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DLA ANNUAL SAFETY AND OCCUPATIONAL HEALTH (SOH) OFFICE INSPECTION CHECKLIST
Prescribed by: DLAI 6055.01
Sponsor: DM
For use by SOH Professionals (i.e. 0018, 0019, 0690, etc.) and Trained Supervisors
DIRECTIONS
1.         Trained Additional Duty Safety Personnel (supervisors) may conduct annual SOH inspections of office workspaces.  SOH or trained Additional Duty Safety Personnel will use this checklist to conduct annual SOH office inspections. Add additional items/sections to the end of the checklist based on the workplace inspected.
2.         Coordinate the annual SOH inspection with leadership (and SOH personnel when conducted by additional duty safety personnel).
3.         Follow guidance in the Master Labor Agreement to invite local union representatives to participate in the inspection.
4.         Volunteer employees may participate in the annual inspection. Employee involvement provides the opportunity to enhance the employee’s safety knowledge and to share safety concerns.
5.         Review the previous year’s inspection results (annual and supervisor periodic safety), Industrial Hygiene survey results, ESAMS records to verify deficiencies were completed, Job Hazard Analysis for the work area, and industrial hygiene reports.
6.         Complete the checklist marking “Yes, No or N/A” for each checklist item. Complete all sections of the checklist.
7.         Provide the location and specific details for the hazard or unsafe working condition. Specific details required include the specific location of the finding (wall marking, cubicle number, etc.), number of personnel working in the area, clear description of hazard or unsafe work condition identified, and interim controls (if any) put in place.
8.         Trained Supervisors: If you have questions or require guidance and input from an SOH professional, mark Yes in the SOH Review Required block. Forward the completed checklist to the designated SOH professional within one business day of completing the inspection.
9.         Load the completed annual office inspection checklist in ESAMS and issue ESAMS deficiency notices for items marked “No” on the checklist and for any unsafe conditions or hazards identified during the inspection. Issue ESAMS deficiency notices immediately to address hazards immediately dangerous to life and health. Add the Item # as the first entry in the Violation Description Block on the ESAMS Deficiency notice.
         Example: SP-3 Failure to post the Agency and site SOH policy and mission statement(s) in the workplace 
Check boxes that are mandatory for this inspection cannot be "de-selected."  Sections not included in this inspection, de-select those check boxes.
 Safety and Occupational Health (SOH) Postings and Document Review (Mandatory Section)
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
SP-1
Is a copy of the Agency SOH program (DLAI 6055.01) and the current DLA SOH Goals easily available to employees in the workplace?  
29CFR 1960.12(b)
SP-2
Are site-specific written SOH programs covering all co-located DLA activities easily accessible to employees in the workplace?   
DLAI 6055.01 E3.5.a., 29 CFR 1960.12(b), DODI 6055.1 E3.c(2)(a)-(b)
SP-3
Are site SOH policy and mission statement(s) current and easily accessible to employees in the workplace?  
DoDI 6055.01 E3 3.c.(2)(a)-(b), 
DLAI 6055.01 E2 5.g., 29 CFR 1960.12(b)
SP-4
Are site safety goals and objectives up to date and posted in the workplace in an area easily accessible to employees?   
29 CFR 1960.6(b)(4), 
DoDI 6055.1 E3.3.c.(2)(a)-(b), DLAI 6055.01 E2 5.g.
SP-5
Is a current copy of the OSHA Federal Agency OSH Protection for Employees (formerly DD Form 2272), posted in the workplace easily accessible to employees?   
29 CFR 1960.12(c), DoDI 6055.1 E3 3c.(2)(a)
SP-6
Is a copy of Section 19 of the OSH Act of 1970 Federal Agency Safety Programs and Responsibilities posted in the workplace easily accessible to employees? 29 CFR 1960.12(c), DoDI 6055.1 E3 3c.(2)(a)
SP-7
Is a copy of the Executive Order 12196, Presidential Document, OSH Programs for Federal Employees posted in the workplace easily accessible to employees? 29 CFR 1960.12(c), DoDI 6055.1 E3 3c.(2)(a)
SP-8
Is the DLA Form 1404 (Near Miss/Hazard Report) easily accessible to employees in the workplace? 29 CFR 1960.29(c), DoDI 6055.01 E3.3.c(2)(b)
SP-9
Is there an updated emergency telephone number list easily accessible to employees in the workplace?   29 CFR 1910.165(b)(4)
SP-10
Is an annual safety inspection completed and final reports to include hazards identified available in the workplace and accessible to employees? 29 CFR 1960.25(c), DoDI 6055.01 E3.3.c.(2)(b)
SP-11
Is documentation available to show industrial hygiene survey results are reviewed with employees and the reports are posted in the workplace easily accessible to employees? DoDI 6055.01 E3 3.c(2)(b), DLAI 6055.10 E2 1.d.(3)
SP-12
Is the OSHA Form 300A posted in the workplace from 1 February to 30 April?   29 CFR 1904.32(a)(5)
SP-13
Is documentation available to show the date local SOH personnel reviewed site SOH programs each year and the updates completed as needed? DLAI 6055.01 E2 6.w.
SP-14
Are Job Hazard Analyses (JHAs) DLA Form 7001 developed for all tasks with hazards for all DLA organizations on site and readily available in the workplace to affected employees? DoDI 6055.05 E3.1(2), 1.b(1) and 1.c(1), DLAI 6055.01 E2 7.c. and E3 9.a.
SP-15
Is documentation available to show the date and names of employees that reviewed workplace JHAs and documented updates as needed?  (reviews occur annually or after a mishap or near miss) DLAI 6055.01 E3.9.e.
SP-16
Are emergency evacuation plans posted throughout the facility, do they include “You Are Here” designations, and are the plans color coded according to different emergency plans (fire, severe weather, tornado, etc.)? 29 CFR 1910.38(a)-(c)
SP-17
Are emergency lighting systems function tested monthly for not less than 30 seconds and results documented? 29 CFR 1910.165(d)(1), NFPA 101 7.9.3.1.1(1), NFPA 101 7.9.3.1.1(5)
SP-18
If the emergency lighting system is battery powered, does functional testing occur annually for a minimum of 1½ hours with the results documented? 29 CFR 1910.165(d)(1), NFPA 101 7.9.3.1.1(1), NFPA 101 7.9.3.1.1(5)
SP-19
Is emergency lighting visually inspected and results documented?                                                                     (damaged bulbs, bulbs are pointing in the wrong direction, etc.) 29 CFR 1910.165(d)(1), NFPA 101 7.9.3.1.1(5)
SP-20
Do the heating and air ventilation systems undergo routine maintenance, air flow rate tests and filter changes and are results documented? ASHRAE Standard 62.1
SOH Record Keeping (Mandatory Section)
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
SPK-1
Are workplace supervisors documenting mishaps in Enterprise Safety Application Management System (ESAMS) within one work day of being notified a mishap occurred?
DODI 6055.07 E4.3.b.(8), DLAI 6055.01 E2.7.e., DLAI 6055.07 E2.5.f.
SPK-2
Are workplace supervisors responding to ESAMS deficiency notices from inspections, Industrial Hygiene surveys, near miss and mishap investigations documenting required actions taken on the deficiency notice in ESAMS each week? 
(e.g., document that employees were briefed on the hazard(s) and corrective actions taken, document actions taken (work order, interim controls put in place, etc.)
DLAI 6055.01 E2.7.j., DLAI 6055.07 E2.5.l., DLAI 6055.08 E2.4l.
SPK-3
Are designated safety personnel providing workplace supervisors the ESAMS deficiency report (abatement log) for hazards not corrected with 30 days and a summary report of unsafe unhealthful concerns each month?
DLAI 6055.08 E3.3.b.(16)
SPK-4
Is documentation available to verify designated SOH personnel notify the workplace supervisor of affected employees in writing no more than 5 working days after the receipt of the results of any personal monitoring performed?
DLAM 6055.10 E2.1.c.(1)
SPK-5
Is documentation available to show the workplace supervisor contacts designated SOH personnel when workplace operations change, before purchase of new materials, processes or procedures are changed, or engineering controls are modified or added?
DLAM 6055.10 E2.1.d.(1)
The Remaining Questions in this Section to be completed by Designated SOH Personnel
SPK-6
Is documentation available to verify the site servicing licensed Physician and servicing occupational health clinic are notifying supervisors and personnel of appointments for annual occupational health medical surveillance?
DLAM 6055.10 E2.1.f.(1)
SPK-7
Did employee interviews conducted during the annual inspection reveal that employees are knowledgeable about:
1) Site SOH programs
2) Methods to report hazards (to include anonymous reporting)
3) Self-safety inspection results
4) OSHA Rights and Responsibilities
5) Annual inspection results
6) Occupational health medical surveillance results
7) Air sampling and personal noise dosimetry results 
8) Industrial hygiene and Ergonomic survey results
DODI 6055.01 E3.3.c.(2)(a)-(c), DLAI 6055.01 E2.7.k., 7l and 7.n., DLAM 6055.10 E.2.1.e.(3)
Medical Services and First Aid
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
MFSA-1
Are personnel aware of the procedures for obtaining medical services and first aid?
29 CFR 1960.9
29 CFR 1910.151(a)
Housekeeping
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
HK-1
Are appliances (refrigerator, microwave, etc.) used only in approved break rooms maintained in a clean and sanitary manner? (free from food splatters, spoiled food, dirt, mold, etc.)
DLAM 6055.06 Vol 1 E3 Chp 4 2.d.
29 CFR 1910.22(a)(1)
HK-2
Are water coolers authorized, clean and sanitized?
29 CFR 1960.09
HK-3
Are restrooms clean and in sanitary condition with hot and cold, or tepid running water, soap and hand towels that are not shared? 
29 CFR 1910.141(d)(2)(i)-(iv)
HK-4
Are walking/working surfaces maintained in a clean and sanitary manner (free from trash, piles of dirt, garbage, empty soda bottles, etc.)?
29 CFR 1910.22(a); 29 CFR 1910.141(a)(3)
HK-5
Is a continuing and effective extermination program established with periodic extermination actions documented in work areas where rodents, insects or other vermin are present?  
29 CFR 1910.141(a)(5)
Food Consumption and Storage
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
FDCS-1
Are food and drinks stored, prepared and consumed away from chemicals and cleaning products?
29 CFR 1960.9, 29 CFR 1910.141(g)(2) and (g)(4)
Walking Working Surfaces
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
WWS-1
Are floors, aisles, and passageways clean and dry?
29 CFR 1910.22(b)(1)
WWS-2
Does aisle space (independent of working and storage space) provide sufficient width to permit the free movement of employees bringing and removing material?  
29 CFR 1960.9
WWS-3
Are equipment and pedestrian aisles and passage ways clearly marked?
29 CFR 1910.22(c), 29 CFR 1960.9
WWS-4
Are all hatchways, wall, and floor openings guarded or covered?
29 CFR 1910.28(b)(1) and (b)(3)
WWS-5
Are stair treads non-slip and in good repair?
29 CFR 1910.22(d)(1)
WWS-6
Are walkways, stairways, and aisle ways free of obstructions?
29 CFR 1960.8(a), 29 CFR 1910.22(a)(3)
WWS-7
Are drawers and cabinets placed so they do not open into walkways, stairways, and aisle ways creating strike or trip hazards?
29 CFR 1910.22(a)(3)
WWS-8
Are carpets secured to the floor and not worn or frayed?
29 CFR 1960.9, 29 CFR 1910.22(a)(3)
WWS-9
Are floor mats flat on the floor (no curling) and free from damages that create slip, trip and fall hazards?
29 CFR 1910.22(a)(3)
Ergonomics
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
ERG-1
Are ergonomic assessment results easily accessible to employees in the workplace, documented in ESAMS and DOEHRS IH with follow up actions completed or in progress?
29 CFR 1960.9
ERG-2
Are all pieces of furniture (desk, chairs, workstations, etc.) adjustable, positioned, and/or arranged to minimize strain on all parts of the body?
29 CFR 1960.9
ERG-3
Are employees able to perform tasks without overly twisting or bending the lower back and without overexerting or stressing other body parts?
29 CFR 1960.9
Hazard Communications
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
HZCM-1
Is the chemical inventory list current and maintained in the workplace with the chemicals (chemical storage locker, flammable locker, etc.)?  
29 CFR 1910.1200(e)(1)(i)
HZCM-2
Is documentation available verifying employees receive training on hazardous chemicals in their work area at the time of their initial assignment and prior to introducing a new chemical into the work area?  
29 CFR 1910.1200(h)(1)
HZCM-3
Are SDSs readily available to all workers during the full length of each work shift? (cleaning wipes, spray cleaners, etc.)
29 CFR 1910.1200(b)(4)(ii) and (g)(8)
HZCM-4
Does Hazard Communication training cover these following items at a minimum? 
         -The methods and observations that may be used to detect the presence or release of a hazardous chemical in the work area per 1910.1200(h)(3)(i).
         -The physical, health, simple asphyxiation, combustible dust, and pyrophoric gas hazards, as well as hazards not otherwise classified, of the chemicals in the work area per 1910.1200(h)(3)(ii).
         -The measures employees can take to protect themselves from these hazards per 1910.1200(h)(3)(iii). 
         -The details of the Hazard Communication Program, including an explanation of the labels received on shipped containers and the workplace labeling system; the SDS, including the order of information and how employees can obtain and use the appropriate hazard information per 1910.1200(h)(3)(iv).  
29 CFR 1910.1200(h)(3)
Electrical Safety
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
ES-1
Are ground fault circuit interrupter (GFCI) outlets used near water sources and in wet/damp work areas?  (bathroom, water fountains, kitchen, etc.)  
29 CFR 1910.304(b)(3)(i)
ES-2
At a minimum, is there a 3 ft. clearance maintained around electrical panels?
29 CFR 1910.303 (g)(1)(i) Table S-1
ES-3
Is temporary wiring used for a period not to exceed 90 days and removed immediately upon completion of the project or purpose for which the wiring was installed (short term projects, holiday decorative lighting, emergencies, remodeling, maintenance, repair of buildings, structure or equipment, etc.)?
29 CFR 1910.305(a)(2)(i)(B) and (a)(2)(ii)
ES-4
Are power strips, surge protectors, and extension cords plugged directly into the electrical outlet?
(not plugged one into the other - daisy chained)
29 CFR 1910.303(a); 29 CFR 1910.303(b)(2); 29 CFR 1910.304(b)(2)
ES-5
Are fixed or permanently mounted powered tools or equipment connected plugged directly into a wall outlet?
29 CFR 1910.305(g)(1)(iv)(A)
ES-6
Are flexible cords and cables run on the ground covered with approved nonconductive mats and arranged so as not to present a tripping hazard?
29 CFR 1910.306(d)(2)(vii)
ES-7
Are portable and plug connected electric equipment (tools, microwave, etc.) and flexible cord sets free from external defects (parts not broken, bent, cut or deteriorated)?
29 CFR 1910.303(b)(1)
ES-8
Are flexible cords and cables protected from accidental damage from sharp corners, projections, doorways or other pinch points?
29 CFR 1910.305(a)(2)(x)
ES-9
Are outlets (receptacles) of the grounding type?
29 CFR 1910.304(b)(3)(ii)(C)(4)(ii)
29 CFR 1910.305(a)(2)(vi)
ES-10
Do flexible cord plugs have a grounding pin?
29 CFR 1910.304(b)(3)(ii)(C)(4)(ii)
29 CFR 1910.305(a)(2)(vi)
ES-11
Are flexible cords and cables free of splices or taps?
29 CFR 1910.305(g)(2)(ii)
ES-12
Are all unused openings (including conduit knockouts) in electrical cabinets, boxes and fittings closed with appropriate covers, plugs, or plates in place?
29 CFR 1910.305(b)(1)(ii)
ES-13
Are electrical enclosures such as switches, receptacles, junction boxes, etc. provided with a protective covering?
29 CFR 1910.305(b)(2) and (b)(3)(ii)
29 CFR 1910.305(c)(4)
ES-14
Are electrical boxes (or circuit breakers) legibly marked to indicate their purpose?  
29 CFR 1910.303(f)(2)
Personal Protective Equipment (PPE)
Office employees required to perform tasks (warehouse, field or construction site, etc.) requiring the use of PPE
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
PPE-1
Is PPE stored to prevent exposure to dirt and damage? 
29 CFR 1910.132(e) and (f)(1)(v)
PPE-2
Is defective, dirty or damaged PPE removed from the workplace?
29 CFR 1910.132(e) and (f)(1)(v)
PPE-3
Is workplace assessment available identifying hazards present or likely to be present that require the use of PPE?
29 CFR 1910.132(d)(2)
PPE-4
Do employees receive training specific to the PPE worn in the workplace to include putting on, taking off, and wear of PPE, what PPE is required and when, limitations, care, maintenance, useful life and disposal of PPE with training documented?
29 CFR 1910.132(f)(1)
Respiratory Protection
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
RPP-1
Is documentation available to show employees receive mandatory information when using respirators (full face, filtering face pieces (dust masks), etc.) when not required under the standard? 
29 CFR 1910.134(c)(2)(i) 
Fire Protection and Life Safety
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
FLS-1
Do exit doors open easily and immediately with one hand? 
29 CFR 1910.36
FLS-2
Are all identified exits unlocked?
29 CFR 1910.36(d)
FLS-3
Are exit routes clearly marked to provide a line of sight to the exit?  (An exit sign or directional exit sign should be visible from any area in the workplace)
29 CFR 1910.37(b)(4); NFPA 101 -7.5.1.1
FLS-4
Does every identified exit lead directly outside or to a walkway, refuge area, public way, or open space with access to the outside?
29 CFR 1910.36(c)(1)
FLS-5
Are all exit doors and passageways free of obstructions?
29 CFR 1910.36, 29 CFR 1910.22(b)(1), 
29 CFR 1910.36(a)(3)
FLS-6
Are exit route doors designed so they don’t become locked or so they do not trap employees inside, restricting their exit during an emergency?
29 CFR 1910.36(d); NFPA 101-2009
FLS-7
Is every exit sign illuminated by a reliable light source?  (internal illumination or other external source)
29 CFR 1910.37(b)(6)
FLS-8
Is each identified exit route adequately lighted so that an employee with normal vision can see along the exit route?  (0.2 foot candle – An Industrial Hygienist can assist with verifying lighting is adequate.)
29 CFR 1910.37(b)(1), NFPA 101 7.13.4.1
FLS-9
Are doors, passageways, or stairways that can be confused as an exit marked (“Not an Exit”, Closet, etc.)?
29 CFR 1910.37(b)(5)
FLS-10
Are office areas free of open flames and other sources of ignition, such as candles and incense burners?
29 CFR 1960.9, DLAM 6055.04
FLS-11
Are portable heating devices approved by the fire prevention office, clearance of 36” from combustible material, UL or FM listed, installed with a tip over protection device, output wattage rating not exceeding the local installation policy and capable of being plugged into the intended outlet?
DLAM 6055.06 Vol 1 E3, Chp 4 1.j.- k.
FLS-12
Are primary and secondary means of egress identified for your area? (NOTE: These should be posted – emergency evacuation plan diagram with YOU ARE HERE marked on it.)
29 CFR 1960.12(a)-(e), 29 CFR 1910.38(b)
FLS-13
Are fire extinguisher locations identified by a sign or other means of identification?
29 CFR 1910.157(c)(1)
FLS-14
Are all portable fire extinguishers mounted with a hanger, bracket, or in a cabinet?
29 CFR 1910.157(c)(1); NFPA 10-6.1.3.8.1
FLS-15
Are fire extinguishers unobstructed (nothing stored in front of or blocking it)? 
29 CFR 1910.157(c)(1)
FLS-16
Are portable fire extinguisher monthly visual inspection results documented and do the inspection tags include maintenance and inspection dates, date of purchase, Underwriters Laboratory (UL) approval, and initials of the inspectors?
29 CFR 1910.157(e)(1) and (e)(2)
FLS-17
Are electrical appliances and devices UL and/or FM approved and used only in approved break rooms?
DLAM 6055.06 Vol 1 E3, Chp 4 2.d.
FLS-18
Are sprinkler heads unobstructed with at least an 18-inch vertical clearance?   
29 CFR 1910.159(c)(8)(iii); NFPA 13-2013 8.5.6.1
FLS-19
Are sprinkler heads protected against mechanical damage and free from dirt/debris deposits?  
29 CFR 1910.159(c)(8)(iii)
FLS-20
Are quarterly drain tests and annual system inspections conducted on sprinkler systems with results documented?
29 CFR 1910.159(c)(2); 29 CFR 1910.159(c)(3)
Machine Guarding
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
MG-1
Are fan blades protected with a guard having openings no larger than ½ inch when operating within seven feet of the floor?
29 CFR 1910.212(a)(5)
MG-2
Do all machines or equipment have guards (at the points of operation, ingoing nip points, rotating parts, etc.) in place to protect employees?  (shredder, paper cutter, etc.)
NOTE:  Refer to the manufacture for specific types of guards required for the equipment.   
29 CFR 1910.212(a)(2)
Bloodborne Pathogen
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
BBP-1
Is a site Bloodborne Pathogen Exposure Control Plan developed for employees with occupational exposures and is it available in the workplace to employees?  
29 CFR 1910.1030(c)(1)(i)
BBP-2
Is documentation available and maintained for 3 years showing employees occupationally exposed to bloodborne pathogens receive annual training?  
29 CFR 1910.1030(g)(2)(i)
BBP-3
Are vaccinations, examinations, medical testing and follow up procedures documented in the medical records of employees occupationally exposed to bloodborne pathogens?
29 CFR 1910.103(h)((1)(ii)(D)
Add SOH Assessment Criteria Not Identified on the Checklist
Yes/No/NA
Remarks - Provide the location, a detailed description
 of the discrepancy of hazard identified and any corrective actions taken. 
SOH Review Required (Yes/No)
Additional Comments
9.0.0.2.20100902.2.720808
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