OFFICE HAZARDS CHECKLIST


CITY OF PLANO

CKL 3:  OFFICE HAZARDS CHECKLIST
	
	Y
	N
	COMMENTS

	A.
SLIP, TRIP, AND FALL HAZARDS

	1.
No water, oil, soap, or excess wax on floors
	
	
	

	2.
Non-skid treads on stairs
	
	
	

	3.
Stairs have handrails and employees use them
	
	
	

	4.
Carpets free of tears, humps, and loose pieces
	
	
	

	5.
No uneven floor levels
	
	
	

	6.
Employees prohibited from standing on chairs or boxes
	
	
	

	7.
Extension and office machine cords kept off floor to prevent tripping
	
	
	

	8.
Aisles clear of obstructions
	
	
	

	9.
Swivel chair adjustments secured
	
	
	

	10.
No broken or splintered chairs
	
	
	

	11.
Running in aisles or stairwells prohibited
	
	
	

	12.
Employees trained to use ladders, trolleys, and stands safely
	
	
	

	B.
LIFTING PRACTICES

	1.
Employees know how to lift with their legs to prevent back injuries
	
	
	

	2.
Employees cautioned to use mechanical assistance to get helpers to lift heavy loads
	
	
	

	C.
HAND AND BODY INJURY

	1.
Employees cautioned about avoiding cuts from handling paper
	
	
	

	2.
Employees aware of injury potential from improper use of staplers, scissors, knife cutters, safety razor blades, and other sharp, pointed objects
	
	
	

	3.
Desk and file cabinet drawers kept closed when not in use
	
	
	

	D.
OFFICE MACHINERY

	1.
Moving parts have guards
	
	
	

	2.
Electric fans have guards
	
	
	

	3.
Wiring, cords, and extension cords inspected regularly for damage or fraying
	
	
	

	4.
Extension cords of proper capacity (no light duty cords   utilized)
	
	
	

	5.
All equipment connected with three-prong plugs
	
	
	

	6.
Repairs performed only by authorized personnel
	
	
	

	7.
Metal sockets grounded
	
	
	

	8.
All electrical outlets have faceplate covers
	
	
	

	E.
OFFICE ERGONOMICS

	1.
Chairs adjusted so thighs are horizontal, feet rest flat, and arms and hands are comfortable
	
	
	

	2.
Chair backrests adjusted to support lower back and fit curvature of spine
	
	
	

	3.    Chairs have 5-point base, self-locking castors
	
	
	

	4.    Front edge of chair is rounded
	
	
	

	5.    Employees are given guidance in achieving optimal chair adjustments
	
	
	

	6.    Desk top height between 27 and 30 inches
	
	
	

	7.    Computer keyboard slope less than 25 degrees
	
	
	

	8.    Low gloss work surface 
	
	
	

	9.    Desktop width and depth sufficient to accommodate VDT components, and have room to support other VDT-dependent tasks
	
	
	

	10.  Availability of adjustable footrests at workstation
	
	
	

	F.
VIDEO DISPLAY TERMINALS (VDT)

	1.    Display screens positioned to minimize glare and reflections from overhead lights
	
	
	

	2.    Anti-glare filters or screen hoods on the monitors
	
	
	

	3.
Display screens positioned so top is slightly above seated worker’s eye level
	
	
	

	4.    Viewing distance approximately 20 inches
	
	
	

	5.
Screen contrast or brightness set at comfortable level
	
	
	

	6.    VDT is adjustable about the vertical and horizontal axis
	
	
	

	7.    10-minute work-rest break taken after one hour for           operators under high visual demands or high work load tasks
	
	
	

	G.
FIRE HAZARDS

	1.
Cigarettes put out carefully in ashtrays
	
	
	

	2.
Fire extinguishers regularly inspected


Last inspection date ________________________
	
	
	

	3.
Fire hoses in place and operative
	
	
	

	4.
Fire drills conducted at least annually


Date of last drill ___________________________
	
	
	

	5.
Flammables stored in approved, labeled containers away from heat 
	
	
	

	6.
Exits well marked
	
	
	

	7.
Fire exit locations reviewed with employees
	
	
	

	H.
UNSAFE LOADING; FALLING OBJECTS

	1.
File cabinets not loaded above capacity
	
	
	

	2.
No “top-heavy” file cabinets
	
	
	

	3.
Lockers and file cabinets secured
	
	
	

	4.
Bookcases and shelves secured
	
	
	

	5.
Heavy objects stored on lower shelves
	
	
	

	6.
Sharp objects stored where they cannot fall or be handled accidentally
	
	
	

	7.
No broken glass desktops
	
	
	

	I.
MISCELLANEOUS HAZARDS

	1.
Coffee and other liquids kept in covered cups
	
	
	

	2.
Transparent doors identified by lettering
	
	
	

	3.
Employees move slowly through revolving doors
	
	
	

	4.
Illumination adequate for safety and for performing assigned tasks
	
	
	

	5.
Ventilation adequate
	
	
	

	6.
First-aid kit available
	
	
	

	7.
Staff member trained in first aid


Name __________________________________
	
	
	

	8.
Emergency phone numbers posted
	
	
	

	9.
Employees lift properly
	
	
	

	10.
Employees do not carry loads they cannot see over
	
	
	

	11.
No unauthorized employees repair equipment
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