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Department:   
 
Date:



Inspected By:


	Description
	Yes
	No
	N/A
	Comments

	Overall Department Area
	
	
	
	

	Is there a first aid kit available for employees, stocked appropriately and items not expired?
	
	
	
	

	Have missing or loose ceiling tiles been replaced?
	
	
	
	

	All exit access must be at least 28 inches wide

at all points
	
	
	
	

	Are file cabinets, credenzas and book cases overloaded with items?
	
	
	
	

	Is flooring in good condition? 
(Are there areas that could can cause a trip hazard?)
	
	
	
	

	Are all places of employment, passageways, storerooms, and service rooms kept clean and orderly and in a sanitary condition?
	
	
	
	

	Is storage appropriate or is it getting out of control?
	
	
	
	

	Are refrigerators being defrosted regularly?
	
	
	
	

	Fire Protection
	
	
	
	

	Are exits and exit hallways clear of obstruction and storage?
	
	
	
	

	Are exit signs lit and exits visibly marked? 
	
	
	
	

	Are fire extinguishers blocked by storage?
	
	
	
	

	Are materials stored at least 18 inches from the ceiling with sprinkler heads or 24 inches from the ceiling of a non-sprinklered room?
	
	
	
	

	Are there any candles being lit in the office?  Are candles warmers being monitored during use?
	
	
	
	

	Has the fire extinguisher had its monthly inspection and noted on the tag.
	
	
	
	

	Electrical
	
	
	
	

	Are electric space heaters being used? 
(Are they plugged directly into walls, have working tip over switch, UL approved and away from combustible materials with a 3 foot radius clearance.)
	
	
	
	

	Are extension cords being used correctly? 
(They must not represent a trip hazard running across aisle ways or traffic areas.)
	
	
	
	

	Is there a 3 foot clearance in front of electrical panels?
	
	
	
	

	Is faulty or broken equipment removed from service?
Is the equipment tagged “do not use”?                                                                                                                                                                                
	
	
	
	

	Are electrical receptacles and power strips being utilized appropriately and not overloaded?
	
	
	
	

	Are power strips plugged directly into the wall and not another power source?


	
	
	
	

	Computer Workstations
	
	
	
	

	Are there any ergonomic concerns with the employees?
	
	
	
	

	Are the cords under the desks secured properly?

(Out of the way of feet/legs that could cause a trip/fall)


	
	
	
	

	Emergency Procedures
	
	
	
	

	Is staff aware of emergency procedures in the department?
	
	
	
	

	If there are panic buttons, have they been tested on a regular basis?
	
	
	
	

	Is the Emergency Action Plan current and are employees aware of the plan?
	
	
	
	

	Are your department emergency evacuation routes still posted?
	
	
	
	

	Outside of Facility & Parking Lot Area
	
	
	
	

	Are there any Safety or Security concerns?
	
	
	
	

	Are there any lighting concerns?
	
	
	
	

	Are there any property damage concerns?
	
	
	
	

	Are there obvious trip hazards outside the building?
	
	
	
	

	Is there property damage or vandalism observed outside of the building?
	
	
	
	

	Security Concerns
	
	
	
	

	Are there any security concerns with the office or the building?
	
	
	
	

	Are security systems operating properly?
	
	
	
	

	Is staff aware of what the security system alarms mean and how they operate?
	
	
	
	

	Is staff aware of department rules, procedures and guidelines?
	
	
	
	

	Are department security procedures enforced?
	
	
	
	

	HAZ COM – Chemical Safety
	
	
	
	

	Are the Hazard Communication Plan & safety data sheets current and available for employee access?  Do employees know where they are located?
	
	
	
	

	Are chemicals stored in a designated location?
	
	
	
	

	Are all containers and spray bottles labeled as to their contents?
	
	
	
	

	Are chemicals & flammables stored according to the                                               Safety Data Sheet guidelines and regulatory requirements?
	
	
	
	

	Driving Concerns
	
	
	
	

	Has a vehicle inspection been conducted with County vehicles and documented on an ongoing basis?
	
	
	
	

	Other Risk or Hazard Concerns Noted
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NOTE:  

Please return this inspection report to Monica Escalante, Safety Program Technician, Human Resources Department at 198 S. Main Street 
If safety information is needed or if anyone has questions – contact Monica Escalante at 928-373-1154 or email Monica.Escalante@yumacountyaz.gov
Yuma County Safety Program


Department Inspection Checklist








