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OFFICE SAFETY INSPECTION WORKSHEET E

M

INSTRUGTIONS: Exacutive Order 12196 and AIMS GAM 13.04.08A mandate periodic inspections of workplaces 1o assure prompi
correction of unsafe and unhealthy working conditions, The questions below are intended 16 help jdentlfy potentially hazardous
conditions and practices. Al NO answers require an explanation of corractive action to be taken on that item. If corractive action cannot
e taken, explain why not. (Use additional sheets, it necassary.y Ifthere are any items orconditions that ara notlisted which may cause
injury of iinegs, ligt them under *OTHER". Where a quéstion i= not applicable to a workplaca, chack:N.A.

: PECTION DATE: :
LR e ppcar | (Opifocat

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

T S e St ) 815 [BRSEET 0, el | 915 087232
' FOR UNION :
27 W-@k’ 740/

. ( S
A. EMERGENCY EGRESS Please consult page 8, Informational Sheet, befors tha inspection is conducisd.
il ———r el

ITEM INSPECTED ? NG | NA. [COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAKEN

1. Are there at least fwo separate ways (exits) 10 leava the !
wirk area of offica? ‘ :

2. Are exits are remote as possible from each other su i
that employees do not have 1o travel more than 200 X :
feet 10 an exit facility (300 feet if the building is
completely sprinkiat protected)?

3. Ara axlt aisles maintined which mest the requirements X

Ed

shown on page 67
4. Are exit aisles arranged in a clear, difect pattem and
. kept free of obstructions and impediments? _
&, |5 emergency lighting provided in buildings whera:
-the bu?ldin iﬁqa urgmpure stofies In height, or X i

« the lotal building occupanty is 1000 or mare, or
- the oceupancy is 100 or more people at lavels above
or belew the ground exit laval?

S e o g X o
identifie garly vigible, electrically ilumina s‘d ‘?""‘p
eqtsigns? : A‘ , %1
7. When the bullding Is cccupied, ars all exits free of
locks, chains and other fastening devices which could
prevant frae éscape? -
8. Are exit stairways clean, frag of storage, equipped with
. .seeurs handrails and self-closing doors?
9, Do ali doars senving 50 or more people swing in the
direction of axit traval? .

10. Has thara been an employee evacuatior drill (such as
fire, earthquaka, hamb threat, kurricang, tornado. flood -
or similar emargancy) in tha last 6 moRths? ?f no.
explain why not, and give date of last schedulad

. Avacuation.) L

11. Mave amployees been instructed in fire émergency

.___procadures and hiow 1 rport a fira?

12, Are designated phones labeled with apprapriaes

____bmergency numbers?

13. Do all axits from tha buitding discharge directly to the
street, arto yard, ¢OUM, or apen Spage that gives

___ 280658 to 3 public way?

14. Are all means of egress aranged So that it will not
normally be necessary to pass through any high hazarg

___area o reach an exit? —

15. Doall "EXIT” signs have arfows inghcating the correct
diregtion of eqress, emc??t where the direction of traval

iz immgdiataly apparen :

16. Have adsquate accommodations been made to assure -

____that mandicapned employeas.can snter and exit sately?

17. Does each hanarail allow confinueus sfiding of hands

. _onthem?

18, Other comments;
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B. FIRE PROTECTION — PREVENTION 3
[TEM INSPECTED VES | NO_| NA. [COMMENTS/CORRECTIVE Ac;_npjmm CORRECTIVE ACTION TAKEN

1. Is a fire alarm system (mariual- sprinkler-, or
datector-activatad) provided in pr. rati | |
condition in mm%é’s where: | PC! OPerng ' :
- the bullding Is 3 or more stories in height, or
- the total buitding accupancy Is 1000 or mare, or
- the oceupaney is 100 or more poopla at levels
above or below the droung exit levei?

2. Have ponabie fira extinguishers been provided whioh. X W ‘

meet the selection and pkicemant critafia an page 77

3. Ara additiona) extinguishers provided for separata
g{msgfdfmmigfw \‘g{ cor'npuier operatigna:
. 6 matorials i
operations? 1 01 TRpragraphic

4. Ars extinguishers propeny charged, mountad
consplcuously marked, and frae frol %
impegimemsly and free from obstruction anq

et S TE RSN N

5. Are extinguishers inspected and tagged annually, and
replacad by slmilar spares when qn for sewiging?

N,

6. Are quantities of flammable materials such as toners,
inks, solvants, aicohol, thinners, Palms. etc. stored in
closad metal cabinets? (not required for smafl daity
maintenance quantities)

7. Ara hotplates, cotfee pots, and simitar electricat food
and beverage prepardtion appliances inspected and
strictly controlled to avoid unautharized and
indiscriminate use?

. Are there adequate disposat facilities for clparettes,
gtc., in areas where smoking is still all ?

8. Are on-off fimers strictly prahfbitad on emplovee

appliances?
10. Are areas whera flammable liquids are used well )S ﬂo M m <

vantilated?

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

12, Whera an alarm system is in place, is it capable of
Paing ,Percelved a background noise or light
eve

13. Have fire alarm pull boxes bean inspected, and are
they and other appropriate fire emargency equipment
free from obstrumlon and impediments?

o [a}
14. Are all fisnmable material containers cleatly marked o 0
as 1o thair contents? : {

=< [><

15. Qther comments:
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C. ELECTRICAL

TTEM INGPEGTED T YES | NO | NA

1. Are all 3-prong electrical plugs connscted to
grounde 2-nole receptactes? (NOTE. \f building

system does not have s.hole receptacies, any

agapters used myst be checked upon installation tor

adequate grounding by a-competent electrician.)

>< |

2 Ara refrigerators, water coolers, portable alectrical H
rools. and other appliznees or machines positicned
away from radiators of water pipes or, it used in
damp-wet locations, grounded?

9. |g the use of amployeg-owned ap liancas strietly
controlled with routing spot checks, and are
appliances turned off at the end of each workday?

1

EOMMENTSICORRECTIVE m:rn‘ﬁmmpgnsi = CORRECTIVE_ACTION TAKEN

o et ot WYL

-

s —— —

4. Are locations of cut-otf switches 10 mathines and
equi ml?rr;'( known to employees who use them
regularly?

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

& Are extansion cords prohibited, except where issued
by SSA for wark-related equipment?

7. Are the SSA-issued extension cords in aod
congition, do not pose-a trippingbehaza and used
only where fixed outlets cannot installed?

e e e TR

8. Do all empto ed appliances bear the approvat
mark of mm Lab (UL) or othar recugn‘;zed
testing agency?

9. Are repairsto electrical equipment and appliances
made by competent personnel? _

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

"41. Are all alectrical roceptacies (wall & figor) in good
condition with face platas securely {fastened?

12. A all wires and cables sacurely fastened and not
hangm?? from the wall or ceiling in an unsafe
manne

13. Have the portable electric tocls bean Inspected and
tested during the last 6 months?

R

14. Are clearly visible elactric wifes and cables placed in |-

Such a way as not to cause future damage?

15. Are S$A-issued extenslon cords free of splices o
tape and do they not exceed B feet in langth?

16. Other commants;

Form SEAS510-8X (8-90)
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GENERAL OFFICE SAFETY

H

<
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NO

N.A.

COMMENTS/CORRECTIVE AcnoN@ATE CORREGTIVE ACTION TAKEN

ITEM INSPECTED -

Arg all Iig?ht and other ceiling fixtures securaly
attached

. Are wark space partitions adequately sacured,

standing straight ana not infringing on adeguate
alsie space?

. Are turniture and equipment In good condizlon and

safe; to use? (Free of splintered or [agged edges,
B1c.

. Are fumiture and equipment 50 armﬂ&é"{i that thay

. Are fils cabingts and shelves properly loaded (from
the bottom first) te pravent tipping over?

. |5 inappropriate storage of materials avoided atop

do not infringe on adequate aisla space?

cabinats, haokcases and window sills?

. Are aiglet and pedestrian walkways free of elestrical

and telephone receptacles, cords, ioose carpets,
fioor tiles, or any other unavan surface that may
pose as a tripping or falllng hazard?

8.

Are 1loors elean, dry, non-slippery and free of trash?.

8,

P—

10.
1,

Are adequate storage areas provided for materials
and supplies?

Are materiais piled in an orderly manner, not
extending into aisles and kept 10 a safe height?

Art all fans properly guarded with mesh openlngs of
less than TI‘g ing!\{?ty g pening

12.

Are workplacelei:uipment nolse levels kapt at an
acceptable level?

o T

13,

Is door hardware in goed working order?

14,

Are aistes kept free of storage?

19

16,

Ara indivitiual trasty cans kept out of aisles to prevent
tripping?

ls adequate lighting provided?

17.

Is adequate vontilation provided?

18.

19

20.

Are room ard location finders in plain view and )
easily racognizable?

'Is there a stepstool or ladder so objects can be
reached sately? '

Where heagsets are Drwide:‘l'.hare clean headsets
availahle for employees?

21,

Are floor and wall neating and air-conditioning units
coverad?

22.

Art all windows free of breakage, cracks, ete.?

23.

Has thete been any violation cited since the |ast
inspaction? W sa, has corrective action heen taken?
If not, why?

24.

Ara video display terminals maintained in a ¢lean and
proper manner?

o e

25,

Where there are employess trained in CPR, are they
certified, and are names posted in the facility?

26,

PUX] X DX PP DR [ < [ >4, (2954 s[> [ [><
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Other comments;
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'E. HOUSEKEEPING — SANITATION L
. _TEM INSPECTED YES| NO [N.A, %COMMEN'IS/C@EQCTWE AGTIONDATE GORRZCTIVE ACTION TAKEN

1. Hasg a routine clagning schadule besn sstablished
and adhered 10? :

2. garﬁ a?proved trash regeptacles used and emptied
Ny

—————

3. Ar¢ trash receptacles and cans maintained in a X

| I
|

4. Are there suitable toilet and washing facilities and
_ Supplies, and ara-they maintained in a sanitary
condition?

5. Are vending areas maintained i 4 sanitary
condition?

B. Are parsonal use cooking and coffee pot areas
tnaintaingd properly and routinely checked?

e

7. Are eating/wark/multipurpose areas maintained in a
ganitary condition? :

8. Are mitrowave ovens, refrigerators, etc. chacker
routinely for ¢leanliness and proper oparations?

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

10. Are clsansers and rags availabla to employees for
deaning desk tops, chairs, terminals, ete.

—cm

11, Are water fountaing and coolers maintained in a
sanitary and proper way?

sanitary condition?
|

12, Qther comments:

i

F. SPECIAL INSPECTION AREAS (Check N.A. if not applicable to your worksite) §
ITEM_INSPECTED NG | N.A. TEOMMENTSTORRECTIVE ACTION/DATE GORRECTIVE, ACTION TAKEN

1. Are cutdoor walking surfaces {sidewalks, steps,
garkmg areas, ete.) free of holas, éracks or other
azards which could cause falls?

2. Are show and ice remaved from outdeor waiking
stirfaces in a timely manner?

.

3. Does building managamant have 2 regular inspaction
schadulg for elévators, Tire protaction and alarm
systems, boilér rooms, electrical utility areas, ete. by

X X[ X §

ehmpetent technigians?

4. Is personal protective squipment (e.q.. safety shoes, !
safety glassas, face shields, gloves, aprons, ete.) '
providad and raquired to be wom where such . '
protection is obvicusty needed? ‘ | !

e

5. Other comments;

gl
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"E. HOUSEKEEPING — SANITATION

. ITEM INSPECTED YES | NO N.A. |COMMENTS/CORRECTIVE ACTIONJDATE CORRECTIVE ACTION TAKEN |
1. Has 2 routine elganing schedule been established "
and achered to% ‘

2 2;% a;prow.d trash receptacles used and emptis
v

3. Are trash receptacies and cans maintained in a
sanitary conditinn? ,

—_— P L

- Supplies, and ara they maintainad in a sanitary
tandition?

3. Are vending areas mairtained in 2 sanitary : | d | - '
condition? : X ong. E

B. Are personal use cooking and coffee pot areas | ' !
maintaingd propetly'and routinely checked? '

7. Are eating/worl/muitipurpose arsas maintainad in 2
sanitary condition’? '

DEC~18-2008 14:36 21860872246 . F.008

4. Are there suitable toilet and washing faciiities and X :

—rararer




