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GENERAL

OFFICE

	ITEM
	RESPONSE
	LOCATION
	CORRECTIVE ACTIONS

	
	YES
	NO
	NA
	
	

	HOUSEKEEPING
	
	
	
	
	

	1. Are cabinet tops free of stored items?


	
	
	
	
	

	2. Is floor space clear of objects/debris? 


	
	
	
	
	

	3. Is the work area clear of electrical leads/network cables?


	
	
	
	
	

	4. Are filing cabinets/desk drawers closed when not in use?


	
	
	
	
	

	5. Are waste paper bins free of hazardous material? (e.g. broken glass)


	
	
	
	
	

	6. Are floor coverings in good condition?


	
	
	
	
	

	EQUIPMENT
	
	
	
	
	

	1. Are all electrical appliances and leads been checked recently?


	
	
	
	
	

	2. Are electrical appliances in a

safe working area? (e.g. heaters/fans)


	
	
	
	
	

	3. Are computers safely & appropriately situated on desks?


	
	
	
	
	

	4. Is the computer/desk area clear of

cups/glasses/food items?


	
	
	
	
	

	ENVIRONMENT
	
	
	
	
	

	1. Is there sufficient ventilation?


	
	
	
	
	

	2. Are the lights working effectively?


	
	
	
	
	

	3. If air-conditioned, is it working effectively?
	
	
	
	
	

	4. Are there any sources of excessive noise in the immediate work area or from an external source?
	
	
	
	
	

	EMERGENCY RESPONSE
	
	
	
	
	

	1. Are all access and egress points readily accessible?


	
	
	
	
	

	2. Is emergency exit signage adequate?

	
	
	
	
	

	3. Are appropriate fire extinguishers visible?
	
	
	
	
	

	4. Is the Emergency Evacuation procedure clearly displayed ?


	
	
	
	
	

	5. Have designated building wardens been identified?


	
	
	
	
	

	6. Are first aid kits readily accessible?


	
	
	
	
	

	7. Are the designated First Aid personnel identified and accessible? 
	
	
	
	
	

	ERGONOMICS
	
	
	
	
	

	1. Are the desk and chair suitable for the required task?


	
	
	
	
	

	2. Is the chair easily adjusted from a seated position?


	
	
	
	
	

	3. Can the user get close to the workstation without impediment?


	
	
	
	
	

	OTHER ISSUES IDENTIFIED
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