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OFFICE SAFETY INSPECTION WORKSHEET

INSTRUCTIONS: Execytive Order 12196 amd ATMS GAM 13.04.08A maxrdate periodic inspections of workplaces to gssure
prompt correction of unsate and unhealthy working conditions. The questions balow are intanded to help identify potentially
hazardous conditions and proctices. ARl NO answers require an explanation of cofrective action tn be taken on that [term, If
coitective action cannot be taken, explain why not. {Use addifon sheets, if necessary.) W there are any items or condltions
that are not listed which may cause injury or illeess, list #wem snder "OTHER™. Where 3 question is not applicable i 3
wotkplace, check NA

=

ORGANIZATION: SSA INSPECTION DATE: :

BUILDING-SPACE INSPECTED: NAME AND PHONE NUMBER OF INSPECTOR(S):

ADDRESS: S S FOR MANAGEMENT:
[4] Isr

Miam O T4 S Dt Lewr. (ASda-6a%

—— e — H_‘ —r—— — L —— — — .. - —
A EMERGENCY EGRESS PLEASE CONSULT PAGE B, INFORMATIONAL SHEET BEFORE THE
INSPECTION i& CONDUCTED.
——— r - e mp—
TEM INSPECTED YEE | NO NA COMMENTSI/CORRECTIVE ACTION
. DATE CORRECTIVE ACTHON TAKEN.
M —— _—— — =
1 Are there at least two separate ways (exits)
1o leave the work area or office?

2 Are axit: &5 remote as possible from each
other so that employees do not have to
wavel more than 200 feet 1o an exit facility

(300 feet) if the building is completely

sprinkler protected

4. Are axit aisles arranged in a clegr, direct p
pattern and ket tree of obstroctions and

impediments?

———

5 Is emergency liggthting provided in buildings
whara: - the building ic 3 of more stoties in
hedght or-the: total building cccupancy is

T000 or rhore of-the occupancy s 100 or X

more people gt levels above or below the

ground exit level

entrances, identified with clearty viaible,
electirical exi signs?

6. Are all exite, ottrer than ground lovel main X

of locks, chains and other fastening
d which could prevent free escape?

When bullding is ocoupiod, are ol exits free X

a, Are exit stalrways clean, free of storage, an X
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Do all doors serving 50 or more
Swing in the direction of axit travel?

(such a% fire, earthquake, bomb threat,
hutricane, tormado, flood or simikar
emergency) in the last 8 months? (f no,
explain why not, and give date of 1ast
seheduled evacuation. )

fire?

Has there been an empicyee evacuation Jrill

Have employees been instrueted in fire
emeargency procedures, and how tn repoedt o

12, Are datignated phones labeled with
APPIOpHFie emergency numbors"
i
13 Do all exits from the bwiilding dischame

dimcﬂytumeshﬂetotmymd. oowrt, or
npenspnﬂ&ﬂaﬂlglvesamshapublin
way'?

Are all means of egreas arranged so that it
will not notmally be ™ P
through any high hazard area 1o reach an
Bxit?

—n=m~—_=n—_==—

185.

Do all "EXIT” signs have arrows Indicating
the comect direction of egress, except

where the direction of travel s immediztely
apparem?

1E.

Have adequate accommadations been made

o assure that handicapped employees; eap
enter/oxit sately?

Tty

17. Roes each handrai) allow continuous Sikdting
of hands on them?

Camtrrrees

= — [T R . mal =i e ——— . —
B. FIRE PROTECTION - PREVENTION
T — —
ITEM INSPECTED

— T — i =

NA

COMMENTS/CORRECTIVE ACTION
DATE CORRECTIVE ACTION TAKEN.

I8 a fire alarm sy=bem {manual, sprinkler, o detoctos

activated) provided in Proper aporating comtition in
buildings where:

-the building is 3 or more storles in height,
or

-the total building occupancy is 1000 or

t
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levels
above or below the ground exit level?

Have partable fire extinguishers boon provided
which meet the selection and placement cyiterks on
page 7

Are additional axtinguishers pravided for saparate

storage of flammable matorials or reprogeaphic
operations

Are extinguishers properly charged, mountod,
conspicuously marked, and fren: From olstruction

Are extinguishers inspected and tagged annuslly
and replaced by similar spares when taken for
sehvicing?

Are quantitios of flammalle materials such as
toners, inks, solvents, alcohod, thinners, paints, eic,
athred in clesed metal cabinets? (not required for
smadl daily maintenance quantitios)

areas used exclysively for compinier operations, X

9,

Are hofplates, coffeepols, and similar electrica) food
and beverage preparation applimees inspected and
strictly controlied o avoit unauthorized and
indiscriminate use?

Are there adequate disposal facilities for cigarettes
el in aress where smoldmng is still aflowed,

Are on-off timers strictly prohibited on etaployee
appliances?

e o e e T T T T e et e e T

1 Sentking oudde enl
_ 1 7] Cigo

dizposa) onsit

they and other appropriate fire amengency
squipment froo frow obstrection and impodirnenis ?

10. Are areas where flammable fiquids are used well ;
ventilated?

11. Have employees baen instructed ot ained how to
use fire extingulshers, and which typ extinguisher X
o use In specific shuations? ‘

b —

12, Where an alarm system iz in place, Is it capable of
being percsived abave background noize or light X
teveln?

e —— - e r—
13, Have fire alarm putl boxes been inspected, and are )(

=

Electrical
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ITEM INSPECTED YES | NO NA COMMENTS/CORRECTIVE ACTION
DATE CORRECTIVE ACTION TAKEN.,
I W pean C
1. Are all 3-prong electrical plugs connectod o

grounded 3-hole receptacies? (NOTE: If

building system does not have 3-hole

receptacies, a competent electrician must

check any adapters waed upon insdnilation X

for adequate grounding.) “L

i 5 ﬂ'=_ — —

2 Are refrigesators, wator coolers, portatie
electrical tools, and ather appliances or
machines positioned away from radiotors oy
water pipes or, if used in domp-wet
locations grounded?

a3 {5 the use of employee-owned appliances
strictly controlied with routine spot checks.
angd are appliances turned off at the end of
aach workday?

4, Are Jocations of cut-off awitches to
machihes and aquipment krnown to
employees who use them requla

5. Are the visible wires, cords and plugs of all
oloctrical egquipment, toole, smd pplisrcos
in good comdition? (Not frayed, cracked or

ken, of prongs missing.)

6. Are axtension cords prohibited, except
where issued by SSA for work rolated

equipme
7. Are the SSA-issued extension cords in good
condition, do not pose a tripping hazard, :
and used onty where fixed outiets cannot
be installed?
8. Do all employee-owned appliances bear the
approval mark of Underwritors Lab {UL) or
other recognized testing agency?
9, Are: repairs to electrical equipment and ‘
ppliances mare by eampatent porson
10. Are guards pravided for exposed eleciricgt
of Moving parie of machinery, squipment, x
of appliancor?
1. Are all electrical receptacies (wall & fioor) in )(
good condition with faceplates seeuraly
fastenog ? 3
and rot hanging fram the wall or colfimg in
DEC=-15=-2008 1&:16 9185428820 97x% P.00B
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13 Have the partabie electric tools been
inspected and testext duting the [t 6
morths?

14, Are: clearly vitible elactric wires and cabfes
ptaced in such 3 way as not 1o cavse future
damage

15. Are SSA-issued extensgion cords froe of
splices or tape ard de they not oxceed 8

A —_

feet in lengtn?
. — — — s — e e
16, Other Comments;
-
D. GENERAL OFFICE SAFETY
— — i,

ITEM INSPECTED

COMMENTS/CORRECTIVE ACTION
DATE CORRECTIVE ACTION TAKEN,

2 Are workspace partitions adequately
secured standing straight and not

infringing an adequate aisle space?

Are fumitire and equtipment in good
condition and safe to use? (Free of
splinmered

4. Is furhiture and equipment so arranged that
they do not inftinge on adequate aisle

Are file cabinets and shelves propesty
loaded (from the bottom first) fo prevent
tipping ovacy

Is inappropriate storage of matoyials
avoided atop cabinets, bookeases and
windowszill?

7. Are aigles and pedastrian walkway= free of
telephone receptacies, cond, loosa carpots,
floor tiles, or any other uneven surface that
may pose 56 a tripping or falling hazard?

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

Are adequate s
materials and supplies
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11.

12

13,

T U e

ﬁxegndlngimainlesandmmbasﬁ

Are all fans properly guarded with mesh
| openings of less thap 12 inch

Are workplacelequipinent noise levels kept
at an acceptable level?

Is door hardware in good workimg arnfer?

Are Individual trashcans kept out of aisles
16 prevent ripping >

e e

Are reom and location finders in plain view
and easily recoghizable?

lsﬂiereastepau:ﬂwhd&ersuobm
be reached safely? : o

Where hoaisets are provided, are chkaan
headsetx available for employees?
RN L ——

I T
_ Xl 1 T —
e

22,
23,

24,

25

conditioning units coverad?

Are floor and wall heating and air-

-

Amailwindmﬁwofbmkage Tk

Has there been any viotation cited since the
last inepection? IF <o, has corrective action
been taken? I mot, why?

Are video display torminals maintained in a
clean and proper mannar?

Where there ate employees trained in CPR,
aremeymruﬁed.anﬂmmmmmhd in
the: tacility 7

e p———

26, Criher csmments:;

-

L

. HOUSEKEEPING — SANITATION

ITEM INSPECTED
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TAKEN,

1. Has a routine cleaning scheduie boen
established and adhered to?

r A Are approved trash receptacies usad and

3. Are trash receptacies and cans maintained >(
in a sanitary condition?

4, Ara there suitable toilet and . )
facilities and supplies, and are they x

e maintximed In a sanit ey

5 Are vending arsa maintalned in 2 sanitwy
condition?

6. 15 personal use cooking and arenc
maintained properly and m“wwt .

N checiod

v Are eating/work/multipitrpose arness .

maintained in a sanitary condition?

Are microwave ovens, refrigerators, ofe.
checked rouvtinely for cleanliness and
Proper opefations?

L —

e —

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

Are cleansers and rags available to

employees for cleaning deskiops, chairs,
terminals, ofc

Ara water fountaina and coolors maintained
in a sanltary and proper way?

F. SPECIAL INSPECTION AREAS (Check NA if not applicable to your workeit)

ITEM INSPECTED

=

NO

e ———

COMMENTS/CORRECTIVE ACTION
DATE CORRECTIVE ACTION

1. Arme ourinioor walking surfaces (sidewales, steps,
parking areas, etr:) free of holes, cracks or
other hazards which could cause Falls?
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2, Are snow and ice removed from outdoor
walking surfaces in a timely manner? ><

3. Duses building management have a fogular
ingpection schedule for slevators, fire
pratection and atanm systees. boijer
rooms, electrical wtlity areas, et by ><
campegtent technicians?

4. Is perasnal protective equipment (e.g.,
safety shoes, safety glatses, face shighd, X
glaves, aprons, etc.) provided and requireds

15 be: worn where such protection is

olwiously needed?

Llﬁ'—'ﬂfﬂ-—-===m— —— T
AISLES AND ACCESS AREAS

AISLE REQUIREMENTS FOR CLEAR AISLES:

INDVIDUAL WORK STATIONS . ............... ... ... 28"

TR ASLES SERVINGUPTO 200 PEOPLE ......___........._ ... I8

STHER AISLES SERVING UP TO 280 PEOPLE ... [ [ /[ [ /1117 e 48"

JTHER AISLES SERVING UP TO AoOPEOPLE... ... .. P b b aaaeeaa e e b s'g"

ITHER AISLES SERVING UP TO 350 PEOPLE ... ... 1. /"""t e 66"

JTHER AISLES SERVING UP TO 400 PEOPLE . | (. 11"/ mmeereesees e e 74"

IR AISLES SERVING UP TQ 450 PEOPLE , ][/ Tt g'4”

ITHER AISLES SERVING UP TO S00 PEOPLE .1 111111 [T iTirime e e gz"
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