GENERAL OFFICE SAFETY CHECKLIST

1.  Are emergency lights in the sections operational?  (NFPA 101, para 5-9.1)


Y
N
N/A
2.  Are electrical cords prohibited from being strung over nails or under rugs?  (AFOSH Std. 91-66, para. 1.7.2.1.)


Y
N
N/A
3.  Are all emergency exits clearly Marked and free of obstructions?  (NFPA 101, para. 5-10.1.2)


Y
N
N/A
4.  Are all personnel aware of the sound of the fire alarm and do they know how to report a fire?  (Unit Training-AF Form 55 Training Plan)


Y
N
N/A
5.  Do all personnel know where the nearest fire extinguisher is and how to use it?  (AFOSH Std. 91-56, para. 2.1.1. & AF Form 55 Training Plan)


Y
N
N/A
6.  Are all portable fire extinguishers mounted on hangers, brackets, in cabinets or on shelves?  (AFOSH Std. 91-56, para. 2.4.6.4)


Y
N
N/A
7.  Are all fire extinguishers fully charged?  (AFOSH Std. 91-56, para. 2.4.6.4)


Y
N
N/A
8.  Are all extinguishers the proper type for the area? (AFOSH Std. 91-56, para. 2.4.1. and 2.4.1.7)


Y
N
N/A
9.  Are supervisors or facilities managers inspecting fire extinguishers AFOSH Std. 91-56, para. 2.4.7)


Y
N
N/A
10.  Are broken electrical receptacles, missing box covers and broken plugs identified/reported to the facility manager? (NEC 410-12 and 410-56)


Y
N
N/A
11.  Are all circuit breaker switches and disconnect switches legibly and durably marked at the point of origin in indicate its purpose? (AFOSH Std. 91-66, para. 1.7.3.8)


Y
N
N/A
12.  Are safety switches, electrical panelboards and junction boxes free of obstructions and do they have clear access? (NEC 110-16)


Y
N
N/A
13.  Are all electrical fuse, switch and circuit breaker boxes plainly marked with the voltage? (exception: 110 volt outlets? (AFOSH Std. 91-66, para. 1.7.3.8)


Y
N
N/A
14.  Are metal ladders stenciled “Danger- Do not use around Electricity”? (AFOSH Std. 91-22, para. 4.2.2.6)


Y
N
N/A
15.  Are all metal, wood, or fiberglass ladders in good condition (rails free of cracks, dents, bends)?  Are steps or rungs not bent, loose, or broken? (AFOSH Std. 91-22, para. 4.2.2)


Y
N
N/A
16.  Are fluorescent light bulb fixtures not designed to accommodate self-locking bulbs provided with adequate shields or clamps to prevent tubes from falling? (AFOSH Std. 91-66, para. 1.1.7)


Y
N
N/A
17.  Are only qualified, trained personnel allowed to operate office equipment (AFOSH Std. 91-66, para. 1.2)


Y
N
N/A
18.  Are splinters, jagged edges, or other defects found on office furniture repaired or replaced?  (AFOSH Std. 91-66, para. 1.2.1)


Y
N
N/A
19.  Are file drawers closed when not in use?  (AFOHS Std. 91-66, para. 1.2.1)


Y
N
N/A
20.  Are phone/computer cords or wires not strung across floors, between aisleways or through doorways to prevent a tripping hazard? (AFOSH Std. 91-22, para. 1.2.1.2)


Y
N
N/A
21.  Are cords or wires installed in conduit flush with the floor, secured by metal strips, or suspended overhead? (NEC 400-8)


Y
N
N/A
22.  Are hazardous parts of electrical office machines and equipment effectively guarded? (29 CFR OSHA 1910.212(a))


Y
N
N/A
23.  Are ceiling fans installed at least seven feet above the floor level? (29 CFR OSHA 1910.212(a)(5))


Y
N
N/A
24.  Are all electrical cords and wiring in good condition? (AFOSH Std. 91-66, para. 1.7.2)


Y
N
N/A
25.  Are top drawers of filing cabinets kept from being overloaded to prevent tipping? (AFOSH Std. 91-66, para. 1.7.2)


Y
N
N/A
26.  Are work areas well lighted? (AFOSH Std. 91-22, para. 1.2.1.5)


Y
N
N/A
27.  Are projections from bookcases, filing cabinets, and desks that create hazards removed or guarded? (NSC Supervisors’ Safety Manual)


Y
N
N/A
28.  Is office furniture arranged in lieu of using extension cords? (AFOSH Std. 91-66, para. 1.2.1)


Y
N
N/A
29.  Are work areas, floors, and closets kept clean and free of debris?  (AFOSH Std. 91-66, para. 1.1.2)


Y
N
N/A
30.  Are sufficient, plainly marked metal or non-combustible containers with self-closing lids for disposal of combustible waste, soiled rags and other flammable materials provided? (AFOSH Std. 91-66, para. 1.1.2)


Y
N
N/A
31.  Are floors kept clean and free of oil, grease, water and other slippery substances?  (AFOSH Std. 91-22, para. 1.2.1.2.1)


Y
N
N/A
32.  Do paper cutters have safety latches to secure the blade in the closed position? (29 CFR OSH 1910.212(a))


Y
N
N/A
33.  Do paper cutters have a guard, which prevents a person’s fingers from being cut by the blade?  (29 CFR OSHA 1910.212 (a)(3)(ii))


Y
N
N/A
34.  Are food items not placed in refrigerator along with chemical items?  (AFI 91-301, para. 2.14.4)


Y
N
N/A
35.  Are signs posted to warn workers of wet or slippery floors (AFOSH Std 91-22, para. 1.2.1.2.4)


Y
N
N/A
36.  Are parking lots and sidewalks that lead to the facility free of debris, uneven surfaces, and other hazards? (AFOSH Std. 91-22, para. 1.2.2.2. and 1.2.2.3)

Y
N
N/A


37.  Are the following ergonomic principles applied to computer terminals? (AMC Ergonomics Program)

a.  Is the chair height set so that the entire sole of the foot is on the floor and the back of the knee is slightly higher than the seat to the chair?   

Y
N
N/A


b.  Is the table or workstation suitable for the kind of task being done?

Y
N
N/A


c.  Is the top of the video display terminal (monitor) approximately eye level?

Y
N
N/A


d.  Is the video display terminal (monitor) at an 18 - 20 inch viewing distance?

Y
N
N/A


e.  Is the keyboard approximately elbow level?

Y
N
N/A


f.  If the video display terminal (monitor) screen placed where it is protected from the glare of lights of windows?

Y
N
N/A


NOTE 1:  These are very basic computer ergonomic standards.  More detailed standards and drawings are available from the safety office.

NOTE 2:  In many cases, rearranging a workstation will correct ergonomic problems.  

38.  Are electrical receptacles used instead of extension cords? (NEC 400-8)

Y
N
N/A


39.  Is the space directly around electrical receptacles free from broken plaster or open spaces that exceed 1/8 of an inch?  (NEC 370-21)

Y
N
N/A

40.  Is electrical equipment, including motors, heaters and appliances, legibly and durably marked with the manufacture’s name and trademark, voltage, current and wattage? (AFOSH Std 91-66, para. 1.7.3.8)

Y
N
N/A

41.  Are all electrical boxes and enclosures securely fastened? (NEC 370-25/384-18)

Y
N
N/A

42.  Are overhead light fixtures securely fastened? (AFOSH Std 91-66, para. 1.1.7)

Y
N
N/A

43.  Are pendants, portable lamps, and fixed lighting equipment mounted away from combustible materials? (NEC 410-5/4/410-60)

Y
N
N/A

44.  Are electric space heaters equipped with a safety tip over switch?  Is 18 inches of clearance maintained between the heaters and combustible materials? 

Y
N
N/A

