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e OFFICE SAFETY INSPECTION WORKSHEET ‘
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A. EMERGENCY EGRE 89 Flease consull page 8. [nfarmational Sheet, before the inspection s conducreg,
e . \TEMINESLCTIR _ b TERLLNGQ T NLAL (ROMMENTACORREATIVE ACTION'DATE CORRECT IVE ACTION TAKEN
o Are there at leant fway sapmare ways (exitsl o ' oo mmm——— o
Ll the wark s ar st ‘/ .
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2. Are exils are rempg as possible from euch ather 5o
that emplayees do not have 16 Tavel more than
200 feet to an exit facility (300 “eet if the building
iz completaly sprinkler protoetod: ?

4. Are exit aisles arranged in a clear, direct patiarn

and kept free of obstructions and Impediments?

5. 15 emergency bghting provided in buildings where;

- the building % 3 ar inore stonjes o height, or

= 1he total building eccopancy is 1000 or more, or -

- the ecclpuncy 15 100 of mdare penple at jevels ] v
ahove ar batone ther gronnd ~«i1 lavel?

requirermants Showr on page 67 ‘ v
V"’
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G Arg ali eeclis, cranr o grovrd kol s
entrancgy, identified with glearly visible, alectrivally
iluminated oxit signs?

7. When the building is nccupied, are all exits froe of

locks, chaing und other fastening devices which

could prevent free escape? )

8. Are exit glairways cluan, Tree of slorage. equipped ot
with secure handrails and seli-ciesing doors?

8. Do all doors serving 50 of more people swing in the

o direction of exir travel?

10.Hax vhere been an employes evacuation dnll (such
az fire, carthguake, bomb throat, Furricane,
tornado, flood or similar emergercy} in the last &
manlhs? (If no, explain why not, and give date of
laxt scheduled evacuation.)

1. Have employees been instructed in fire emergency
procedures, and how to report a fire? e

12.Are designated phones lsbeled with appropriate

. grmergency numbors?

13.D0 all exits ot the building discharge directly Ta
e street, or o yard, courl, or open space thal
gives acceas to & public way?

14 Are all mesms of agress artangad 26 tha 1 wilk not
fetioally be necessay Lo pass hrough any binh
hagmd Acen 1o ranch uin eyt ¥ e e e

TN all e T MG e SOV tcheating The !
corrany flirastiml of Agrans, e e e awhare The
direction of travel 5 imunsdiately appsrant?

16.Have adequate aocoemmaodanans bean mads 10
assure that handicapped employaas can enbye Hnd
exit safely?
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17.0ioes cach handrail allow cantinuaug sliding of .\/ ‘

__ hands on them? - R . . —

18.0Ther comments; .
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B. FIRE PROTECTION - PREVENTION

ITEM INSPECTED

YES

NG

N_A.

LOMMINTS/CORRLCTIVE ACHGRNDATE CORRECTIVG ASTION TARTN

1. 15 & fire alanm system {manial, sprinkler-, or
dotactor-getivated) provided in proper aporating
candition it buildings whera: . ‘

- tha building ig 3 of more stories in height, or

- the tetal building vccupangy is 1000 or more, or

- the cocupaney is 100 or more people at lavels
above of balow the ground exit leveld

2. Have porlable fire extinguishers bewn provided
which meet the selection and placamanl ¢riteria on

— page 77 ——

3. Are additignal extinguishers provided {or saparane
areas used exclusively for computer operations,
gtorage of flammable materials or reprographie
aporations?

4, Are extinguizhers properly charged, mounted,
conspicuously marked, and free from obstiuction
and imyrediments?

£. Arg extinguishers inspected and tegged arnually,
ond replaced by gimilar spares whan taken tor

survicing?

& Are quantites of flammable marerials such as
Toners, inks, solvents, alechol, thinners, paints, ete.
stored in closed metal cabinets? (Mot required tor
‘small daily maintenanse quantities)

. Are hetplates, coffes pors, and similar electrical

food and beverage preparation appliancss inspacted; .

and strictly controlied to avoid unauthorized and
indizerirningte use?

. Are there adagquate disposal facilities for cigereties,
etc., in areas where smoking 15 sTl allowad?

1]

. A opeoff timers strictly prohibited on employes
sppliances?

1€ Are areas where Hammable liquids are used well
ventilatad? '

17, Have employees been instructed or rrained how 1o
wse firg watinguishers, and which Type extinguishar
10 use in gpecific sitwadons?

17 Whwre an alarm system is in place, 15 it capable ot
baing pevaived above hackground noise or light
lavils !

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

14 Are: all flarnmable material containers clearly
marked as to their contents?

14, Other comments:
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C._ELECTRICAL
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WIEMINSPECTED

YES | NO | N.A. [coMMENTR/CORRECTIVE ACTIONIDATE CORRFCTIVE ACTION TAKIN

ToAre all 3-prong wiectrical plugs cennested -]
arourded 2-nole receptaclas? (NOTE: Jf Biding
Fystemn dorg not hoave 3-hole receptacles, any
adapters used musr be ehecked upon installatien
for adequars grounding by a competent aiaerrician)

-

2. Are refrigerators, water coolers, portable electrical
Toels, and othar applianeas or machines positicnad
away from radistors or water pipes or, if used i
damp-wet locatiens, grounded?

3. I the use of employes-owned appliances strietly
contralled with reuling spot choecks, and arg
appliancas turned off at the ond of gach warkday?

4. Are localions of cut-olf swiltches (o rachings spd
sxeputipoeny RITOWI T Fnplayees weho Lhgr 1110
regularly?

— L mme ey, "woa

5. Are the visible wires. cords and 1Hugs of sl
electrical gquiprnent. tools, und applisnces in good
eondition? inot frayed, cracked or broken, or
PrENgs misting.) R

8. Are extenzion cords prohibited. axeept wherg
‘2aued by S5A for work-relmed equipment?

=l EA AR L e T R M s Ey Y Ry am L e

7. Are the S54 issued axtenslon cords n gooad
sondition, du not pesa @ Tripgiag harard, anel uged
only where fixed autlels coneo! la irsd bl

LA

§. Do all empltyes-gnrmed applances beer L
apgroval mark ot Underwriters Lab (UL) or other
recognized testing agenay?

3. Are repairs To claatrical equipment and appliances
made by competent personnel?

10,Are guards pravidad '?;r expored clocrricnl o
moving parts of machinery, aduipment, or
___ =ppliangeg?

T T R i o b o i e 1Y A e e Wi e -

11.Are ol electricel receptacies (wall & flnar) in good
condition with face piates saatireiy teastonod?

Td.Are all wires and eables seeureiy tagtenced and not
hanging from the wall or cailing in an unsale
Mhanper?

T3.Have the portable electric wools been ingpected and
wested during the last 6 months?

T4.Are clearly visible slectric wirss and cables plaeed
in such & way a2 not Ta cause furur damage?
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D. GENERAL OFFICE SAFETY

‘

— TEM INSFECTED

1. Ara all light and other ceiling fixtyres secyuly
artiched?

W ORREC NIVE ACTIGNIDATE SORRFCTIVE ACTION TAKEN

—_—

2. Are work spate partitions agequately securcd,
standing straight and not infringing on adeyuute

aisle spuace?

N Q__f_N A ﬁ-ﬂﬂrﬁ:}xﬂ

/
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- Arg Turnilure and equipment in geed coendition and
safe to use? (Free of splinterod or jpyyed cdgas,
&TE.)

At i s

&, Are turniture and equipment so arranged that they
—. e netintinge on adequate aisle space’?

8. Are tic cabinets and shelves peoperly loadad {(from
the bottem first) Ta prevent LEping aver?

I5 indppropriate slorage of materials avoided atop
cabiners, bookcuses and window sills?

Are aigles and pedestrisn walkways free of
electrical wnd telephone recepacles, cords, loose
varpets, Tloor tiles, or any wther uneven surface
hat may pose as s wipping or falling hazard?

i LT TP R —

& Araflyors clegn, dry, non-slippery and frae ot
—. Jdrash?

£, Are adequate storage areas provided lor malerials
and suppliss?

16.Are malecials piled in an orderly manner, not
extending inte sisles and kept to & safe height? -

L

T1.Ate alt Tang properly guarded with mesh openings
of less than 1/2 inch? ‘

12.Are workplace/equipment noise levels kept at an
acceprghbie Javel?

13.ls door hardware in goad working order?

14,Are aisles kept froe of storage?

18.Ars individual trash cans kept out of aizles 1o
prevent wripping?

161 adequate lighrting prdvided?

17.ls adequate ventilation provided?

1E.Are room and Incation finders in plain view and

. tasily recognizable?

121z there & stepstool or ladder so objeets can be
reachad tataly?

20.Where headgets are provided, are clean headsers
_avaltable for employees?

2UAM looe sand wall heating and aifr-condmiomng ehits
covered/

22.Are all windows free of breakage, cracks, etc.?

2%, Hae thara been any violation cited since the last
mspection? If se, has corrective astion beun taken?

If not, why?

24 Ara video digplay terminals maintained in 2 clean

and proper manner?
25, Wherg there are employees trained in CPR. are they
cortified, and are names posted in the facity?

SN

26.0ther comments:
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1 ITEM INSPECTER YES | NO [N.A_- COMMENTS/CORRECTIVE ACTICN/DATE CORRESHIVE ACTIon TAKEN
« Haz arautine cleaning schedule I.een eaTablished i
_ and .\dhered o7

2, Are approvcd trasily rccupraclcs wied anyd emp lisd

___daily?

3. Are trazh roeeptacios and cang mairtained in g
SaNITary condition?

4. Are there suitable twilet and was shing facilities and

supplies, and are they mainzained in B sanitary
cundition?

&i\_&
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5. Are vending areas masintained in s sanitary
mndirion? : \-/'J
&,
7 /\ru‘ armq;wu:l; lrm"ﬂ;-ulr [ARTARNE] K AN S T
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B, f\fl.’! TUET OV G el telngera o, one, olached
Lastiely Lor eleanbiness and prop.w opeipnng?

9. Are the work and food areas Dee frem pasts and

o lnd(-ml_-r. 7
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¢/
10.Are clesnsers and mgv available 1o empm;;,-;‘\ for
cleaning deskiops. chairs, terminals, atc.? v
11.Are water fountaing and coolers maintained in a v
sanitary and proper way?
12.Qther comments:
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F. SPECIAL IN: I:ELE O"\i"AHLA S5 (Check N. A I‘I:uot applicable to your worksite)

ITEM INSRPECTEDR YES T NG N A, [CHMMENTRICORREDTIVE ACTION/DATE CORBFETIVE ACTION FAKEN
'1. Are onldesr walking curfaces l=idewnlks, steps, ' '
packing areas, ore) trag of holes cracks or other V/"
haszards which could cause falls?
20 Aro snow and ice removed from outdoor walkking Ve

surfaces in a timely manner?

3. Does burlding management have & regular
ingpection schedwe for elevalors, fire protection
and alarm systems, beiler rooms, electrical utility (/’
aréos, etc. by compatent technicians? : ) — _

4. ls personal protective squiprnant le.g., safety
shows, safery glasses, face shialds, gloves, apronsg, . W
aie.) provided and roquired to be worn where wiieh
protection is abviously needad?

5, Othar comments:
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AISLES AND ACCESS AREAS

AISLE REQUIREMENTS FOR CLEAR AISLES:

INDIVIDUAL WORK STATIONS . . .. . .. .. e ....28"
OTHER AISLES SERVING UP TO 200 PEOPLE ... .. .. . P A 3'8"
OTHER AISLES SERVING UP TO 250 PEOPLE . ......... S 4'8"
OTHER AISLES SERVING UP TO 300 PEQPLE .. ... ... ... ..., e e 56"
OTHER AISLES SERVING UP TQ 350 PEOPLE . . .. . I P 6'6"
CTHER AISLES SERVING UP TO 400 PEOPLE e & &
CTHER AISLES SERVING UP TO 480 PEOPLE . ... .. . e 84"
CTHER AISLES SERVING UP TO BOOPEOPLE .. ............. P g'z"

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

FiLE ROOM AISLES . . .
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Summary
¥ of Qocupational (me . .
2. Reports of non-compl; Petonal Injuries srq ilhesses (O5HA Form
2 Char . Mplharrce from OSHA or g1her reguiale m 200), or Bquivalen
1988 0 applicuble rufos, laws, roguliatiore Aoy agengies
' dhong, etg,

4, Preyious health and Safuty reborl

o

Writte
N reports or unsafs praciices or conditiony
8. Wheth
er sonal protact i
personat protactive dabipment s raquired in the are
A T e

7 ) e
Matariat Safery Dara Sheots, i requestod
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, & oh Q8HA safety, health and fira gtandards applicable

S8 A headguarters in Baltimore, Maryland 271235,

NOTE: These who desire additional information on the anclosed checklist items
d Safery Branch, OFM, at
sae 55A Administrative Inctructions Manual Sysatem (AIMS) GAM 13.04,

within S5A, should contact the Environmental Protection an
telephong area code 301-965-2190 FTS 625-8790. Alse

Safety, Maalth and Fite Standards.
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GENERAL GUIDELINES TO FOLLOW FDH HANDICAPPED AISLES
(All allowances are rhe minirnum requirements)

- Claar width for siﬁgle wheelchair to tmove continuously: 36 inehes

- C!eﬁr width tor gingle wheeichsir at 2 poimt {moving continyously and through a ‘ddorwéyi: 32 inches

- Clear width for 2 whaalchairs MoVINgG continudlsly o pass sach other: 80 inshes -

= Every 200 taet of 44-inch wide asles meroase the width of tha aisle to 60 inches for passing space,

- Cloar width for single whealchair tc; make & cemplete wrn: §0 inches

- Clear width tor single whealchar To make a ‘IEIO-dcg_rr:c: Tun around an obstrustion: 42 inches -
Endrance isbo thy weerk sTanion: 47 aneues

Planse keep in mind than the reguitemens iswed above are minmam fegun crments. Provida asles iR widy sz possible
when spacé allows,

PORTABLE FIRE EXTINGUISHER
SELECTION AND PLACEMENT CRITERIA

Salection of Extinguishers

Clags of T covered ighote ol exiinguisheor); ]
Class A - Ordinary combustibles (papar, wedd, trash, etc.)
Clasa B - Ftammalale lquids (paint, ¢il, zelvents, etc.)
Class C - Electrical (computars, copiers, motors, et

The work ares should be evaluated Tor which of these 2 classes of fire could possible oeur, Then the appropriate
extinguisher should be gelected: TR _

Clazs ABEC muhtipurpose dry chemical extinguizher - This axtinglishar wili extinguish all 3 ¢lasses of firg and
is preforable for most 38A office envirenments. B does, hawever, leave a powdery residue and should not be
placed it reoms used erciurively Tor compular sperations. -

Class BC carbon dwxide extinguisher - This extinguisher leaves no residue and should be the solsetion n
roorms used exclusively Tor compuler or other glectrical operations. Please note: Several S2A facilities have
inquired about the use of portable Halon cxtnguishers for computer operations. Because of the health
hazards associated with high concentrations of Halon, SSA continues o racemmend sclecting the BC carbon
diaxide extinguisher rather than Halon. Halon use also may scon be restricted becouse it is & member of the
chlorinated flugrocarbon group responsible tor depleting the protective okone layer of the atmosphere,

Claszz A water extinguisher - Qnly tor are-aﬂ with ordinary zombusiibios {pdper wood, trash, e1e,), It should
not be lonated where clectrical aql.uprrmmt i used.

Platenient of Extingukdiaes

(U Alung normial paths or travel, visibie and ungbstrustod. Bed lape, paing or q:gn should be placed sbove the
GxUAGUISNGT 5015 [ocation & apparent rom o distance., .

(2} Maximum travel diswuance from a potential fire Incation 1o an extinguisher:

Clsgs A wartar extinguisher - 75 feat
AN ather &xlil‘ngl_ti:sl‘lfar;—\ - GO fearn
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