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OFFICEOPS HUB

Office Safety Inspection Checklist
Identify hazards, document inspections, and keep your workplace compliant.

What's inside

Walk each zone: reception, workstations, meeting rooms, kitchen, storage.

Check fire extinguishers, alarms, and emergency lighting.

Confirm egress routes, exits, and signage are clear.

Inspect electrical cords, outlets, and cable management.

Check first-aid supplies and emergency contact lists.

Log hazards with severity, owner, and fix date.

How to use it

1. Schedule a monthly walkthrough and assign an inspector.

2. Score each item and photograph hazards.

3. Assign an owner and a fix date for every open item.

4. Review open actions in your weekly operations meeting.

Notes
Use this template as a practical starting point. Adapt it to your office, local regulations, and company policy. It is not legal, HR, or
safety advice.
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