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OFFICE SAFETY INSPECTION WORKSHEET

INSTRUCTIONS: Executive Order 12196 and AIMS GAM 13.04.08A mandate perindic inspactions of workplaces to assure prompt
comection of unsafe and unhaalthy working conditions. The duestions below are intended to help identify potentially hazardous
conditions and practices. All NO answars require an axplanation of corrective action to be taken on that item. If corrective action cannot
be taken, sxplain why net. (Use additional sheets, if necessary.} If there are any items or ¢onditions that are not fisted which may
cause injury or iliness, list them under "OTHER™. Wheére a question is not applicable to a workplace, check N.A.

ORGANIZATION: INSPECTION DATE:

Social Security Admin, 03-20-2008

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

Muskoges, OX

ADDRESS: EOR MANAGEMENT

125 § Main, Room 1B1S Joe Deschaine, (918) &87-2393

Muskogee, OK 74401~ JFOR UNIGN - :

A. EMERGENCY EGRESS Flease consull page 8, Informationsi Sheet, bafore the inspection is conducted.
TEM IQ!EPEC'I-'EQ ‘ YES | NG | N.A, |[SOMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. Are there at laggt twe geparate ways (axits) to
lsave the work area or otfige?

2. Arg sxits are remota as possible from each other so
that employees do not have 1o travel more than
200 feet 1o an exit facility (300 fest if the building
ig comnpletely sprinkler protected)?

3. Aro axit aisles maintained which maet the
regquirements shown on page §?

4. Are exit aisles arranged in o clead, direct patarn
and kept free of obstructions and impeadiments?

5. |5 emargency lighting provided in buildings whare:
- the building i= 3 or more stories in height, or
- the total building accupancy is 1000 or more, or
- the oecuURBnSy is 100 or mere peoplo ar levels

abowva or below the ground exit fewvel?

6. Are all exits, other tham around level main

entrances, identified with cloarly viginie, electrically
ilfuminated axit signs?

7. When the building is accupied, are all exits free of
locks, ¢hains and othar faatening devicas which
could prevent froe aseape?

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

8. Do all doors serving 50 or more people swing in thel
diraction of axit traval?

10.Has thare been an employee evacuaton drill (such

X
X
X
X
X
X
X
az fire, earthquake, bomb threat, hurricane, x
X
X
X
X
X
X
X

X

tornade, floog or similar emergancy) in the last @
months? (If ne, explain why not, and give date of
last sehaduled evacunation.)

11.Have ernployees been instrugted in fira emergency

procedures, and haw to repart a fire?
12.Are designated phonas labeled with appropriate

amergency numbers?

13.0io all exits from the building diseharge directly to
the street, or to vard, caurt, of dpen space that
gives access 10 8 public way?

14. Are all means of egress arranged so that it will not
nomally be necessary to pass through any high
hazard area to reach an gxit?

15.Do all "EXIT™ signg have srrows indicating the
correct direction of egress, except where tha
direction of traveal is hhmgdiatelment?

18.Have adequate aceammadeations been made to
asgure that handicapped employees can enter and
axit safely?

17.0ees each handrail allow continuaus gliding of
hands on them?

18,0cther comments:
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B. FIRE PROTECTION - PREVENTION

ITEM |N$PECT§;) VES | NO | N.A, [COMMENTSI/COARECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. & & fire slarm System (Manual, sprinklar-, or
detector-aetivated) provided in proper aperating
condition in buildings whare:

- the building is 3 or more stories in haight, or

- tha total building occupancy ia 1000 ar more, or

- the occupancy is 100 or more paople ot tavels
above or balow the ground axit lovel?

2. Have portabla fire extinguishers heen providad
which maar the selaction and placement criteria on
page 77

3. Are additional extinguishers provided for separate
arcas used axclusivaly for computer operations,
storege of flarnmable materiala or reprographic
oparations? :

4, Are axtinguishers properly charged, mounted,
conspicuously marked, and free from obstruction
and impadiments?

5. Ara extinguishers inspectad and tagged annually,
and replacad by similar spares when taken for
aervicing?

6. Are quamtities of flammable materials such as
toners, inks, solvents, aleohol, thinners, paints, ate.
stored in closed metal cabingts? {not required for
small daily mairtanance quantities)

7. Ara hotplates, coffee pots, and similar elacrrieal
food and beverage preparation appliances inspected
and strictly centrolled to avoid unautherized and
indiscriminate use?

B. Are thare adequate digposal facilities for cigareties,
étc., in areas where smoking is still allowaed?

8. Are on-off timars strictly prohibited on employes
appliances?

XIX| X | X X[ x| X[X] X%

10.Are arees wheare fiammable tiquids are used wall
veritilatad? . : x

11.Hava_ amployeas been instructad or trained how to
usa fire extinguishers, and which type extinguisher
10 use in specific sityatians?

X

12.WI_~|are an alarm system is in place, is it capable of
boing parceived above background noise or light
lavals?

X

12.Have fire alarm pull boxes bean inspectad, and are
‘I:hE\‘r and other appropriate fira amergency
equipment free from obstruction and impadiments?

X

T4.Are all flammable material containars clearly : ‘
marked as to their contents? x

16.0ther comments:

Ferm SSA-5510-BK (3-1950) EF (6-2000) of 8
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C. ELECTRICAL

ITEM INSPECTED YEG | NO | NLA. [COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. Ara all 3-prong alactricat phugs sonnectad to
grounded 3-hole raceptaclas? INOTE: If Building
systern does not have 3-hole receptactes, any
adapters used rmivst be checked upon installation
for adaquate grounding by a competant elegirician.)

X

2, Are refrigarators, water coolers, portable electrical
tools, and othor appliances or machinas positioned
away from radiators &r water pipes or, if used in
damp-wat locations, grounded?

3, Is tha use of amplaoyse-owned appliances strictly
controlled with routing spot checks, and are
appliances twned off at the end of sach werkday?

4. Ara locations of cut-off switches to machines and
squipmant known to employess who uge tham
ragularly ¢

5. Are the visible wires, cords and plugs of al
elactrical aquipmant, tools, and appliances in goed
condition? (not frayed, cracked of broken, or
prongs missing.)

6. Are sxtension cords prohibited, except wheare

issued by S5A for work-ralated equipment?

7. Are the 55A-issued extanaion cords in good
condition, do net poze a ripping hazard, and used
only where fixad autlata cannot be installad?

8. Do all employee-owned appliancas baar the
approval mark of Underwriters Lab (UL) or othaer
recognized testing agancy? :

9. Are repairs 1o aloctrical equipment and appliances
mada by competent parsonnel?

XX XX X [ X[ X X

10.Are guards provided for exposed electrical or
moving parts of machinary, equipment, ar x
appliancas?

11.Ara all elactrical receptacias (wall & fioor) in good x
conditian with face plates securaly fastenad?

12.Ara all wiras and cables securely fastened and not
hanging from tha wall or ceiling in an unsafe x
manner?

13.Have the portable slectric tools been ingpactad and
tasted during the last 8 months? x

14,Are cloarly visible electric wiras and cables placed
in such a way as not te causa future demager X

15.Are SSAsissued exransion éords frée of aplices ar
Tape and do they mot axceed B faet in langth? x

18.0ther comments:
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D. GENERAL OFFICE SAFETY

ITEM INSPECTED YE COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. Are all light and other coiling fixtures segurely
altached?

LT

NG [ N.A,

2. Are work space partitions adequataly secured,
standing straight and not infringing on adequate
aisle space?

3. Are furnitura and equipment in good condition and
safe 1o use? (Free of splintered or jegged edges,
ete.} -

4, Are furniture and squipment so arranged that they
do not infringe on adequate. aisle space?

5. Are file cabinets and zhalves praparly loaded {from
the bottom first) to prevent tipping over?

€. ls inapprapriate storage of materials avoided stop
eabinats, bookcases and window sills?

7. Are aislos and pedestrian walkways free of
electrical and tolephone receptacles, cords, laose
carpots, floor tilas, or any other unevan surface
that tay poss as a tripping or falling bazard?

8. Are floors clean, dry, non-slippery and frae of
frash?

9. Are adequate storage areas provided for materials
and supplies?

axtanding into aisles and kept to a safe height?

11.Ars all fans properly guarded with mash spenings
of lags than 1/2 inch? ‘

12.Are warkplace/equipment noise levals kept at an
accepiabla lovel?

13.1s door hardware in good working order?

14.Are gisles kept free of storage?

15.Are individual trash cans kept out of aisles to

prévant tripping?

16.15 adequate lighting pravided?

17.1s adequate ventiiatinn provided?

18.Are room and location findars in plain view and
easily racognizable? )
19.1s there » stepstool of ladder so objects can be

reached safaly;
20.Where headsets are providad, are cloan headsets

availabla for employees?
21.Are floor and wall henting and air-conditioning units x
covered?

22.Ar0 all windows fraa of breakage. cracks, atg.?

23.Hes thare been any violation cited since the fast
inspection? If so, has comective action bean taken? x
If net, why?

24.Are video display terminals maintained in a clean x
and propoer manngr?

25.Where thore are employass trainaed in CPR, are they x
cerifiod. and ara narmes posted in the facility?

26.0ther comments:

X
X
X
X
X
X
X
X
X
10.Are marerials piled in an oederly manner, not x
X
X
X
X
X
X
X
X
X
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E. HOUSEKEFPING - SANITATION

) ITEM INSPECTED

1. Has a routine cleaning schadule besn established
and adhered to?

2. Are approved tragh recepratlies used and emptisd
daily? '

3. Are trash receptaclas and cans maintained in a
sanitary cendition?

4. Are thers suitabla toilet and washing facilities and
supplies, and are they maintained in a sanitary
condition?

5. Are vending areas maintained in a sanitary
conditian? :

€. Are personal use eooking and coffes Pot areas
taintained properly and routinaly chackaed?

7. Are oating/werk/muitipurpose aress maintained in 4
sanitary condition?

8. Ara microwsve ovene, refrigerators, etc. checked
reutinely for cleanliness and proper operatians?

9. Are the work and food areas free from pesty and
rodants?

10.Ara cleansers and rags available 1o employees for
gleaning desktops, chairs, terminals, ate,?

71.Ara water fountains and coolers maintained in 3

sanitary and proper way?

12.0ther comments:

NG | N.A. |COMMENTS/ICORRECTIVE ACTION/DATE CORRECTIVE AGTION TAKEN

<
Rl
[

XIXIXIXIXIX! | X IX]|X]x!

E. SPECIAL INSPECTION AREAS (Check N.A. if not applicable to your worksite)
ITEM INSPECTED ‘

YES | N A, [COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION'TAKEN
1. Are outdeer walking surfacas tsidowalks, steps,

parking areas, otc.) frae of holes, eracks or other
hazarde which could cause falls?

2. Are snow and ice ramoved from outdeor walking x

surfaces in a timaly mannar?

9. Does builging managemant have a regular
inspection sehedule for slevators, fire protection
and alarm aysremns, boiler rooms, elecirical utility
arzas, ste. by competant technicians?

4. 13 personal protective aquipmant {#.g., safoty
shoes, safety glasses, face shields, gloves, aprons, x
etc.) provided and required to be worn where such
protaction is obviously nesded?

3. Other commants:

Form SSA-ES10BK (8-1980) EF (8.2000) ‘ Page & of B
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AISLES AND ACCESS AREAS

AISLE REQUIREMENTS FOR CLEAR AISLES:

INDIVIDUAL WORK STATIONS . . .. ....... ... ..., 28"
OTHER AISLES SERVING UP TO 200 PEOPLE . . ... ... oo ienns o, e 3'8"
OTHER AISLES SERVING UP TO 250 PEOPLE ..o vv v ae e e es e .. 4'8"
OTHER AISLES SERVING UPTO 300 PEOPLE .. .... vo'...... T, 5'6"
OTHER AISLES SERVING UP TO 350 PEOPLE . ....... ... ..v oo 56"
OTHER AISLES SERVING UP TO 400 PEOPLE . ... ...... .0\ .. 7°4"
OTHER AISLES SERVING UPTOAB0PEOPLE ... ... 8'4"
OTHER AISLES SERVING UP TO BOO PEOPLE .. v '\ e s e e eee e e L.

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

FILE ROOM AISLES . ..
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GENERAL GUIDELINES TO FOLLOW FOR HANDICAPPED AISLES
(Al allowancas are the minimum requirements)

- Clear width for single wheelchair to move ¢entinuously: 36 inghes

- Clear width for single wheelchair at a poine fmoving continuausly and through a doorway); 32 inghes
- Clear width for 2 wheelchairs mm}lng continugusly to pass each other: 60 inghes -

= Evary 200 feet of 44-inch wide aisles increase the width of the aisle to 80 inches for paGsing space.
- Clear width for single wheelchair to make a complete turn: 80 inehes |

- Clear width for single whaslchair to make 2 180-dagres turn around an ohstruction: 42 inches

- léntrance into the workstation: 42 inches

Please keap in mind that the requirements listed above are minimum requirements. Provida aisles as wide as possible
whean space allows, ‘ .

PORTABLE FIRE EXTINGUISHER
SELECTION AND PLACEMENT CRITERIA

Seloction of Extingulshers

Class of fire covered (shawn on extinguisher): ,
Class A « Ordinary combustibles (paper, wood, trash, ere.)
Clagt B - Flammable liquids {paint, oil, solvents, ote.)
Claas © - Elestrical {(computers, copiers, mators, ete.)

The work arer should be evaiuated for which of these 3 cfaaéas of fire could possible occur. Then the appropriate
extinguisher shauld ba salected:

Clags ABC multipurpose dry chemical extinguisher - This extinguisher will extinguish all 3 classes of fire and
is proferable for mast SSA office envitonments. It doss, howaver, leave a powdery residus and should not be
placed in rooms used exclusively for cémputer operations.

Class BC carbon diaxide extinguisher - This extinguisher leaves no residue and should be the zelaction in
reoms used exclusively far camputer or ather electrical aperations. Please note: Saveral SSA facilities have
inquired about the use of portable Halon extinguishers for esmputer oparations. Because of the health
hazards associated with high concentrations of Malon, S5A continues to recommand selecting the BC sarbon
dioxide extinguisher rather than Halon. Halon use also may saon be restricted because it is & member of the
chlorinated flusrazarbsn group responsible for deplating the protective ozone layer of the atmosphere.

Claxy A warter extinguizher - Only for areas with ordinary combuetibles {paper, wood, trash, etc.). It should
not be located where elactrical equipment is used.

Placement of Extinguithers

1) Along normal paths of travel, visible and unobstructed. Red tape, paint or sign should be placed above the
axtinguisher =o its location is apparant froem a distance,

(2} Maximum traval distance from a potential fire loeation o an axtinguisher:

Clazs A water extinguisher » 75 foat
All ather extinguishers - 50 feat

Faren S8A-5510-BK (B-1950) EF (8-2000) Page 7 of 8
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INFORMATIONAL SHEET

It is recommended that the following information ba reviewed by the inspection team members, priof 1o conducting the actual
inspection. )

1. Log and Summary of Oceupational Injuries and llinesses {05HA Form 200), or equivalent
2. Reports of non-compliance from OSHA or ather regulatory agenties

3. Chahgss in applicable rules, Iaws, regulations, atc.

4. Provious haalth and safety raport

5. Writen raports of uﬁsafo pragtices or conditions

8. Whether personal protactive equipment ia required in the area

7. Meterial Safety Data Sheets, if requested.

Rem(ea, AD) ADDITIONAL SIGN|FICANT COMMENTS ON CHECKLIST ITEMS

NOT_E: Those who desire additional information on the enclosed checklist items, or on OSHA safety, health and fire stardards applicable
within 854, should contact the Environmental Protection and Safety Brangh, OFM, at $5A headquarters in Baltimore, Maryland 21235,

talephona araa code 301-965-8190, FTS 625-8190. Also ses S5A Admini i
. . strative Instructions Manual System {AIMS) GAM 13.0
Safaty, Health and Fire Standards. Y ‘ ) ok
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