple at levels
abave or below the ground exit level?

2. Have portable fire extinguishers been provided which
meet the selection and placement criteria on page 77

3. Are additional extinguishers provided for separate
areas used exclusively for computer operations,
storage. of flammable materfals or reprographic
operations? .

4. Are extinguishers properly charged, mounted,
conspicuously marked, and free from obstruction and
impediments?

replaced by similar spares when taken for servicing?

6. Are guantities of flammable materials such as toners,
inks, solvents, algohol, thinners, paints, etg. stored in
closed retal cabinets? (not required for smalt daily
maintenance quantities)

7. Arg hotplates, coffee pots, and similar electrical food
and heverage preparation appliances inspected and
strictly comtrofled to avoid unauthgrized and

indiscriminate use?

8. Are there adequate dispasal facilities for cigarettes,
ete., in areas where smoking is stilf allowed?

o‘a.c!w f.l):: ‘:wul%

9. Are on-off timers strictly prohibited on employee
appliances?

10, Are areas where flammable liquids are used well
ventilated?

11. Have employees been instructed or irained how to
use firg extinguishers, and which type extinguisher to
use in specific situations? '

V)
5. Are extinguishers inspected and tagged annually, and /
v
/.
4
v
v

12. Where an alarm systern is in place, is it capable of ‘
being perceived above background noise or light / At A
leveis?

13. Have fire alarm pull boxes been inspected, and are
they and other appropriate fire emergency gquipment \/ pe /q

free from obstruction and impediments?

v

14. Are al! flammabie material containers clearly marked
as 10 their contents?

15. Other cormmments:

Tonm 85A-5510-BK (8-00)
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C."ELECTRICAL

- JTEM INSPECTED

1. Are all 3-prong electrical plugs connected to
grounded 3-hote receptacles? (NOTE: If buiiding
system does not have 3-hole receptacies, any
adaplers used must be checked upon instaliation for
adequate grounding by a competent eiectrician.)

T YES_ NO__N.A. COMMENTS/CORREGTIVE AGTIOMDATE CORREGTIVE AGTION TAKEN

Y

Are refrigerators, water coolers, portable glecirical
tools, and other appliances or machines positioned
away from radiators or water pipas or, if used in
gdamp-wet logations, grounded?

3 isthe use df employee-pwnad appl:ancee strleﬂy
controlied with routing spot checks, and ars
appliances turned off at the end of 2ach werkdEy?

v

4, Are locations of cut-off swdchee to machlnee and
equipmant known to employees who use them
regulerly?

/

5. Are the visible wires, cords and plugs of all electrica!
equipment, tools, and appliances in good condition?
(not frayed, cracked or broken, ar prongs missing.)

Vs

8. Are extansion cords prohibited, except where issued
by SSA for work- related equrnent’v‘

=l

. Are the S5A- 1eeued extension cords in good
gondition, do not pose a tripping hazard, and used
only where fixed outlets cannot t}e mstalled’f‘

co

. Do alt employes-owned appllancee bear the apprdvel
mark of Underwriters Lab (UL) or cther recognized
testing agenCy’f’

8, Are repairs to electneel equipment and eppllencee

made ay cempetent nNersonnes?

e

~

10. Are guards provided Tor exposed electrical or moving

parts of machinery, eqmpmem or appliances?

11

—a

Are all elgctricat receptacles (wall & floor) in gddd
edndztldn wdh tace pietes sacurely fastened?

%ﬂﬁ?fc Z”é' A.J‘;)

12 Are all wires and cables securely fastened and not
hanging from the wail or ceiling in an unsafe
mannen'?

v

13. Have the portable eleatri tddls heen medeetec, and
1ested guring the tast 6 mdmhe’?

14 Are clearly visible electric wnres an cabiee placed 1n
u"‘h awayv ni not 1o causo future damage?

15 ki %A-'f dc.xtedf,u ords free of sphoes or
ape and 4u Lney not excess § feet in leng’dl

T Tner pee

MEnte




D.

GENERAL OFFICE SAFETY

ITEM INSPECTED

<
fm
[y

NO.

N.A. [COMMENTS/GORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

- Are all light and other ceiling fixtures securely

atlached?

- Are work space partitions adequately secured,

standing straight and not infringing on adequate
aisle space?

. Arg furniture and equipment in good condition and

s;;xfe) to use? (Free of splintered or jagged edges,
gic.

. Are furniture and equipment so arrénged that they

do not infringe on adequate aisie space?

. Are file cabinets and shelves properly Ipaded {from

the hattom first) to prevent tipping over?

. Is inappropriate storage of materials avoided atop

cabinets, bookcases and window sills?

. Are aisles and pedestrian walkways free of electrical

and telephone receptacles, cords, loose carpets,
floor tiles, er any other uneven surface that may
pose as g tripping or failing hazard?

. Are floors clean, dry, non-slippery and free of trash?

. Are adequate storage areas provided for matarials

and supplies?

. Are materials piled in an orderly manner, not

extending infe aistes and kept to a safe height?

. Are all fans properly guarded with mesh openings of

less than 1/2 inch?

. Arg workrlace/equipment noise levels kept at an

acceptable level?

. Is door hardware in good working order? Al

. Are aisles kept free of storage?

. Arg individual trash cans kept out of aisles to prevent

tripping?

. Is adequate lighting proviced?
. Is adequate ventilation provided?

. Are room and location finders in plain view and

easily recoghizable?

- Is there a stepstool or ladder so abjects can be

reached safely?

. Where headsets are provided, are ¢lean headsets

available for employees?

. Are floor and wall heating and air-conditioning units

covered?

. Has there been any violation cited since the last

Are all windows iree of breakage, cracks, atc.?

SR SNSRI~

inspection? 1 o, has corrective action been taken? .
If net, why?

F g

. Are video display terminais maintained in a clean and

proper manner?

. Where there are emplovees trainéd in GPR, are thay |

certified, and are riames posted in the facility? N

NN

. Other comments;

“orm SEA-6610-BK (8-80)
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Er HOUSEKEEPING - SANITATION

‘ ITEMINSPECTED C|YES ! NO | N.A. ICOMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN
1. Has a routing cleaning schedule been established t/k/

and adhered {07

2. Are approved trash receptacles used and emptisd
taily?

3. Are frash receptacles and cans maintained in a /
sanitary condition? i

4. Are there suitable toilet and washing facilities and
supplies, and are they maintained in a sanitary v
sondition?

5. Are vending areas maintained in a sanitary
condition?

7. Are eating/work/multipurpose areas maintained in a
sanitary condition?

8. Are microwave ovens, refrigerators, etc. checked
routinely for cleanliness and proper operations?

9. Are the work and food areas free from pests and
rodents?

10. Are cleansers and rags available to employees for
cleaning desk tops, ¢hairs, terminals, etc.?

6. Are personal use cooking and coffee pot areas v/

maintained properly and routinely checked?

iy

1. Are water fountains and coolers maintained in a
sanitary and proper way?

12, Other comments:

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

ITEM INSPECTED YES . NO | N.A. [COMMENTS/CORRECTIVE ACTIOR/NATE CORRECTIVE ACTION TAKEN
1. Are outdoor walking surfaces (sidewalks, steps,
parking areas, eic.) free of holes, cracks or other /

hazards which could cause falis?

2. Are snow and ice remaoved from gutdoor walking 1,/ |
surfaces in & timely manner? )

T

3. Does building management have & reguiar inspection ' ;
stheduls in: elevators, fire protection and alarm ; ‘/ i
sysiers. uuiler rooms, electrical utility argas gtc. by © :

comngent technicians? i ‘ ;

2 Didtectw squipmen: e, safety shoog, p ; o - .
5. tace shieldz, gioves aprons. eic.) yd ; NG T 'w?’ E R S
BN TRUUIRG 1L 0 worn where sioh L ‘ / '
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GENERAL GUIDELINES TO FQLLOW FOR HANDICAPPED AISLES

(All allowances are the minimum requirements)

« Clear width for single wheelchair to move continuousiy: 36 inches

- Clear width for single wheelshair at a point (rnoving continuously and through a doorway); 32 inches
- Ciear width for 2 wheelchairs moving continuously to pass each other: 80 inches

- Every 200 feet of 44-inch wide aisles increase the width of the aisle to 60 inches for passing space.
- Clear width for single wheelchair to make a complete turn: 60 incheg

- Clear width for single wheelchair to make a 180-degree turn around an obstruction: 42 inches

- Entrance into the workstation: 42 inches

Please keep in mind that the requirements listed above are minimum requirements. Provide aisles as wide as
possible when space allows.

PORTABLE FIRE EXTINGUISHER
SELECTION AND PLACEMENT CRITERIA

Selection of Extinguishers

Class of fire covered (shown on extinguisher):
Class A - Qrdinary combustibles (paper, wood, trash, etc.)
Class B - Flammabie liquids (paint, oil, solvents, etc.}
Class C - Electrical (computers, copiers, madors, ete.)

The work area should be evaluated far which of these 3 clagses of fire could possible occur. Thenthe appropriate
extinguisher shoutd be selected:

Class ABC muttipurpose dry chemical extinguisher - This extinguisher will extinguish aii 3 clagses of fire
and is preferabie for most SSA office environments, It does, however, leave a powdery residue and should
not be placed in rooms used exclusively far computer operations.

Class BC carbon dioxide extinguisher - This extinguisher lzaves no residue and should be the selection
inrooms used exclusively for computer of other electricai operations. Please note: Several SSA taciities have
inguired about the use of portable Halon extinguishers for computer operations, Becayse of the health hazards
associated with high concentrations of Halon, 8SA continues 10 recommand selecting the BC carbon dioxide
extinguisher rather than Haton. Halon use also may soon be restricted because it is a member of the

chlorinated fluorocarpon group responsibie for depleting the protective ozone layer of the atmesphare.

Class A water extinguisher - Only for areas with ordinary combustibies {paper, wood, trash, etc.). I should
not be located where alectrical equipment iz used,

Placement of Extinguishers

10 Alonig narmal nathe or traval, visible and Unobstrucied. Red tape. paing o7 Sign should be piaces zhove the
exlnguisher 35 s iozanon ig angarent from 2 dizzanss

S MEemum rave! distance from @ potentia firs oestios o B EAUNI

Clas: £ water gvrinniny
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AISLES AND ACCESS AREAS

AISLE REQUIREMENTS FOR CLEAR AISLES:

INDWVIDUAL WORK STATIONS ... . ... 28"

OTHER AISLES SERVING UP TO 200 PEOPLE ... ..ottt e e 38"
OTHER AISLES SERVING UP TO 250 PEOPLE ........covieienenn. e -

OTHER AISLES SERVING UP TO 300 PEOPLE ... i it et ta e e 56"

OTHER AISLES SERVING UP TO 350 PEOPLE ... .. it i i i tet s ta et enannnnns 66"

OTHER AISLES SERVING UP TO 400 PEOPLE ... .. .. e e e 74"

OTHER AISLES SERVING UP TQ 450 PEOPLE ... e 84"

OTHER AISLES SERVING UP TO 500 PEOPLE . ... .. e e a2

OTHER MINIMUMS ARE REQUIRED WHEN CHAIRS, FILE CABINETS AND OTHER EQUIPMENT
CONSUME AISLE SPACE:

-ILE ROOM AISLES . . .
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‘INFDRMATIONAL SHEET

Itis recommended that the following information be reviewed by the inspection team members, prior to conducting the actual
inspection.
1. Log and Summary of Occupational Injuries and llinesses (OSHA Form 200), or equivalent
Reports of non-cornpliance from O3HA or other regulatory agencies
Changes in applicable rules, laws, regulattuhs, etc.
Frevious health and safety report
Written reports or unsafe practices or conditions
Whether personal protective equipment is required in the area

R

Material Safety Data Sheets, if requestad.

liem (.9, A9) ADDITIONAL SIGNIFICANT COMMENTS ON GHECKLIST ITEMS

al information o \‘\\
. ShoLId cantact the Lo, the enclosed Checklist items, or on Og
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