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OFFICE SAFETY INSPECTION WORKSHEET 'i

MITRUCTIONS: Executive Order 12196 and AIMS GAM 13,04.08A mandate periodic inspections of workplaces 1o assure prompt
correction of unsafe and unthealthy working conditions. The questions below are intended to help identily petentially hazardous
conditions and practices. Al NO answers require an éxplanation of corrective action to be taken on that tem, !q eorrective action cannot
be taken, explain why not. (Use additional sheets, if necessary.) If there are any itemns or conditions that are netlisted which may cause
injury or illness, list them under "OTHER". Where a question is not applicable to a warkplace, check N.A, |

ORGANIZATION: INSPECTION DATEx | !
“G5A o OK 189 IRE? N g o
BUILDING — SFAGE’INjPEGTED; NAME AND PRONE NUMBER OF INEPECTOH(Slu]: _
M FOR MANAGEMENT " ] ?
2400 £ TatKson i c%tn) Mourshall Do A3-433
- ; |
Huoo QK 24743294903 o 2 .
A. EMéRGENGY EGRESS Floase consult pags 8, Informational Shaet, before thef@ inspection Is conductad.
_ITEM INSPECTED o YES |, NG | N.A. [GOMMENTS/GORRECTIVE ACTIONVDATE GORREGTIVE AGTION TAKEN
1. Arathere at leagt two separate ways (exits) to leave the : !

. work area or offica? .
2 Are exits are ramate as possible from each other so

v
that emplo do not have to travel mote than 200 .
feel 1o an u{a'rﬁatilihi (300 feet if the butding is w
Ve
v

completely sprinkiar protecied)? _

2. Are exit aisles maintaimed which meet the raquiraments
shown on page §7

4. Are exit aigles aranged in 2 clear, direct pattern and
kept free of obstructions and impediments?

5. Is emergency lighting provided in buildings where: - -
- the btﬁding is 3 or rore storles in height, or orLe S{'au.,. .__U,.u.d.d./ﬂ

- the total building occupamey 15 1000 or more, or ‘x \.L(_,qu;_,_) [ OO, Jﬁ%
= the pecupancy is 100 Or more people at lavals above \..-ﬂ-f“ B
ar hefow the qround exit level? o y %}_Jﬁnﬂt_g@;#._ 3, 2] j) -
B. Are all exits, other than ground level maln entrances,
identifled with clearly visible. electrically ilumirated
exit £igns? o o
7. When the buliding is occupied, are all exits free of
locks, shalns and other fastening devices which could
__ preventfree escape? ‘e

8. Are exit stairways clean free of storage, equipped with

securs handrails and self-closing doors?
8. Do all doors serving 50 or mcre people swing m the
.. direction of exit travel ¥ .
10. Has there been an emnployee evacuation drill {such a3
fire, aarthquake, bomb threat, Aurricane, tornado, flood
or similar emergency) in the last 6 months? ‘lf na,
explain why not, and give date of [ast schedulad

—_ fvacuation.) s s

11. Have employees been instructed in tire emengency

... procedures and how To report g fire? )

12. Are designated phones labeled with appropriate
ormergency numbers?

13. Do all exits Trom tha building discharge directly 1o the
strest, or To yard, colrt, or open space that gives

_ aCvess 1o a public way? N

4. Are all means of egress arranged S0 that it will not
normatly be hecessary 1o pass through any high hazard
area to reach an exir? .

15. Do all "EXIT" ighs have arrows indicating the correct
diraction of agress, excapt whers the direction of travel

___is immaediatoly appare o

16. Have adeguate accommodations been made 19 assure
that handicapped amployees can soter and 2%t safaly?

17, Eg%ﬁ&g\:hﬁe‘mdmilallnwcom:'nunus sliding af hands ‘ X ‘J") da ' __,

|
|
- . , i
18, Other commants: ‘
|
[
]
|
|
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FIRE PROTECTION -~ PREVENTION

ITEM INGPECTED

YES

NO

N.A.

|
COMMENTS/GORREGTIVE ACTION/DATE [CORRECTIVE ACTION TAKEN

r

. Is afire alarm system (manuak-. sprinkier-, or

detector-gctivated) provided in propar operating

condition in buildings where:

- the building is 3 or more stories In helght, or

- the total bulding occupancy is 1000 or mare, or

- the occupancy s 100 or more paople at levels
above or below the ground exit tevel?

ou Stoy, dunddly,
OClrfoomery il et 1.

Have portable fire extinguishers been provided which

maet the selection and placement criteria on page 77

Are additional extinguishers provided for separate
areas used exclusively for computer operations,
storage of flammable materials or reprographic
pperations?

. Arg extinguichers praperly charged, mounted,

conspicuously marked, and free frofm obstryction and
impediments

. Are extinguishers inspected and taﬂged annually, and

repraced by similar spares when taken for servicing?

> x| X

. Are quantities of flammable materials such as loners,

ks, solents, dicohol, thinners, paints, ete. stored In
closed metal cabinets? (not required for small dally
maintenance quantities)

. Are hotplates, coffee pots, and similar electrical food

and beverage Rrsparaﬁnn appliances inspected and
strictly controllad to avoid unauthorized and

indiscriminate use?

. Are there adequate disposal facliittes for cigarettes,

etc., in areas where smoking is still allowad?

. Ar on-off timars strictly prohibited on employee

apphances?

10.

Are greas where flammable liquids are used wall
ventilated?

1.

12,

18.

Have employees been instructed or trained how to
use fire extingtishers, and which typs extinguisher 1o
use in specific siuatlons?

o oan

Whare zn alarm system is in place, is it capable of
f"‘i&" erceived above background noise or light
evels

map . r—.

Have fire atarm pull boxes been inspected, and are
they and other appropriate fire emergency equipment
free from obstruction and impediments?

14,

Are all fammable material containers ¢learly marked
a3 10 their contents?

e[ XX X[ (| | A

15

Other comments:

Form SEA-S510-BY¥, (5-80)
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C. ELECTRICAL

ITEM INSPECTED

N.A.

: E
COMENTS/CORREL TIVE AGTON/DATE CORRECTIVE AGTION TAKEN

1. Are )l 3-prong electrical plugs conhected to
grounded 3-hole receptacles? (NQTE: If building
system doas nat have 3-nole receptacles, any
adapters used must be checked upon installation tor
adequate prounding by a competent electrician.)

n. Are refriperators, water coolers, portable electrical
tools, and other appliances or machirnes pesitioned
away from radiators or water pipes or, if used in

damp-wet locations, grounded?

3. 1s the use of employee-owned appliances strictly
cottrolied with routine spot checks, and are
appliances tumed off at the end of each warkday?

4. Are focations of cut-off switches fo machines and
equi?ment knawn to employees who use them
regularly?

5. Arethe visible wives, cords and plugs of al elactrical
equipment, tools, and appliances in good condition?
(mot trayed, ¢racked or broken, or prongs messing.)

6. Are extension cords prohibited, except where Issued
fy SSA for work-related equipment?

!
|
|
|
|
|
|
|

7. Ara the SSA-issued extension cards in good
condition, do not pose a tripping hazard, and used
anly where fixed outiets cannot be Installed?

Yo entlensi ) uwti)

#. Do all employee-ownad appliances bear the apgroval
rark of Underwriters Lab (UL} or other recognized
tosting agency?

9. Are repairs 10 electrical equipment and appliances
made by competent personnei?

10. Are guards provided for exposed electrical or moving
parts of machinery, equipment, ar appliances?

11, Ave all electrical receptacies (wall & tloor) in good
condition with face platas securely fastened?

19 Are all wires and cables securely fastenad and not
hanglnq?fmm the wall or ceiling in an unsafe
manner

I9 ARSI

|
F
I
|
|
|
|
|
|

13. Have the portable electric togls been inspected and
tested during the tast 6 months?

14. Are ciearly visible electric wires and cables placed in
such 2 way as ot to cause future damage?

o slectnic %ai/'f)

15. Ave SSA-issued extension cords free of splices or

tape and do they not exceed 3 faet in length?

‘-140 \wi-e.mi; ”Y')Q_,md-)

16. Other comments:

Form SSA-5510-BK (B-90}
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D. GENERAL OFFICE SAFETY

YES

MA.

COMMENTSIGORREGTIVE ACTIONOATE CURRECTIVE ACTION TAKEN

ITEM INSPECTED
1. Are aVl light and other ceiling fixtures securaly
attachad? '

2. Ate work space partitions adequately secured,
standing straight and not infriaging on adequate

__aisle space?

"3, Are fumiture and equipmem' In qud condtion and
s?fe) to usa? (Fres of splintered ar jagged odges,
ele. ‘

4. Are furniture and equipment so arranged that they
do not Infringe on adequate aisle space?

5. Are file cablnets and shelves properly loaded (from
___The bottom first) to prevent tipping over?

6. Is inappropriate storage of materials avoided atop
cabinets, bookcasas and window sils?

5

el o

1
1
i

7. Are gisles and pedesirian walkways free of electrical
and telephone receptacies, cords, l00se carpets,
flovr tiles, or any other uneven surface that may
pose as a tripping or falling hazarg? ‘

8. ‘Are fioors clean, dry, non-slippery and free of trash?

9. Are adequate storage areas provided for rmaterials
- and supplies? ,

10. Are materials piled in an orderly manner, not
extending into aistes and kept to a safe height?

1

Ara all fans properly guarded with mesh o enings of
less than 1lg ingh‘?yg Pening

12. Are workplace/equipment noise levels kept at an
acceptable leval?

13. i3 door hardware In good working ordar?

14, Are zisles kept free of storage?

15. Are individual trash cans keot out of aisles 10 prevent
tripping? '

. 18. 15 adequate Nighting provided?

17. Is adequate vemilaﬁag_pmyideq? )

|

13. Are room and location finders in plafn view and
© easily recoiincmbie?

19, Is thete a stepstool or ta;d;r 50 objects can be
reached safely?

© 20. Where headsets are provided. are clean headsets
available for employees?

21, Are floor and wall heating and air-canditioning units
covered?

22. Are all windows free of breakaae, grécks, efé._?

KNI A P Bl =08 [P0 A A 158 9

23. Has there been any violation cited since the Jast
inspection? i 50, has eorrective action been taken?
If not, why?

24, Are video display terminals maintained In a clean and
proper manner?

K

25, Whare there are ermployess tralned in GPR, are they
certified, and are names posted in the facility?

26. Othar comments:

Form SSA-S510-BK (6-30)
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E. HOUSEKEEPING — SANITATION

|

[TEM JNSPECTED

YES | NO

1. Mas a routine cleaning schedule bean established
and adhered t0?

NA.

GOMMENTS/CORRECTIVE AGTION/OATE CORRECTIVE ACTION TAKEN

l

2. Are approved trash receptacles used and emptied
dai

3, Aretrash receplacles and cans maintained in a X
sanhary condition?

4, Arethere suitable toilet and washing facilities and |
stupplies, and are they maintained in a sanitary 4

condition?

5. Are vending argas maintained in 3 sanitary
condition?

1
|
|
[
,

6. Are personal use cooking and caffee potareas
maintained properly and routinely chécked?

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

8. Are microwave ovens, refrigeratrs, efc. checked
routingly for cleanliness and proper operations?

'9._-_Are the work and food areas free from pests and
rodents?

Are clozngers and rags availabla to emplayees for
cleaning desk tops, chairs, terminals, etc.?

10

11. Are water fountains and coolers maintained In a
sanltary and proper way?

x| x [ < [>1x ><><

12. Other comments:

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

TEM INSPECTED

1. Are outdoor walking surfaces (sidewalks, steps,
parking areas, etc.) free of hales, cracks or other
hazards which could cause falis?

X

YES! NO

|

“NA. TCOMMENTS/GORREGTIVE ACTION/DATE

CORRECTIVE ACTION TAKEN

2. Are snow and j¢e remnoved fram outdoor walking
surfages in a timely manner?

R

3. Does buikdiog mamgament have a vegular inspection
schedule for slevators, firs protaction and alarm
systems, boiler rogms, electrical utility areas, eic. by
competent technicians?

X

4. Is Personal protective equipment (2.9., safety shoes,
sal et?/ glasses, face shields. gloves, aprons, e1c.)
provided and required to be warn where such

——

X

protection is abviously neaded?

3. Other comments:

Form 88A-5510-BK (5-98)
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