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At the completion of this unit you shall be able to:
1. Utilize section D of the Safety and Health 

Hazard Inspection Program Checklist to 
identify compliant and non-compliant safety 
behaviors.

2. Identify areas of concern requiring immediate 
action to.

Please use “Slide Show” to properly view 
this presentation!



• Section D of the 
checklist outlines 
the issues that 
could create a 
hazard involving 
the furnishings in 
offices.  There are 8 
items in section D.



1. Chair visual inspections are complete and any chairs with 
deficiencies are pulled from service.

2. Drawers of files and desks closed when not attended.
3. File cabinets, storage cabinets, desk organizers, and book 

shelves stable or anchored.
4. Materials stored in cabinets and book cases such that the 

heavier materials are closest to the floor.
5. Adequate space for egress (28”) from behind desk to exit.
6. No burrs or sharp edges on office equipment or 

furnishings.
7. Cords and cables properly routed to prevent tripping 

hazard.
8. Sharp objects properly stored.
9. Other
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1. Chair visual inspections are complete and any chairs with 

deficiencies are pulled from service.

 The purpose of this 
item is to ensure that 
the chairs we use are 
safe and will support 
us.
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1. Chair visual inspections are complete and any chairs with 

deficiencies are pulled from service.

 The purpose of this 
item is to ensure that 
the chairs we use are 
safe and will support 
us.

 There have been 
incidents in the past 
where chairs that 
were not inspected or 
maintained did end 
up causing an injury.
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1. Chair visual inspections are complete and any chairs with 

deficiencies are pulled from service.

 A compliant rating 
would indicate that 
the chairs are in good 
shape, not damaged, 
and have had the 
annual inspections by 
maintenance services.
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1. Chair visual inspections are complete and any chairs with 

deficiencies are pulled from service.

 A compliant rating 
would indicate that 
the chairs are in good 
shape, not damaged, 
and have had the 
annual inspections by 
maintenance services.

 A non compliant 
rating would indicate 
that this was not the 
case.



 This item deals with 
ensuring that file and 
desk drawers are closed 
when not actually being 
accessed for materials 
or files.  Many times 
people walking through 
an office area trip over 
drawers or are struck by 
open drawers when 
they are not aware they 
are there.
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2.   Drawers of files and desks closed when not attended.



 A compliant rating 
would indicate that 
the drawers are 
closed when the files 
or desks are 
unattended.
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2.   Drawers of files and desks closed when not attended.



 A compliant rating 
would indicate that 
the drawers are 
closed when the files 
or desks are 
unattended.

 A non compliant 
rating would 
indicate that this 
was not the case.

Office Fixtures and Furniture
2.   Drawers of files and desks closed when not attended.



 While most bookcases  
desk organizers, and 
cabinets are sturdy, 
some tall furniture 
can be unstable and 
tip over if bumped. In 
order to prevent your 
furniture from falling 
over, you must secure 
it to the wall.
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3. File cabinets, storage cabinets, desk organizers, and book shelves 

stable or anchored.
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 This item is 
concerned with 
ensuring that these 
items of office 
furniture are secure 
and will not collapse 
or fall over.

3. File cabinets, storage cabinets, desk organizers, and book shelves 
stable or anchored.
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 A compliant rating 
would indicate that 
the furniture was 
secured as 
necessary.

3. File cabinets, storage cabinets, desk organizers, and book shelves 
stable or anchored.
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 A compliant rating 
would indicate that 
the furniture was 
secured as 
necessary.

 A non compliant 
rating would 
indicate this was not 
the case.

3. File cabinets, storage cabinets, desk organizers, and book shelves 
stable or anchored.



 This item is to check 
to see if the storage 
in cabinets and 
shelves are such that 
there is less of a 
chance of, causing 
the unit to be 
unstable or having 
the material fall off.

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



 What we are looking 
for is the location of 
the load on shelves 
of the unit. 

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



 What we are looking for is 
the location of the load on 
shelves of the unit. 

 Let’s say the “G” is the 
center of gravity of the shelf.

 Let’s also say we have two 
items:
 Heavy
 Light

 If the unit has the heaviest 
object towards the bottom of 
the unit the center of gravity 
will shift towards the bottom 
and the shelf will be more 
stable.

G

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



G

 If the loads are 
different:

 Heavy Higher on 
shelves

 Lighter lower on 
shelves

 The center of gravity 
(G) will shift high 
and;

 The unit will be come 
unstable.

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



 A compliant rating 
would indicate that 
the distribution of 
the materials in the 
shelves help ensure 
that the cabinet or 
shelf unit is stable 
and won’t tip over.

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



 A non compliant 
rating would 
indicate that the 
distribution of the 
materials in the 
shelves have created 
an unsafe unit that 
could topple over.

4. Materials stored in cabinets and book cases such that the 
heavier materials are closest to the floor.



 The purpose of this 
item is to ensure that 
a means of egress 
from the cubicle or 
office is maintained. 

 All paths must be at 
least 28” in width.
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5.   Adequate space for egress (28”) from behind desk to exit.

Min. 28”
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5.   Adequate space for egress (28”) from behind desk to exit.

Min. 28”

 A compliant rating 
would indicate that 
the path of egress 
was no less than 28” 
in width the entire 
path from the office 
(cubicle) to the exit 
from the building.
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5.   Adequate space for egress (28”) from behind desk to exit.

 A non compliant 
rating would 
indicate that the 
path of egress was 
cluttered or 
otherwise formed so 
that the means of 
egress was less than 
28” in width.



Office Fixtures and Furniture
6.   No burrs or sharp edges on office equipment or furnishings.

 One type of hazard 
you might not think 
of deals with the 
furniture in our 
offices and shops.
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 One type of hazard 
you might not think 
of deals with the 
furniture in our 
offices and shops.

 We have furniture in 
our facilities that 
date back  to the 
1940’s.



Office Fixtures and Furniture
6.   No burrs or sharp edges on office equipment or furnishings.

 One type of hazard 
you might not think 
of deals with the 
furniture in our 
offices and shops.

 We have furniture in 
our facilities that date 
back  to the 1940’s.

 We also have 
furniture that is as 
new as within the last 
year.
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6.   No burrs or sharp edges on office equipment or furnishings.

 Regardless if the 
furniture is old or new 
if the equipment is 
damaged for 
whatever reason it 
may still be 
serviceable but might 
have sharp edges or 
burrs that could cause 
cuts to workers using 
them or walking and 
brushing up to them.
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6.   No burrs or sharp edges on office equipment or furnishings.

 If the furniture or 
other edges of the 
office (door jambs, 
window sills, etc.) 
are in good repair 
with no sharp edges 
or burrs then this 
would be considered 
a compliant item.
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6.   No burrs or sharp edges on office equipment or furnishings.

 Conversely, if the 
furniture or other 
office furnishings 
have sharp edges, 
burrs, etc. this 
would be considered 
an non compliant 
rating and would 
need to noted on the 
form and corrective 
actions began.

Missing end cap

Damaged 
arm, exposed 
metal edges
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7.   Cords and cables properly routed to prevent tripping hazard.

 This item deals with 
an issue that is very 
common in many 
work stations 
here…Cables creating 
potential tripping 
hazards.  

 Not only are we 
talking about power 
cords but also data 
and phone cords that 
we use.
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7.   Cords and cables properly routed to prevent tripping hazard.

 We have a number 
of means of 
controlling cords but 
sometimes;
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7.   Cords and cables properly routed to prevent tripping hazard.

 We have a number 
of means of 
controlling cords but 
sometimes;

 We get so wrapped 
up in our work we 
take shortcuts and 
create a hazard 
(cords going across 
work areas create a 
tripping hazard).
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7.   Cords and cables properly routed to prevent tripping hazard.

 A compliant rating 
would indicate that 
the cords were 
orderly and not 
creating a tripping 
hazard.
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7.   Cords and cables properly routed to prevent tripping hazard.

 A non compliant 
rating would 
indicate that there 
were issues with the 
organization of the 
cords.
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8.   Sharp objects properly stored.

 This items deals 
with the storage of 
sharp objects.  These 
can include a 
number of common 
things such as:
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8.   Sharp objects properly stored.

 This items deals 
with the storage of 
sharp objects.  These 
can include a 
number of common 
things such as:
 Scissors
 Box Cutters
 And even paper 

cutters (also called 
office guillotines)
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8.   Sharp objects properly stored.

 A compliant rating 
would indicate that 
these had been stowed 
properly.  (In the case of 
the guillotine it means 
that it has been set with 
the arm down and 
secured.)

 A non compliant rating 
would mean that the 
sharp objects in the 
office did present a 
cutting hazard to the 
workers. 



• If at any time you 
have any questions 
about how to fill 
out the form or 
about the items on 
the form please 
contact your 
project safety 
group.



Thank you for your time 
and desire to help us have 
a safer workplace

Office Fixtures and Furniture


