Building Survey Checklist

To be conducted monthly

Date Conducted _______________________

Exits

· Visible and clearly marked

· Doors not blocked

· Door locks work properly

Alarms

· Smoke alarms tested today

Emergency lighting

· Flashlights tested

· Additional batteries available alongside flashlights

Fire Extinguishers

· Locations for fire extinguishers are clearly marked on the floor plan.

· Type was indicated on the floor plan.

· Fire extinguisher locations are clearly marked.

· Fire extinguishers are in proper locations.

· Fire extinguishers were checked on ____________.

Work Areas

· All aisles, work areas unobstructed and free of clutter.

Communications

· Weather monitor radio tested

· Cell phones fully charged

· Emergency phone numbers list posted next to each office/library phone.

Supplies 

· First aid kits located in proper location and checked for completeness.

· Disaster supply list checked for completeness.

· Cleaning supplies (chemicals) kept away from electric current sources and out of walkways.

· Cleaning chemicals properly labeled and stored.

· Supply closets clean and orderly with no obstructions in the floor.

Other

· All library collection materials are at least six inches from floor.

· Bottom shelves are at least six inches from floor.

· All computer equipment is plugged into properly-grounded orange outlets only.

· All kitchen appliances not currently in use are unplugged.

· Toilets working properly

· No leaks under toilets or sinks

· Lighting needs replacement in ________________ area.

· Copy of Emergency Preparedness Plan located :

· Circulation desk
· Library director’s desk area

· Assistant director’s desk area

· Technology Coordinator’s desk area
