OFFICE SAFETY INSPECTION WORKSHEET
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EMERGENCY EGRESS Please consult page 8, Informationar Sheet, before the inspection is conducted,

_ ITEM INSPECTED _YES| NO [NA, |COMMENTS/CORRECTIVE AGTION/DATE CORREGTIVE ACTION TAKEN
1. Arg there at least two separate ways (exits) to leave the |
work area or office? :

2. Are exits are remote as possible fram each othar so ) ‘ -
that employees do not have to travel more than 200 -
feet to an exit facility (300 feet if the building is
_tompietely sprinkler protacted)?

3. Ave exit aisles maintained which meet the requirements
shown on page 67 : :
4. Are exit aisles arranged in a clear, direct pattern and
kept free of obstructions and impediments?
5. Is emergency lighting provided in buildinﬁs where:
= the building is 3 or more stories in height, or
- the total building occupancy is 1000 or more, or
ﬂ\k - the occupancy is 100 or more peoapie at levels above
f below the ground exit level?

6. Are.all exits, other than ground |evel, main eniranges,
identified with clearly vigible, electrically ilumninated.-
axit signa?

7. When the buitding is eccupied, are afl exits free of
locks, chaing and other fastening devices which could
prevent free 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 been an emplovee evacuation drill (such as -
fire, earthquake, bomb threat, hurricane, tornado, flood
or similar emergency) in the last 6 months? Slf no,
explain why not, and give date of last scheduled X
gvaguation.) . ST ST

11, Have employees been instructed in fire emergency
procedures, and how to report a fire?

12. Are designated phanes labeled with appropriate
gMmergency numbers? ) .

13. Do all exits from-the huilding discharge directly to the
street, or to yard, court, or open space that gives
access to @ public way? i .

14, Are alllll'nel?ns of egresst arrang%ﬁ 50 t?lat it u;r’i‘ll R%ta ' /
normally be necessaty to pass through any high hazar
area to ?aach an exit? o /V 7 /7( / { & ﬂ, ﬁz Z /beﬂ # RH )

15. Do all "EXIT” signs have arrows indicating the correct
direction of egress, except where the direction of travel
is immediately apparent

16. Have adequate accommaodations been made to assure
that handicapped employees can enter and exit safely?

17. Does each handrail alfow continuous sliding of hands o ,Jw.vfn
on ther?

18, Other comments:
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B. FIRE PROTECTION — PREVENTION |
- MEMINSPECTED | YES[NO [NA. |COMMENTS/CORRECTIVE ACTION/DATE CORREGTIVE ACTION TAKEN

1. 1s afire alarm system (manial- sprinkler-, or 5 i .

detector-activated) provided in proper operating Ae¥eitry ff M‘; e,
candition in buidings where: ] ‘ :

Myl alasm, fo FPs

- the building is 3 or more stories in height, or v
- the total building occupancy is 1000 or maore, or Ve
- the occupancy is 100 or more peaple at levels

ahove or helow the ground exit level? |/

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

3. Are additional extinguishers provided for Séparate
areas used exclusively for computer opérations,
storage of flammable materials or reprographic
operations? :

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

N NN

3. Are extinguishers inspected and tagged annually, and
replaced by similar spares when taken for servicing?

6. Are quantities of flammable materials such as toners, o
inks, solvents, alcohol, thinners, paints, etc. stored in l/ £
closed metal cabinets? (not required for small daily fvov
maintenance quantities)

7. Are hotplates, coffee pots, and similar electrical food
and beverage preparation appliances inspected and
strictly controlled to avoid unauthorized and
indiacriminate use?

N

-\\

8. Are there adequate disposal facilities for cigarettes, ‘ NE AL
etc., in areas where smoking is still allowed? QUTSIDE oWey

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

AN

10. Are areas where flammable liquids are uged well
ventilated? O ‘

11. Have employees been instructed or trained how to }
use fire extinguishers, and which type extinguisher to
use in specific situations? ‘

12. Where an alarm sgstem is in place, is it capable of
being‘;aerceived above hackground noise or light
levels? \

P oy
Mc@u«m fw FAs

—rr.

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

NN

Lo
14. Are all lamrmable material containers clearly marked L/
as to their contents? ‘

15. Other comments:
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C. EEECTRICAL
B _ TEMINSPECTED YES NO__N.A. COMMENTS/CORRECTIVE ACTION/DATE GORRECTIVE ACTION TAKEN

1. Ate ali 3-prong eléctrical plugs connected to
grounded 3-hole receptactes? (NOTE: If building
system dogs not have 3-hole receptacles, any , \/
adapters used must be checked upon installation for
adequate grounding by a competent electrician.)

tools, and other appliances or machines positioned
away from radiators or water pipes or, if used in
damp-wet locations, grauncded? :

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

2. Are refrigerators, water coolers, portable electrical /

4. Are locations of cut-off switches to machines and
equipment known to employees who use tham
regularly?

s/ =

5. Are the visible wires, cords and plugs of all slectrical 4
equipment, tools, and apphiances in good condition?
{not frayed, cracked or broken, or prongs missing.)

6. Are extension cords prohibited, except where issued
Dy 55A for work-related equipment?

7. Arg the SSA-issued extension cords in good
condition, do not pose a tripping hazard, and used
only where fixed outlets cannot be installed?

8. Do all employee-owned appliances bear the approval
. -mark of Underwriters Lab (UL) or other recognized

| x . testing agéncy? -

< <[]

9. Are repairs to electrical equipment and appliances
‘ made by cornpetent personnel?

10. Are guards provided for exposed electrical or moving ‘Ndbe-'
parts of machinery, equipment, or appliances? : -

11, Are all electrical receptacles.(wall& floor) in good ~ 4
condition with face plates securely fastened?

12. Are all wires and cables securely fastened and not
hanging from the wall or ceiling in an unsafe
manner?

AN

13. Have the portable electric tools been inspected and - | .
tested during the last 6 months? '/ Noke

i - - . 7
14, Are clearly visible electric wires and cables placed in I/
such a way as not to cause future damage?

15, Are SSA-issued extension cords free of splices or /
tape and do they not exceed 8 feet in iength?

16. Dihar comments: -
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D.

GENERAL OFFICE SAFETY

[TEM INSPECTED

<
m
4!

T NO | NA COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

. Are all light and other ceiling fixtures securely

attached?

|

. 'Are work space partitions adequately secured,

standing straight and not inftinging on adeguate
aisle spacq?

~ Are furniture and equipment in good condition and

safe to use? (Free of splintered or jagoed edges,
BtG.) P i !

_ Are furniture and equipment so arranged that they

do not infringe on adequate aisle space?

_ Are file cabinets and shelves properly loaded (from

the battom first) to prevent tipping over?

RRGYANAN

_ 1s inappropriate storage of materials avoided atop

cabinets, bookeases and window sills?

. Are aisles and pedestrian walkways free of electrical

and telephone receptacles, cords, loose carpets,
fioor tiles, or any other unéven surface that may
pose as a tripping or falling hazard?

T

<IN

=

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

" Are adequate storage areas provided for materials

and supplies?

ANV

.

. Are materials pifed in an orderly manner, not

extending into aisles and kept to a safe height?

. Ave warkplace/equipméﬁt noise leifels kept at an

. Are all fans properly guarded with mesh apenings of

legs than 1/2 inch?

acceptable tevel?

. Is-door hardware in goad working order?

- Ae aisles kept free of storage?

. Are individual trash cans kept out of aisles to prevent

tripping?

- 1s adequate lighting provided?w :

\\ \\‘\\K\\ \‘ \

9

. |s adequate ventitation provided?

<l

)‘"

. Are room and location finders in plain view and

gasily recognizable?

‘__N,INE' : ResTroom Skells oK.

. |5 there a stepstool or laddéer so0 nbiecfé tan be

reached safely?

~ Where headsets are provided, are clean headsets

available for employees?

'
i

N

21,

Are floor and wall heating and éir—cnnditioning unitg
cavered? "

22.

Are all wipdows free of breakage,' gracks, ete.?

<

23,

Has there been any violation cited singe the last

inspection? If so, has corractive action been taken?
if not, why?

24.

Are video dispiay terminals maintained in a ¢lean and

proper mannar?

25.

2.

Where there are employees trained in CPR, are they

certfied, and are names posted in the facility?

CRTIAEY, Gur NoT RLbowrd b dosr NAVES
Pee AF4r AcresMent.

Other comments:
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E.

“HD:US‘EKEEPING — SANITATION

ITEM INSPECTED

YES

NO

NA.

. Has a routine cleaning schedule been established

1 /)

and adhered to?
2. Are approved trash receptacles used and emptied /

daily? B
3. Are trash receptacles and cans maintained in a /

sanitary condition? ‘ ‘

” ——— | A CITTRACR
4. Are there sultable oflet and washing faclies and HAVE TALKED To TANITORE v {
supplies, and are they maintained in a sanitary L 2 ) 163

condition? LAND vﬂb kgAw) M ur AP 5@%
5. Arg vending areas maintained in a sanitary /
condition? : ]
B. Are personal use cooking and coftee pot areas ' /
maintained properly and routinely checked?
o - . . e — .
7. Are eating/work/multipurpose areas maintained in a l/
sanitary condition?
§. Are microwave ovens, refrigerators, etc. checked ‘ |/
routinely for cleanliness and preper operations? v
¥ v e e et e
9. Are the work and food areas free from pests and /
rodents? /,. B
10. Are cleansers and rags available to employees for '/
eleaning desk tops, chairs, terminals, etc.?
11, Are water fountains and coolers maintained in a /
sanitary and proper way?
Other comments;

12

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

ITEM INSPECTED

YES

NO

N.A.

COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

. Are outdoor walking surfaces (sidewalks, steps,

Earking areas, etc.) free of holes, cracks or other
azards which could cause falls?

. Are snow and ice removed from outdoor walking

surfaces in a timely manner?

Does building management have a regular inspection
sthedule for elevators, fire pratection and aarm
systems, beiler rooms, electrical utifity areas, éic, by
‘tompet

petent technicians?

's personal protective equipment (e.q., safety shoes,
safety glasses, face shields, gloves, aprons, etc.)
provided and required to be worn where such
protection is abviously needed?

Other comments:
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