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General Office Safety Housekeeping Floors are clean, dry, and free of clutter.
General Office Safety Housekeeping Aisles and walkways are clear and unobstructed.
General Office Safety Housekeeping Trash and recycling bins are emptied regularly.

General Office Safety Housekeeping
Office furniture is arranged to allow easy movement 
and access.

General Office Safety
Emergency 
Preparedness

Emergency exits are clearly marked and 
unobstructed

General Office Safety
Emergency 
Preparedness Exit routes and emergency procedures are posted.

General Office Safety
Emergency 
Preparedness

Fire extinguishers are accessible, properly charged, 
and inspected.

General Office Safety
Emergency 
Preparedness

Emergency contact numbers are posted and 
updated.

General Office Safety
Emergency 
Preparedness First aid kits are available and fully stocked.

General Office Safety Electrical Safety Electrical cords and plugs are in good condition.

General Office Safety Electrical Safety
Power strips and extension cords are used 
appropriately and not overloaded.

General Office Safety Electrical Safety Electrical panels are accessible and labeled.
General Office Safety Elctrical Safety Equipment is properly grounded.

General Office Safety Ergonomics

Workstations are set up to promote good posture 
(e.g., monitor at eye level, chair supports lower 
back).

General Office Safety Ergonomics Chairs are adjustable and provide adequate support.

General Office Safety Ergonomics
Keyboards and mice are positioned to prevent 
strain.

Fire Safety
Fire Detection and 
Suppression Smoke detectors are installed and functioning.
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Fire Safety
Fire Detection and 
Suppression Fire alarms are visible and operational.

Fire Safety
Fire Detection and 
Suppression

Sprinkler systems are in place and inspected 
regularly.

Fire Safety Fire Prevention Flammable materials are stored properly.
Fire Safety Fire Prevention Electrical outlets are not overloaded.

Fire Safety Fire Prevention
Heating devices are kept away from flammable 
materials.

Health and Hygiene Sanitation Restrooms are clean and stocked with supplies.

Health and Hygiene Sanitation Hand sanitizers are available throughout the office.
Health and Hygiene Sanitation Break areas and kitchens are clean and hygienic.

Health and Hygiene Air Quality
Ventilation systems are clean and functioning 
properly.

Health and Hygiene Air Quality Air filters are replaced regularly.
Health and Hygiene Air Quality Office spaces are free from mold and mildew.
Security Access Control Office doors are secure and access-controlled.
Security Access Control Visitor sign-in procedures are in place.

Security Access Control Security systems (cameras, alarms) are operational.

Security Personal Safety Adequate lighting in all areas, including parking lots.

Security Personal Safety Procedures in place for handling threats or violence.

Office Equipment Maintenance
Office equipment (printers, copiers, etc.) is regularly 
maintained.

Office Equipment Maintenance
Equipment manuals and safety instructions are 
available.

Office Equipment Safety Features
Proper guards and safety features are in place on 
equipment.

Office Equipment Safety Features
Equipment is used according to manufacturer 
instructions.

Environmental ConsiderationsWaste Management Recycling programs are in place.

Environmental ConsiderationsWaste Management Hazardous materials are disposed of properly.
Environmental ConsiderationsEnergy Efficiency Energy-efficient lighting and appliances are used.



Environmental ConsiderationsEnergy Efficiency
Computers and other devices are set to power-
saving modes when not in use.

Inspections and Training Regular Inspections
Regular safety inspections are scheduled and 
documented.

Inspections and Training Regular Inspections
All issues identified during inspections are addressed 
promptly.

Inspections and Training Employee Training Employees are trained in office safety procedures.

Inspections and Training Employee Training
Fire drills and emergency response training are 
conducted regularly.

Inspections and Training Employee Training Ergonomics training is provided to all employees.


