ADMINISTRATIVE AREAS

	

	DATE:
	LOCATION:
	INSPECTED BY



	

	PART I:  WRTTEN PROGRAMS, TRAINING, AND RECORDKEEPING

	ESSENTIAL DOCUMENTATION IS READILY ACCESSIBLE
	SAFETY TRAINING IS DOCUMENTED FOR ALL HEALTHCARE WORKERS (HCWs)

	
	OSHA Poster (DD Form 2272)
	
	Safety risks in the work area

	
	Written safety program & departmental safety SOPs 
	
	Reporting accidents, incidents, and property damage

	
	Emergency evacuation and response plans
	
	Actions to eliminate, minimize, or report safety risks

	
	Hazard communication plan
	
	

	
	Hazardous chemical inventory
	
	Selection, storage, use, and, availability of protective equipment (PPE)

	
	Material safety data sheets (MSDSs)
	
	Selection, handling, storage, use, and disposal of hazardous materials and wastes

	WRITTEN PROGRAMS ARE CURRENT
	
	Emergency procedures for handling hazardous spills or exposures

	
	Written safety programs and SOPs are dated within 3 years
	
	Use and function of fire alarm systems

	
	
	
	Fire evacuation routes

	
	Hazard chemical inventory is dated within 1 year
	
	Roles and responsibilities in preparing for building evacuation

	

	PART II:  EQUIPMENT

	FURNITURE
	PORTABLE FIRE EXTINGUISHERS

	
	Office furniture, equipment and electrical appliances are arranged to obtain maximum safety and use of installed facilities, such as overhead lighting, wall outlets, telephones, and other services
	
	Location marked with a highly visible sign

	
	
	
	Accessible

	
	
	
	Visually inspected every 30

	
	Desks, file cabinets, etc., are arranged so that drawers do not open into aisles or walkway and desk and file drawers closed after use
	HAZARDOUS CHEMICALS

	
	
	
	Chemicals properly labeled with identity

	
	
	
	Chemicals stored in safe quantities

	
	
	
	Chemicals stored with compatible materials

	
	Weight is distributed in file cabinets so that upper drawer contents do not create a top-heavy condition
	
	Chemicals stored in approved cabinets and/or locations

	
	Cabinets, bookcases, and shelves are secured to building surfaces to prevent their falling over
	SHARPS

	
	
	
	Paper cutter blades are in locked position when not in use.

	
	Faulty desks, chairs, or other office equipment are repaired or taken out of service
	
	Box cutters and knife blades have guards when not in use

	STEP STOOLS AND LADDERS
	
	

	
	Accessible
	HOUSEKEEPING

	
	Safe condition
	
	Good housekeeping maintained to minimize accidents


	


	PART III: PHYSICAL FACILITY

	WALLS AND CEILINGS
	LIGHTING

	
	Intact and no loose tiles or lighting fixtures
	
	Adequate task lighting

	
	Free of moisture, stains, etc.
	
	Adequate emergency lighting

	FIRE AND SMOKE DOORS
	VENTILATION

	
	Close and latch properly
	
	Adequate to remove odors

	
	Doors equipped with automatic closers are not blocked open 
	
	Comfortable temperature ranges

	WINDOWS
	ELECTRICAL

	
	No cracks or leaks
	
	Multi-outlet strips are not plugged into other multi-outlet strips

	FLOORS
	
	Cords and plugs are in good condition

	
	Free from breaks, loose carpet or tiles, or any obstructions
	
	Electrical cords are run through openings in doors, walls, or ceilings or under carpets

	
	
	
	Adequate number of receptacles to avoid need for extension cords

	EXITS 
	
	Face plates not missing or damaged

	
	Corridors and stairwells clear and unobstructed
	SPRINKLERS

	
	Exits signs adequately illuminated
	
	18 inch vertical space between sprinkler heads and top of storage

	

	PART IV:  DEFICIEINCIES AND CORRECTIVE ACTIONS
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