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Office Inspection Checklist

Section Area Inspection Results Corrective Action
# Safe Not | A Corrected Fo::;w-
Safe Immediately needed
A General Workspace Setup
1 Is in an area with adequate temperature,
ventilation, and lighting [] . [] [] []
2 Accommodates equipment and related materials needed to complete work safely
e File drawers are not top heavy and
are placed out of range from
blocking walkways, hitting top/sides L] . L] L] L]
of desk or legs
e Desk clean and free of spills (i.e.,
food, coffee, or water, etc.) O . O O O
e Electrical, phone, computer or other
cords secured under desk or along [
way and away from heat sources
e Shelving and items stored above H
desk or in area are secure
3 Chair components
e |s stable, cylinder absorbs weight
properly, and no broken parts [] [] [] []
e Castors function properly and are
the appropriate type (hard for
carpet and soft for hard surfaces) L] L] L] L]
4 Desk set up ergonomically correct, all
equipment is in good working order and L] ] L] L] L]
within reach
5 Company information able to be secured
(lock computer& physical files, etc.) [] . [] [] []
B Floors
1 No liquid spills or objects impeding access
to desk, chair, or nearby walkway O . O O O
2 Carpet and tiles well secured to the floor
and free of frayed or worn seams [] t [] [] []
3 Stairs are unobstructed and has handrail
where required (more than 4 steps) [ . [] [] []
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C Electrical Safety
1 Sufficient electrical outlets are accessible
where no outlets are overloaded with
extension cords or are daisy chained [ a [ [ [
2 Computer equipment is connected to a L] [ L] L] L]
surge protector
3 Extension cords are 3-pronged, and UL
listed [ o [ [ [
4 Wiring and cords are in good condition M ] H H H
D Emergency Preparedness
1 Emergency Evacuation Plan created, up to date and available
Safety Tip: Be sure to practice 2x a year (during the day and at night)
e Exit route identified (primary &
alternate)
o Keep in mind needs for L] [ L] L] L]
multilevel home (i.e. rescue
ladder)
e Meeting location identified and after L] ] L] L] ]
event plan known (who to call, etc.)
2 All exit options (doors, passageways, or
stairways) not blocked, obstructed, or L] ] ] ] L]
covered
3 Adequate space available underneath desk ] [ L] L] L]
to duck, cover & hold if an earthquake
strikes
4 Emergency contact information up to date L] || L] L] L]
Safety Tip: Routinely check in with your
supervisor to make sure they have access
to this.
5 Equipment and tools
e Easy and quick access to L] . L] L] L]
flashlight(s)
e Emergency Go Bag stocked with L] ] L] L] L]
necessary items
« Stocked first aid kit O | O ] ]
Safety Tip: Routinely inspect for expired
items and replace as needed
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E Fire Safety
1 Smoke/carbon monoxide alarms installed

on every level of home and in working order L] ] L] L] L]
2 Home multi use fire extinguisher is mounted

and placed in accessible location

Safety Tip: Be sure to inspect, maintain and [ a [ [ [

know how and when to use it
3 If in an apartment, it is equipped with

sprinkler with proper clearance [] t [] [] []
4 Workspace free of trash, clutter, and

flammable liquids [] . [] [] []
5 Portable heater located away from

flammable items [] O [] [] []
F Other Home Safety Items
1 If children or pets are in the home,

necessary safety features such as outlet

covers, and cabinet latches are installed ] ] ] ] ]

Safety Tip: Teach children their address

and how to call 911 as early as possible.
2 Window covering cords are safely secured

and not dangling ] ] ] ] L]
3 All poisonous chemicals and other products

are behind locked doors ] ] ] ] ]
4 Guns are locked up, unloaded, and

separate from ammunition L] [} L] L] L]
5 Pool has blocked access with fencing M ] H H H
6 Home inventory documented and high

quality fireproof safe utilized [] O [] [] []
7 House number is clearly visible from the

street [ . [ [ [
8 Water heater is at a setting of no higher

than 120 degrees Fahrenheit [ =] [ [ [
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