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___________________________ 
This document and Employee Safety Training Checklist: Offices can also be found at http://ehs.ucsb.edu   Click on: Health and 
Safety Binder/Injury and Illness Prevention Program – checklists in Appendices     

SELF‐INSPECTION CHECKLIST:  OFFICES 
Worksite supervisor should file this form.  Annual worksite inspections are recommended. 

 
Under California law (OSHA Injury and Illness Prevention Program), and campus policy #5400, 
campus supervisors are responsible for ensuring that regular safety inspections are 
documented.  This is not a list of every possible hazard, but should be considered guidelines.  
There are separate checklists for laboratories and shop/trades areas.  Questions on this program 
should be directed to your Department Safety Representative, or EH&S (x‐8243). 
 
General Safety 
 Has supervisor ensured that all employees received documented safety training per 

Employee Training Checklist: Office Safety? (See footer) 
 Are exit ways (doors, aisles, halls) free of obstacles, trip hazards and combustible storage? 
 Are workstations set up in ergonomically friendly manner?  Contact EH&S Ergonomics 

Coordinator if assistance is needed (x‐3283). 
 
Electrical Safety 
 Do extension cords and multiple outlet strips meet the following requirements? 

‐ Cord less than 9 ft. in length? 
‐ Plug directly into a wall outlet? 
‐ Cords not connected to each other, or to multiple outlet strips? 
‐ Prevented from running through walls, ceilings, and doors? 
‐ In good condition without damage, splices, or being sharply bent/pinched? 

 Are cord guards provided when cords cross aisles or other passageways? 
 Is clear access (36” clearance) provided in front of electrical panels? 
 Are electrical cover plates provided on all outlets? 
 Are portable electrical heaters: only on the floor? Plugged directly into wall? Have a working 

tip‐over switch? Combustibles kept 3 feet from all sides and tops of heaters? 
 
Seismic Bracing and Earthquake Preparedness 
 Are tall furnishings seismically braced?  (e.g., file cabinets, bookcases, hutches, etc.) 
 Are shelves locked into place and for chemical storage have a seismic lip? 
 Are screens, blackboards, etc. fastened with a closed hook system or wall‐bolted? 
 Is overhead storage of heavy items prevented? 
 
 
Document here the corrective actions taken on identified unsafe conditions or work practices: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Location(s) of inspected areas:__________________________________________ 
 
Auditor Signature ___________________  Audit Date ________________ 


