East Carolina University

General Safety Checklist
The items on this page are the most common safety deficiencies encountered during inspections conducted by the Office of Environmental Health and Safety.  Please use this checklist as a tool to assist in ensuring your department is in compliance with Fire and Life Safety Codes.  
· Each department must have an Emergency Evacuation Plan which includes at least the following:

a. The location of a primary and secondary means of egress;

b. Procedures for people with special responsibilities during the alarm; 

c. Procedures for accounting for all personnel after the evacuation including meeting location;
d. An Emergency Evacuation Plan template is available at the following link: http://www.ecu.edu/oehs/FireLifeSafety/EvacuationPlan.doc). 

e. Evacuation Plans must be updated at least annually.

· Emergency phone numbers and evacuation procedures should be posted in conspicuous locations in each department.  Information should be shared with all personnel.  All emergency procedures should be revised annually to ensure they are current.

· All affected personnel (including students) must receive appropriate safety training and instruction including, but not limited to, hazard communication and fire prevention/emergency planning.

· Safety should be incorporated into employee work plans and enforced as any other key responsibility/dimension.

· Stairwells and corridors are maintained free of all storage including but not limited to office furniture and vending machines

· A minimum 3-foot clearance is maintained in front of all electrical equipment and emergency equipment including fire alarm pull stations, alarm panels and fire extinguishers.

· Extension cords are not used in place of permanent wiring and they should not run under carpet or through doorways and windows.  Only approved UL listed transient voltage surge suppressors may be used when allowed.

· Space heaters are prohibited from use in State-owned buildings.

· All means of egress are arranged and maintained to provide free and unobstructed egress from all parts of the building.

· Every exit is clearly visible, or the route to reach every exit is conspicuously marked with exit signs so every occupant will readily know the direction of escape from any point.

· All areas shall be kept clean and orderly and in a sanitary condition to reduce the risk of fire and to prevent slips, trips and falls.  All floor coverings must be maintained in good repair and computer and phone cords must not constitute a trip hazard.

· Fire and smoke doors should not be propped open.  They must remain closed or held open by magnetic hold back mechanisms.

· Fire extinguisher training is not required unless the building occupants are expected to use the extinguisher.  Training is available through this office.  Otherwise the departmental policy should be to evacuate the building and not attempt to fight the fire 

· Visit the EH&S Web site at www.ecu.edu/oehs for additional information

