OFFICE SAFETY INSPECTION WORKSHEET

lNSTHUGTIONq Exmutsve Drder 121 86 dnd AIMS GAM 13.04.084 mancldte parindic rnspeotrons of workpiaceq 1o assure prorn_pr
cerrection of unsafe and unhealthy working conditions. The questions below ars intenced to help identify potentiatly hazardous
conditions and prachr,as AlINO nnawers reguira an explanation of corrective acticn 1o be taken on that kam, If corrective action cannot
be takan. expiain why not, (Use additional sheets, it necessary. } [fthere are any items or conditions that are notisted which may cause
injury or illnass, lmt thpm unter “O FHEF{“ Where a question is nat applicable to a workpiace, check N.A,

ORGANIZATION;

D INSPECTION DATE:
e SR q / o 9.
BUILDING — SPACE INSPEGTED: \ NA le’HDNE NUMBER OF INSBESTD
s 309 Creol, B b T 156 (6903

Qmwlﬁmgj@? CMJH I-OHUIDN

A EMI::FIGEN(“ Y EGHE&:&' ' Please consult page &, Informations! Sheet, belore the inspaction is conducted.
ATEM INSPECTED __LYEST NO | MA COMMENTS/E0REECT.VE AL 10N BATE CORFECTIVE ACTION TAKEN

1. Are there at Ie.av.t twi separate ways (EXII‘-“} 0 leave *he X

_..wark ares or office?

2. Are exits are famote as pasmble from each other gg ] ‘
that emplayees do not have to travel more than 200 ‘ : |
feet fo &n exit facility (300 feet if the bmlqu is

__tompletely sprinkler protecied)?

3. Are exit aisles maintained which meet the reqq:rements *§ ‘

___shown an page 67
4. Are exit aisles arrdnged in A clpar dlrect pattexn and
__kept free of obetructions and .!EL???J*" ignis?
5. Is emergency lighting provided in buildings where;
- the buiiding & 3 of mors sioties o height, or
- the total budlding aceupangy is 1099 or maore, o i
- the oocupancy 1s 100 or mare penple at levels above | [ i
. Grheiow the ground exi ievel? | A e e

6. Arg all exits, other than ground level main epfrances,
identifiad w:th clearly vishle, alactricatly tluminata
eitsigne?
"7, When the building is occupied, arc all exits trez of
lacks. chains anct uthcr faslening devices which could
Dravent frae estupe?

8. &g extt stairways clean, free of storage, equippas with
___segurg handrails end seif-cloging doars? ' LA - . e
9, Do all doors senang DO or more people swing in the i
_ direetion vl e 47 o
10, Has thers bean an employe
fire, garthyuake, ooinn 1hreat, ht.rfmne tornado, flood
" ar sinilar amergancy) in the last & mont Ts7 {I¥ no, ‘

gxplain why no., antd give date o7 fast scheduled
pvaguatinn )
1. Have Lrnp.wuec “been instructed i tirg emt,rgulw
_procedures, and how to report & fire?
12, Ate designates pronus labgled wilh apprupudle
__ emerganty NUMngrs?
13, Do a eals fron ine bmldmg dls‘cncrge dlreﬂly i0the
street, or 1 yard, colt, oF open space that givas
_ actess le a pudlic way?
14, Are afl means of 807ess ak angcf 5o il i will not
oI iliwl]: ABC2LLAY 10 P2 g3 through any hlgi nazard
mTEA i —
15, Do all“cx’ T £15E NAvE ACOWE et mg turrecf
diret:.nn ui egrm_ extept wigle ihe d:fuuh('ll o ravel
Cig i cbdhately anparent’ L
18, mave ‘.\.m;uaw accommodationt ban madt—‘ m as'-,uri-‘
Thet Ramlicappoy nranlyy2es Sl antoy and cxd sajaly?
17, Does a2l handred ailow contindogs sliding of hands
Contham? e

ﬁ Dﬂ'!l. [ oL lnem'
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B'. FIRE PROTECTION — PREVENTION

— . ... _ITEMNSPECTEH "

.X,%_!_.N.QwLN-fS‘..’QDMMENT?:_/_QQBHECT'ME..&? TION/DATE, CORRECTIVE ACTION TAKEN

1. Is afire alarm system (manual-, sprinkler-, or
detector-activated) providad in proper operating |
condition in buildings where; ’ |
- the building is 3 cr more stories in height, o ’ !
- the totai building occupancy is 1000 o mare, o [

- the oecupancy is 100 or mare people at levels f ? )

above or below the ground exit leyel? | fl r‘

2. Have portable fire extinguishers been provided which i
meet the selection and ptacement criteria on page 72 X

3. Ara additional extinguishers providad far separate
areas used sxclusively for computer operaiions,
storage of flammabla materials or reprograghic l

operations? i X|
— e L. D o

4. Are extinguishers properly charged, mounted, |

‘ ; ‘
CONSpIGUOUSly Marked, and freg from obstruction emd] i ( |
impedinents’y } ;

3. Are extinguishers inspectad and tagged annualiy, andf :

sosestyamir s o sencsniens K | ) pet los pection.Silng
i
I
!

B — I

6. Are quantities of Harnmable materials such as wners, | J
inks, solvents, alcohal, thirrers, parts, ete. stored in

closec medal cabiness? (ot requirzd for small datly

maintenance quamides) X

|
7. Are hetplawes, cotfee pots, and similar electrical food { - | |

ang heverage preparation anpliances inspected and
strictlv controlied o avoid unauthaorized apd
indiscriningte yse?

gie., i Araas where smoking s stil! ailowed? \

8. Are there adeguate dispnsal faciiities for cigaretiss, )( i ‘

appilanges?

8. Are on-off timers stristly prahibitad ca employza i X
|

10, Are areas whess fermsiie bgusds aee psed well
venthated;

11. Have emptovess heer instructed or ranet howto
Use fee mainquisiecs, and which type extirquisher to;
wse i sousiho siuationa? i x

12. Where an alarm system is in place, is it capabie of
Deing Jerogivis] 300vE Lacagituim roise o iigat
leveis?

13, Have tire 2ars pull boxes beg s agpacted, «nd wre
they anit Gther spprooriate five emargency @qmpment! ‘ |
free from nhstniction and impadimants? : ) _—

14. Aré ah flarnmable material containers clearly marked .
as 0 teir contaris? g X

18, Mook o0 meos:

et s ' Page 2 of 3
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ELECTRICAL

1. Are ali 3-prong electrical plugs connected to
grounded 3-hole receptactes? (NOTE: If building
system does net have 3-hole receptacles, any
adapters used must be checked upon installation for
adeguate groundlng by a competent electncm )

— e e ———

_TTEM )NSPECTED _ _YEST N

2. Are refﬂgerators water coolers ponable electncal
tools, and other appliances or machines positioned
away from radfatars gr water pipes ar, if used in
damp wet Eocanons gmunded‘?

|
[ — |_ -

3 ls the use of emploype owrwd appl:ances str iotly
controlled with routine spot checks, and are
apphances turnad off at the engd of zach workday’f‘

N.A. COMMENTS/CORRECTIVE ACTION/DATE CORRECTIVE ACTION TAXEN

i
i
S S
|

4, Are focatmns of un-nﬁ switohes o machmes and I
equipment kiown to smplpyeas who use them
regular]y?

5. Arethe \»13ltle wires, cords and piugs of afl elactrical
aquipmaat, toghs. and agplaanr‘es in goad conglition?
(ot frayed crackad or Groken, or prorg“ mizs .ng)

'T
|
|
b
N
;
J
i
I
i

e — B el Y

6 Are extpnsaon cords prohlbrted exc:ept wharg |ssued
oy SSA for work- m!ﬂted mqu ioment?

—_ N TR - -~

7. Are ma Sa.ﬂ.-assued exiension corns in good ! !
gondition, da rot pose a trrppmg hazarg, aml used
onlby ‘.'\fhi‘l‘f‘ fixed nu*l‘@tﬁ mannet be lr'ftmlm":

8. Do ait employee-owned appliances bear {he dppraval
mark of Underwriters Lab (UL) or other recognizad
testmg wﬂnry?

9. Are rapairs

o dldc‘nc.al equipment and appiiinces

made by rurzperem pr.rswmei?

10. Are guards proviced 107 exgosed electrival or moving |
paris of rna:,hmer,f equpmenf Of apphances? ;

b ———— ——mn

11, Arg all bleurmul m,..ptuc gL gwm & tloor; .“gum
cunmtlu.] wdt Lh_ .J;a 65 seotaly fosteiuu?

12, Are aliwites and cabies Wumaly fastenes and not
hangi ng, iram the wali or celding inan unsate
man e

13. Have ule portuhng eleelric teuls peen Wspeded s
testen dumg ik I:ﬁ ] r'.c:mns'? !

14. Are olearly wishia ¢ Ieww e s ang cab!a,s placed in !

sUEh & Waly as not tu CalSE (U{UI'G }urnage'? |

15, Ara SEA-ILLUBU @ E,r:aus, VIR Trde OF SGU35S

Lapd did duo .‘u,,n Wb Bl doa o Tea i n..nil;u'lf

18. Other contnenis,

N L&QPP‘ ’Q"“Q’ the ofice,
i | .

X _
SN
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|
__ altached?
2. Are work space partitions adeguately securad,

standing straight and not infringing n adequate :'
___disle space? i )(

1. Are all light and other ceiling fixtures securaly ' X i

e

e

___the bottom first)

. LYES WO - NA. COMMENTS/CORREGTIVE ACTIONVDATE CORREETIVE ACTION Tkt

and sunnies?

less than 1/7 ingh?

3. Are furniture and equiph:'lenr'i-rr"bdgrjw{':-or'i&i_t-igﬁ and ' I : T
safe {0 use? (Free ot splintered or jagged edyes, | X( i
4. Are fursiture and sguiment so arranoed that they |\, |
__danotixniage on adequate atsie spaces B I —
9. Are file cabinets anc shelves proparly loaded (from
To prevent tipping over? e
b. Isinaporopriate storage of materials avoiden atop
_,._5_3'2!”9?3».‘?99?‘.‘%@5@3&”@.W’EQR.W.?.".‘_'.S'?_.___.... S
7. Are zisles and pedestrian waltkwaye free of alagirical
and telenncne receptacies, cords, logse carpets,
i I any other upeven surfares that may.
POsE as a tripping or failing hazard? i - o
8. Ace floors clean, dry, non-glippery and frea of trash? ;
9. Are adeguate storage areas provided for mararials
10. Are materials piled in ar ordetly maoner, rot
extanding into aisles and kept 10 a safe neight? PR
11. Are allfang pronely guardsd srith mesh ooENNGS of | i no %}1&
iz. Aﬂre \,i}ﬁlr'k'btn‘t:e/eqt{:me&:ﬂt rioise leve's kopt at an

accemable level?

13, 15 door hardware in gfgqqu_qrﬂking 9\.’_(]_@'_.?_ )

15, Are individual trash ranf; kept out of aislas to prevent
_ teppwng?
16, Is adequats fighting provided?

14. Are aislos kep:tl freg of storage? !

17. Is adecusts vertilation _nmvided_‘f’_ 1

gasily recr:..gniml; e
18 Ig there 3 wlepsteal or taddor g0 ablaets o
reanhed sglaly S o
20, Wnzre Faadaets are provadad, are cleon beacdsats
availahie for BIployees? S
2%, Are floor and wall heating and air-conditioning anits
Coversa? .

=

18. Are room ard ocation finders in plalin view and _@ !
] . H
—— S— |

22, Arg & winutws free of breakaga, cracks, ete.? B
23. Has there beer am: vigkation citar sincs the fast ‘
inspechon? if a0, das 2orectve aclion Deen taken? L
Inot, why? . e
24. Arevidze dinpiny terminaly maintained in a ¢lean and
proper mannei? e e
25, Whare et ars smployees rainec in GPR, ars lngy |
certified . and are names posted in the fanjliv? ]

26, Qther cummangy!

Form SBA-HE10 3K (8 )
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E. HOUSEKEEPING — SaNmATION
TEM INSPECTE

1. Bas s routine Ciganing schedale paer

ang adhered 167 establisheg

2. Arg ﬂDprovedwtrash‘ rec:ewra::.lun _____
daily? piacles used and smptied

3. Aretrash rceceptaclés andcans aintained i
_ ) maintained in
sanitary condltion?
4. Are there suitable toilel and washing faciiities and |
suppies, and are they waintained i a Santry |
condition?

5. Are vending areas maintained in 2 sanitary !
condilion? ' |

i
i i
I i
[
e L
i f‘ — —_ —_- —_ - el
i i
. i
i i
RN
| | — m——— e
f J
!
P JR N —

6. Are personal use cooking and cotfee pot areas |
maintzined properly and routingly checkec?

7. Are gating/work/multinuroose areas maintained in a
sanitary condition?

routiney for cleeainess and poape oreratinns?

B. Are microwave avens, refrigarators, ete. checked ,x

9. Are the work and foad areas free from pests and
radents?

10. Are cleanszes and rags available 1o employess for
cleaning gesk tops, chairs. terminals, ete.?

11, Are water fountains and coolers maintained in a

L

,
___.7X__...

b

sanitary and proper way?

12. (ther commenis:

[

A —— e _
e ——
|
.

i
j

F. SPECIAL INSPECTION AREAS (Check MN.A. if not applicable 1o your worksite)

LJTEMANSPECTED

1. Are outdgor walking surfacss (sidewalks, steps,

YES| NO | N.A COMMENTS/CORRECTIVE ACTION/DATE CORREGTIVE ACTION TAKEN

UL A B O U P A VR L B (AR el ~ : -
hazards which could cause falls? : x :
- . e o . . “ o B — e it = e —_— p— —_
2. Are snow and e removed from outdoor walking ) |
surtaces in a timaty manner? x :
3. Does puilding maragamsn haws & rsguiat Lispection ‘ :
schedule for elevators, fire protection and alarm j - | ‘
systers. boller roams, elsctnical viility areas, eto by | i ; :
eor et ek iag? : i | ><' ‘
——— S Ty ‘.”...._..m.‘._..._..__i_..._.__ .T.. . ] ‘ P - - -— — ——
4. ls personiai profective equipment {g.Q., safely shoes, | ! i !
safely glasses, face shigide, ploves, aprons, #tc) | ; : ?
provided and reqaran o ne worn whare gych | i i
pretechon 1§ obwicusly needad? ! ! :
e e S SO SO YO —
5. Other comments:
b - Page 5ol t
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