Workplace Safety Inspection Checklist for:  ________________________________________________________________________________
Inspection Date: _________   Inspectors: __________________________________________________________________________________

Building Name/Complete Street Address:   __________________________________________________________________________________________
Responsible Manager:    ___________________________     

                                          Date Sent:  _________________________

Instructions:  Checklist is designed as a learning tool and all questions should be TRUE.  If you find the answer is NO, write down room number under Location.  Check N/A if the item does not apply.  Follow-up with management and ensure all items marked No are corrected.  Include Date Completed.
	
	True
	N0
	N/A
	Location/Comments
	Date Completed

	FIRE PREVENTION/EMERGENCY EVACUATION
	
	
	
	
	

	1. Are all fire extinguishers in designated locations with signs posted?
	
	
	
	
	

	2. Are all fire extinguisher annual inspections up to date?      Annual due date:
	
	
	
	
	

	3. Are fire extinguishers unobstructed (36”)?
	
	
	
	
	

	Are fire extinguishers checked to see if gauge is in green, locking pin is in place with plastic tamper indicator, hose has no cracks or foreign objects in nozzle, no visible rust or corrosion on cylinder, and tag is initialed and dated monthly?   Note:   Extinguishers found with problems should be tagged “Out of Service” and a replacement extinguisher temporarily installed.
	
	
	
	
	

	4. Are exit signs TESTED monthly?  (push button for 30 seconds)
	
	
	
	
	

	5. Are exit signs illuminated and visible?
	
	
	
	
	

	6. Are exit doors unblocked, unlocked or easily opened with no storage or equipment blocking the aisles, keeping the exit passageways clear at all times?
	
	
	
	
	

	7. Are Alarm Pull Station’s unobstructed (36”)?
	
	
	
	
	

	8. Do automatic fire doors close and do the elevators return to ground level when the fire alarm is activated? Ask landlord to verify during system testing.  Annual due date:
	
	
	
	
	

	9. Fire doors are kept closed (not propped or tied open?) 
	
	
	
	
	

	10. Are Emergency Lights Tested? (30 Sec Monthly, 90 Min annually) Annual due date:
	
	
	
	
	

	11. Are aisles/hallways (48” halls/28”in offices and cubicles), doorways and corners free of obstructions?
	
	
	
	
	

	12. Is there at least 24 inches of empty space between storage and the ceiling.
	
	
	
	
	

	13. Is there is at least 18 inches of space between storage and sprinkler heads? 
	
	
	
	
	

	14. There are no combustibles stored in exit aisle, stairwells and egress is clear.
	
	
	
	
	

	15. Open flames are prohibited (lighted candles, incense).   
	
	
	
	
	

	16. Space heaters, heating pads, electric blankets and other electrically powered, heat producing personal comfort items have been approved upon the recommendation of the employee’s physician or when temperature studies warrant. 
	
	
	
	
	

	17. The space heater must have enclosed heating surfaces, be provided with a thermostat, tip over safety shut off, and be listed by an approved listing agency such as UL.
	
	
	
	
	

	18. A minimum three feet area around, in front of, and above the space heater or as recommended by the manufacturer to maintain clearance from combustibles.
	
	
	
	
	

	19. Lights on live greenery indoors are discouraged.
	
	
	
	
	

	20. Ceiling tiles are in place.
	
	
	
	
	

	21. Lamps (stands and wiring) & plugged in air fresheners are NOT hot to the touch?
	
	
	
	
	

	22. Approved heaters and coffee makers turned off when not in use or unplugged when the employee is not present.
	
	
	
	
	

	GENERAL OFFICE SAFETY
	True
	No
	N/A
	COMMENTS
	Date Completed

	1. Are floor surfaces secure and free of hazards i.e., carpeted areas secured to floor, free of worn or frayed seams, tiles lying flat on the floor and don’t present a tripping hazard.
	
	
	
	
	

	2. Are floor drains (bathroom, cafeteria, and washroom) covered with grating?
	
	
	
	
	

	3. Are waste receptacles sanitary and emptied regularly? 
	
	
	
	
	

	4. Are break areas, microwave ovens and refrigerators kept clean and in good repair?
	
	
	
	
	

	5. Are work areas placed in a neat, orderly and secure condition each workday?
	
	
	
	
	

	6. Are chairs in safe condition, with wheels, supports and legs sturdy? Broken chairs tagged “Do Not Use”, removed from accessibility to the public and repaired or trashed.
	
	
	
	
	

	7. Are computer or telephone cords secured/pushed way under desk or along baseboards to avoid creating a trip hazard?
	
	
	
	
	

	8. Are filing cabinets, shelving units secured to the floor, wall, or other cabinets (if unstable)? Shelves are not bent and shelving units are not leaning.
	
	
	
	
	

	9. Are stacks of materials kept less than 5 feet high and free from tipping hazards? (bottom of top box not above five feet)
	
	
	
	
	

	10. Are safety warning signs posted during hazardous conditions (i.e. wet floors, tripping hazard, watch your step, eye protection required, etc.)
	
	
	
	
	

	11. Are there no signs of rodents, insects or vermin?
	
	
	
	
	

	12. Are areas outside the building clean and free of hazards?
	
	
	
	
	

	13. Are foliage and other plant growth trimmed back from ventilation intakes?
	
	
	
	
	

	14. Florescent bulbs are stored to prevent breakage.
	
	
	
	
	

	ELECTRICAL
	True
	N0
	N/A
	
	

	1. Circuit breakers are not overloaded. (tripping off). Microwaves, refrigerators, & space heaters must be plugged directly into wall outlet to avoid overloading the surge protector.
	
	
	
	
	

	2. Are electrical appliances properly grounded (no 3 prongs broken off?)
	
	
	
	
	

	3. Appliances are in good working condition. (no damage from overheating or fire)?
	
	
	
	
	

	4. There are NO two or three pronged extension cords in use or on-site; or outlet adapters being used for permanent operations.
	
	
	
	
	

	5. Are surge protectors and (UPS) used correctly? (Must be plugged directly into the wall and not into extension cords, and not into another surge protector or UPS.)
	
	
	
	
	

	6. Are all Outlet/Switch covers in place and free from cracks?
	
	
	
	
	

	7. Light bulbs are present in sockets?
	
	
	
	
	

	8. Power consuming devices i.e. coffee makers, microwaves, etc. shall be used as tested and labeled by a National Recognized Testing Laboratory (NTRL) i.e. Underwriter’s Laboratory (UL).  For a list of NRTL go to this website: http://www.osha.gov/dts/otpca/nrtl/   Note: Power consuming devices without a listing and labeling from a NRTL are prohibited.
	
	
	
	
	

	9. Are electrical circuit breaker panels clear of Obstructions?  (36”) and mechanical rooms free from storage.
	
	
	
	
	

	10. Surge protectors are not dangling in the air cords are not missing insulation.
	
	
	
	.
	

	11. Equipment cords have not been damaged and covered with electrical tape.
	
	
	
	
	


Comments:


SAFETY OFFICER Review:

                                                                                          Date:


