Section 4 SEQ chapter \h  \* MERGEFORMAT 
1) Benchmarking Forms

a) Introduction

Based on loss experience from consortium members over a period of a number of years, several areas emerged as key accident or loss drivers at consortium campuses.  In order to attempt to address these issues at the base causes, EIIA and Marsh Risk Consulting developed benchmarking materials for several key exposures on campuses to allow each institution to measure its policies and procedures against best practices developed for these risk areas.  The benchmarking will assist each institution in identifying those areas where they are meeting the best practices and also identify those areas where improvement is needed. 

The following appendices contain the benchmarking forms developed by EIIA and Marsh Risk Consulting that address best practices in the following areas:

Risk Management/Safety Committees

Fall Prevention

Manual Material Handling

Office Ergonomics

Driver/Vehicle Safety

Property Risk Control 

Appendix 4-A contains the forms for four-year institutions.

Appendix 4-B contains the forms for two-year institutions, seminaries and preparatory schools.

Appendix 4-C contains the departmental benchmarking form.

Appendix 4-A

EIIA Best Practices Self-Evaluations for Four-Year Institutions

Risk Management/Safety Committee

Fall Prevention

Manual Material Handling

Office Ergonomics

Vehicle Safety

Property Risk Control

EIIA Best Practices Self-Evaluations for Four-Year Institutions

b) Risk Management/Safety Committee

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has a safety policy statement, establishing support for the Risk Management/Safety Committee, been issued to all departments?

	4
	The Safety Policy Statement has been completed and signed by the president or other top administrator and has been distributed to all departments on campus.

	3
	The Safety Policy Statement has been completed and signed by the president or other top administrator and will be distributed to all departments.

	2
	The Safety Policy Statement is in draft form.

	1
	In planning stage—documented in meeting minutes or otherwise.

	0
	No progress has been made other than discussion of a Safety Policy Statement.

	Are all departments on campus represented on the Risk Management/Safety Committee (or have some liaison with the committee)?

	4
	100 percent of those applicable. (all departments not contracted out).

	3
	75 percent of those applicable.

	2
	50 percent of those applicable.

	1
	25 percent of those applicable or Physical Plant only.

	0
	No organized safety committee at any level.

	Have the committee’s functions and responsibilities been established in writing?

	4
	The functions and responsibilities are documented in writing.

	3
	The functions and responsibilities are in final draft form.

	2
	The functions and responsibilities are in the developmental stage as documented in meeting minutes or otherwise.

	1
	Meeting minutes document the discussion of functions and responsibilities.

	0
	No evidence to suggest that thought has been given to establishing committee functions and responsibilities.

	Are Risk Management/Safety Committee meetings being held on a minimum quarterly basis?

	4
	Quarterly

	3
	Three times per year

	2
	Two times per year

	1
	Annually

	0
	None in past year

	Have Risk Management/Safety Committee Goals been established in writing?

	4
	Goals that are measurable and within the control of the committee have been documented in writing and are reviewed to determine if they have been met. 
(Note: A 25 percent reduction in falls or a 50 percent reduction in strain injuries are not controllable goals. Likewise, increasing safety awareness is not measurable. On the other hand, training 80 percent of all authorized drivers in defensive driving is both measurable and controllable. (See additional examples of measurable and controllable goals listed below.)

	3
	Measurable, controllable goals have been established but not reviewed to determine if they have been met.

	2
	Measurable, controllable goals have been established in draft form by the committee.

	1
	Meeting minutes indicate that possible measurable, controllable goals have been discussed.

	0
	Goals have either not been established or are not measurable and controllable.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Examples of measurable, controllable goals:

Train at least one individual within a specified number of departments in fall prevention.

Develop customized fall hazard assessment forms for each department or a specified percentage of departments.

Complete fall hazard assessments in a specified number of departments on a specified basis. 

Complete manual material handling training within specified number of departments.

Evaluate a specified number of jobs that have resulted in previous back injuries or strains utilizing the Risk Factor Checklist.

Train a specified number of computer users in the proper adjustment of computer workstations.

Conduct computer workstation surveys within a specified number of departments.

Train a specified number of drivers in defensive driving utilizing the CD-ROM training program. 

Please feel free to provide comments on the reverse side. 

Check if comments. _________

Comments:

EIIA Best Practices Self-Evaluation

c) Fall Prevention

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or group/subcommittee been assigned to oversee the fall prevention effort on campus?

	4
	An individual or group has been assigned and is actively involved in implementing suggested best practices as documented in meeting minutes.

	3
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the scheduling stage as documented in meeting minutes.

	2
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the planning stage as documented in meeting minutes.

	1
	Evidence within Risk Management/Safety Committee minutes that the assignment of an individual or group to address this effort is being considered.

	0
	No one has been assigned and there is no evidence that such an assignment is being considered.

	Does at least one individual within each department receive fall prevention training annually?

	4
	100 percent

	3
	75 percent with the remaining scheduled. Or one individual from each department receives this training every two years.

	2
	50 percent with the remaining scheduled. Or one individual from each department receives the training every three years.

	1
	25 percent or Physical Plant only.

	0
	No training.

	Have customized fall hazard assessment forms been developed for each department on campus?

	4
	A separate, customized form has been developed for each department on campus. (Note: Most buildings have unique exposures.)

	3
	A separate, customized form has been developed for 75 percent of the departments on campus and documented efforts are underway to complete the remainder.

	2
	A single form has been developed and is used by all departments on campus.

	1
	Informal observations are used with evidence that hazards are documented.

	0
	No guidelines are used and there is no documentation that fall-hazard assessments are being done.

	Are fall hazard assessment forms being completed on a quarterly basis? 

	4
	Quarterly with documentation

	3
	Three times per year with documentation

	2
	Two times per year with documentation

	1
	Once per year with documentation

	0
	No formal assessment being completed

	Are unsafe conditions corrected when identified as a result of assessments and/or investigations?

	4
	Unsafe conditions identified as a result of assessments have been corrected.

	3
	Most unsafe conditions identified have been corrected. Those that have not been corrected have been budgeted and are scheduled for correction.

	2
	Most unsafe conditions identified have been corrected. Those that have not been corrected have been budgeted but are not scheduled for correction.

	1
	Some corrective action has been taken; however, many items remain unbudgeted and unscheduled. 

	0
	No action has been taken. No action is budgeted. No action is scheduled.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from falls.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation

d) Manual Material Handling

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or group/subcommittee been assigned to oversee the manual material handling effort on campus?

	4
	An individual or group has been assigned and is actively involved in implementing suggested best practices as documented in meeting minutes.

	3
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the scheduling stage as documented in meeting minutes.

	2
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the planning stage as documented in meeting minutes.

	1
	Evidence within Risk Management/Safety Committee minutes that the assignment of an individual or group to address this effort is being considered.

	0
	No one has been assigned and there is no evidence that such an assignment is being considered.

	Is manual material handling training being conducted in all departments?

	4
	Manual material handling training is being conducted annually within all applicable departments (all departments except those contracted out).

	3
	In at least one department outside of the Physical Plant, with the remaining applicable departments scheduled or all applicable departments receive this training every two years.

	2
	Only in the Physical Plant with the remaining departments scheduled; or, all applicable departments receive this training every three years.

	1
	Only in Physical Plant.

	0
	No training provided within any departments.

	Are jobs/activities that have resulted in strains/back injuries evaluated to identify the contributing risk factors? (See Risk Factor Checklist.)

	4
	Formal evaluations are completed using the Risk Factor Checklist or other quantitative analysis form.

	2
	Informal evaluations are conducted with a listing of potential risk factors.

	0
	No evaluations are conducted.

	Are contributing factors or potential problems, identified as a result of evaluations, eliminated, reduced or controlled through engineering or administrative intervention?

	4
	All documented risk factors identified have been eliminated, reduced or controlled through feasible engineering or administrative intervention.

	3
	Some engineering or administrative measures have been taken; remaining needs have been budgeted and scheduled.

	2
	No progress, but needs have been budgeted but not scheduled.

	1
	Documentation in meeting minutes or otherwise that planning/budgeting/scheduling of needs is being considered.

	0
	No evidence of action being taken.

	Is necessary material handling equipment provided where needed on campus (dollies for handling boxes, carts for books, fork trucks for handling large deliveries, etc.)?

	4
	A formal evaluation of material handling equipment needs has been completed with findings indicating that appropriate equipment is available where needed.

	3
	A formal evaluation has been completed with findings that most departments have necessary equipment. Such equipment has been budgeted and ordered where needed.

	2
	Needed equipment has been budgeted but not ordered.

	1
	Meeting notes indicate that the need for material handling equipment is being evaluated.

	0
	No effort has been made to determine equipment needs on campus.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from manual material handling.

Please feel free to provide comments below.
EIIA Best Practices Self-Evaluation

e) Office Ergonomics

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or group/subcommittee been assigned to oversee the office ergonomics effort on campus?

	4
	An individual or group has been assigned and is actively involved in implementing suggested best practices as documented in meeting minutes.

	3
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the scheduling stage as documented in meeting minutes.

	2
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the planning stage as documented in meeting minutes.

	1
	Evidence within Risk Management/Safety Committee minutes that the assignment of an individual or group to address this effort is being considered.

	0
	No one has been assigned and there is no evidence that such an assignment is being considered.

	Have computer users received information and training on the proper adjustment of their workstations?

	4
	All computer users on campus have received and signed off on information on the proper adjustment of computer workstations.

	3
	75 percent have received same with the remaining scheduled for training.

	2
	50 percent have received same with the remaining scheduled for training.

	1
	Only when new workstations are set up or when users experience discomfort.

	0
	None conducted or scheduled.

	Is an annual survey conducted to identify potential workstation problems on campus?

	4
	A full campus survey is conducted with documented summary of results.

	2
	Only when requested.

	0
	None conducted.

	Have workstation problems identified as a result of the survey(s) been corrected?

	4
	All documented workstation problems have been corrected as recorded in minutes.

	3
	50 percent have been corrected with the remaining scheduled for correction; or, all have been corrected with no documentation.

	2
	Minimal corrective action; however, plans are being developed.

	1
	No corrective actions; however, plans are being developed.

	0
	No progress or plans.

	Have improvements requiring significant capital expenditure (such as the replacement of office furniture) been included in long range budget planning?

	4
	Such items have been budgeted.

	3
	Included in long-range budget planning but unbudgeted.

	2
	Being formally discussed as documented in minutes or otherwise.

	1
	Informal discussion and planning.

	0
	No discussion or planning.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from office ergonomics.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation

f) Vehicle Safety

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or group/subcommittee been assigned to oversee the vehicle safety effort on campus?

	4
	An individual or group has been assigned and is actively involved in implementing suggested best practices as documented in meeting minutes.

	3
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the scheduling stage as documented in meeting minutes.

	2
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the planning stage as documented in meeting minutes.

	1
	Evidence within Risk Management/Safety Committee minutes that the assignment of an individual or group to address this effort is being considered.

	0
	No one has been assigned and there is no evidence that such an assignment is being considered.

	Are driving history forms being completed annually for all drivers along with spot MVR checks?

	4
	A driving history form is being completed annually for all drivers and spot MVR checks are being conducted on at least 20 percent of all drivers.

	3
	Driving history forms are completed on at least 75 percent of all drivers and efforts are underway to complete forms for the remaining drivers; and, MVR spot checks are being conducted on at least 20 percent of all drivers. Or MVRs are being obtained on all drivers every two years.

	2
	Driving history forms are completed on at least 50 percent of all drivers and efforts are underway to complete forms for the remaining drivers; in addition, MVR spot checks are being conducted on at least 20 percent of all drivers. Or MVRs are being obtained on all drivers of institution owned or leased vehicles only on an annual basis.

	1
	Driving history forms are completed for all van drivers only with no MVR checks.

	0
	No driving history forms completed. No MVRs obtained.

	Do all authorized drivers receive defensive driver training at least every two years with documentation?

	4
	All drivers on a two-year basis.

	3
	75-percent with the remaining scheduled.

	2
	50-percent with the remaining scheduled. 

	1
	25-percent with the remaining scheduled or such training is conducted every three years.

	0
	None conducted or scheduled.

	Have written rules, policies and procedures been established for use of institution owned or leased vehicles or for the use of personal vehicles on school business?

	4
	Established and distributed to all drivers.

	3
	In final draft stage.

	2
	Documented plans to include all issues listed above.

	1
	In planning stage.

	0
	No plans to develop rules, policies and procedures.

	Are all institution owned or leased vehicles subject to pre-and post-trip inspections and are manufacturer’s suggested maintenance guidelines being followed?

	4
	Pre-and post-trip inspections are being conducted and the manufacturer’s suggested maintenance guidelines are being followed.

	3
	Pre-and post-trip inspections are being conducted with documented plans to follow the manufacturer’s suggested maintenance guidelines.

	2
	Pre-and post-trip inspections are being conducted and plans are being made to follow the manufacturer’s suggested maintenance guidelines.

	1
	Documented plans have been made to conduct pre-and post-trip inspections and to follow the manufacturer’s suggested maintenance guidelines.

	0
	No documented plans to conduct pre-and post-trip inspections or to follow the manufacturer’s suggested maintenance guidelines.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from transportation.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation 

g) Property Risk Control

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or group/subcommittee been assigned to oversee the property effort on campus?

	4
	An individual or group has been assigned and is actively involved in implementing suggested best practices as documented in meeting minutes.

	3
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the scheduling stage as documented in meeting minutes.

	2
	An individual or group has been assigned and is actively involved in implementing suggested best practices; however, the activities are in the planning stage as documented in meeting minutes.

	1
	Evidence within Risk Management/Safety Committee minutes that the assignment of an individual or group to address this effort is being considered.

	0
	No one has been assigned and there is no evidence that such an assignment is being considered.

	Has an Emergency Response Plan been developed for the campus?

	4
	An Emergency Response Plan has been developed and implemented on campus. Full-scale tests and annual reviews of the plan are performed.

	3
	An Emergency Response Plan has been developed and implemented on campus. Tabletop type tests and annual reviews of the plan are performed.

	2
	An Emergency Response Plan has been developed and implemented on campus and reviewed annually.

	1
	An Emergency Response Plan has been developed and implemented on campus. Annual reviews of the plan are not performed.

	0
	No Emergency Response Plan has been developed.

	Has a Disaster Recovery Plan been established, tested and reviewed for the following areas on your campus (business offices, computer operations, food services, libraries and residence halls)?

	4
	Disaster Recovery Plans are written, implemented, tested and reviewed for the entire campus.

	3
	Disaster Recovery Plans written, implemented, tested and reviewed for four of the five areas listed above in parenthesis.

	2
	Disaster Recovery Plans written and in place for at least three areas listed above in parenthesis, but have not been tested or reviewed.

	1
	Disaster Recovery Plans written and in place for at least one of the five areas listed above in parenthesis.

	0
	No disaster Recovery Plans in place.

	Have the following administrative programs been put in place on your campus (boiler & machinery preventive maintenance programs, cold weather precautions, electrical safety program, fire protection impairment procedures, housekeeping self-inspections and hot work programs)?

	4
	All applicable programs are in place.

	3
	Four of the six programs are in place.

	2
	Three of the six programs are in place.

	1
	At least one of the programs is in place.

	0
	No programs are in place.

	Have programs been put in place for the inspection, testing and maintenance of fire protection systems and equipment installed on campus? (These activities can be performed by either campus employees or outside contractors)

	4
	Sprinkler and fire alarm systems are checked before every semester.

and
Fire extinguishers are visually inspected monthly and serviced annually.

and
Other systems and equipment are checked annually.

	2
	Sprinkler and fire alarm systems are checked annually. 

and
Fire extinguishers are visually inspected monthly and serviced annually. 

and
Other systems and equipment are checked annually.

	0
	Programs are not in place for the inspection, testing and maintenance of fire protection systems or equipment.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please feel free to provide comments below.

During the past five years, significant losses have occurred at Consortium locations not having specific protocols in place to address the following exposures:

 A Disaster Recovery Program that includes at least one full-scale and periodic tabletop drills with local, state and federal participation and review as necessary.

 Annual recorded fire drills in all buildings. 

 A recorded inspection and evaluation of all resident hall room doors to be sure that they are equipped with operable self-closing devices. 

 A recorded inspection and evaluation of hallway and stairwell doors to be sure that they are equipped with operable self-closing devices.

 Annual recorded maintenance and testing of automatic sprinkler and fire alarms. 

 Recorded inspection and evaluation of computer hubs for the adequacy of electrical connections, housekeeping and equipment maintenance including checking for and correction of overheated equipment. 

 Off-campus storage of backup computer records.

 Adequate surge protection provided for computer and telephone equipment.

 Timely review of boiler-maintenance records and The Traveler’s inspection reports so that corrective action can be initiated when and where necessary.

 Periodically complete infrared scanning of all electrical distribution panels.

The items mentioned above have been listed as recommendations on past Consortium property inspection reports. Your institution should be able to answer in the affirmative to these items. If not, then please initiate corrective action as necessary.

Appendix 4-B

EIIA Best Practices Self-Evaluations for Two-Year Institutions, Seminaries and Preparatory Schools

Risk Management/Safety Organization (For Smaller Institutions)

Fall Prevention (For Smaller Institutions)

Manual Material Handling (For Smaller Institutions)

Office Ergonomics (For Smaller Institutions)

Vehicle Safety (For Smaller Institutions)

Property Risk Control (For Smaller Institutions)

EIIA Best Practices Self-Evaluations for Two-Year Institutions, Seminaries and Preparatory Schools

h) Risk Management/Safety Organization (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has a safety policy statement been issued to all departments?

	4
	Safety Policy Statement has been completed and signed by the president or other top administrator and has been distributed to all departments.

	3
	The Safety Policy Statement has been completed and signed by the president or other top administrator and will be distributed to all departments.

	2
	The Safety Policy Statement is in draft form.

	1
	In planning stage—documented in meeting minutes or otherwise.

	0
	No progress has been made other than discussion of a Safety Policy Statement.

	Have risk control responsibilities been delegated and documented in writing?

	4
	Responsibilities have been delegated and documented.

	3
	Many responsibilities have been formally delegated. Currently in the process of delegating remaining responsibilities.

	2
	Currently in the process of delegating risk control responsibilities.

	1
	The delegation of risk control responsibilities is an issue that is being given consideration.

	0
	No evidence that the delegation of risk control responsibilities is being considered.

	Is “Risk Control” included as a staff meeting agenda item on a minimum quarterly basis?

	4
	Quarterly

	3
	Three times per year

	2
	Two times per year

	1
	Once a year

	0
	Never included on the agenda.

	Have risk control goals been established in writing?

	4
	Goals that are measurable and controllable have been documented in writing and are reviewed to determine if they have been met. (Note: A 25 percent reduction in falls or a 50 percent reduction in strain injuries are not controllable goals. Likewise, increasing safety awareness is not measurable. On the other hand, training 80 percent of all authorized drivers in defensive driving is both measurable and controllable. See examples on the next page.)

	3
	Measurable, controllable goals have been established but not reviewed to determine if they have been met.

	2
	Measurable, controllable goals have been established in draft form.

	1
	Meeting minutes indicate that possible measurable, controllable goals have been discussed.

	0
	Possible risk control goals are not being considered.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Examples of measurable, controllable goals:

Train all Physical Plant Department employees in fall prevention.

Develop a customized fall hazard assessment form.

Complete fall hazard assessments in a specified number of departments on a specified basis. 

Train all Physical Plant Department employees in manual material handling.

Conduct formal evaluations within a specified number of departments to determine if necessary material handling equipment is provided.

Train a specified number of computer users in the proper adjustment of computer workstations.

Conduct computer workstation surveys within a specified number of departments.

Train a specified number of drivers in defensive driving utilizing the CD-ROM training program.

Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation
i) Fall Prevention (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual been delegated the responsibility of overseeing the fall prevention effort?

	4
	This is the primary risk control responsibility delegated to this individual.

	3
	This is one of two or three risk-related responsibilities delegated to this individual.

	2
	This is one of several responsibilities delegated to this individual.

	1
	This individual is responsible for all risk control issues.

	0
	This responsibility has not been delegated.

	Do all Physical Plant Department employees (Trades, Custodial, Maintenance, Grounds) receive fall prevention training annually?

	4
	All Physical Plant Department employees receive this training annually.

	3
	Most have with the remaining scheduled; or, all Physical Plant Department employees receive this training every two years.

	2
	Such training has been scheduled; or, all Physical Plant Department employees receive this training every three years.

	1
	Such training is being planned.

	0
	No plans for such training.

	Has a customized fall hazard assessment form been developed?

	4
	A customized form has been developed for this campus.

	2
	A generic fall hazard-assessment form is being used.

	0
	No form is being used.

	The fall hazard assessment is being completed on a quarterly basis?

	4
	Quarterly with documentation.

	3
	Three times per year with documentation.

	2
	Two times per year with documentation.

	1
	Once per year with documentation.

	0
	No formal assessment being completed.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from falls.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation
j) Manual Material Handling (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual been delegated the responsibility of overseeing the manual material handling effort?

	4
	This is the primary risk control responsibility delegated to this individual.

	3
	This is one of two or three risk-related responsibilities delegated to this individual.

	2
	This is one of several responsibilities delegated to this individual.

	1
	This individual is responsible for all risk control issues.

	0
	This responsibility has not been delegated.

	Do all Physical Plant Department employees (Trades, Custodial, Maintenance, Grounds) receive manual material handling training annually?

	4
	All Physical Plant Department employees receive this training annually.

	3
	Most have with the remaining scheduled; or, all Physical Plant Department employees receive this training every two years.

	2
	Such training has been scheduled; or, all Physical Plant Department employees receive this training every three years.

	1
	Such training is being planned.

	0
	No plans for such training.

	Has it been determined if necessary material handling equipment is provided where needed on campus (dollies for handling boxes, carts for books, fork trucks for handling large deliveries, etc.)?

	4
	A formal evaluation of material handling equipment needs has been completed with findings indicating that appropriate equipment is available where needed.

	3
	A formal evaluation has been completed with findings that most departments have necessary equipment. Such equipment has been budgeted and ordered where needed.

	2
	A formal evaluation is scheduled.

	1
	A formal evaluation is being planned.

	0
	There are no plans to determine material handling equipment needs.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from manual material handling.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation
k) Office Ergonomics (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual been delegated the responsibility of overseeing the office ergonomics effort?

	4
	This is the primary risk control responsibility delegated to this individual.

	3
	This is one of two or three risk-related responsibilities delegated to this individual.

	2
	This is one of several responsibilities delegated to this individual.

	1
	This individual is responsible for all risk control issues.

	0
	This responsibility has not been delegated.

	Have computer users received information and training on the proper adjustment of their workstations?

	4
	All computer users on campus have received training and information on the proper adjustment of computer workstations.

	3
	At least 75 percent with the remaining scheduled.

	2
	At least 50 percent with the remaining scheduled.

	1
	Only when new workstations are set up or when users experience discomfort.

	0
	None conducted or scheduled.

	Is an annual survey conducted to identify potential workstation problems?

	4
	A full campus survey is conducted with documented summary of results.

	3
	Some surveys have been conducted with documented results; the remaining areas/departments have scheduled surveys.

	2
	Only when requested.

	1
	Only when a user complains of discomfort.

	0
	None conducted.

	Have workstation problems identified as a result of the survey(s) been corrected?

	4
	All documented workstation problems have been corrected.

	3
	At least 50 percent have been corrected with the remaining documented problems scheduled for correction.

	2
	Minimal corrective action; however, plans are being developed.

	1
	No corrective actions; however, plans are being developed.

	0
	No progress or plans.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from office ergonomics.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation
l) Vehicle Safety (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual been delegated the responsibility of overseeing the vehicle safety effort?

	4
	This is the primary risk control responsibility delegated to this individual.

	3
	This is one of two or three risk-related responsibilities delegated to this individual.

	2
	This is one of several responsibilities delegated to this individual.

	1
	This individual is responsible for all risk control issues.

	0
	This responsibility has not been delegated.

	Are driving history forms being completed annually for all drivers along with spot MVR checks?

	4
	A driving history form is being completed annually for all drivers and spot MVR checks are being conducted on at least 20 percent of all drivers.

	3
	Driving history forms are completed on at least 75 percent of all drivers and efforts are underway to complete forms for the remaining drivers; and, MVR spot checks are being conducted on at least 20percent of all drivers. Or MVRs are being obtained on all drivers every two years.

	2
	Driving history forms are completed on at least 50 percent of all drivers and efforts are underway to complete forms for the remaining drivers; in addition, MVR spot checks are being conducted on at least 20 percent of all drivers. Or MVRs are being obtained on all drivers of institution owned or leased vehicles only on an annual basis.

	1
	Driving history forms are completed for all van drivers only with no MVR checks.

	0
	No driving history forms completed. No MVRs obtained.

	Do all authorized drivers receive defensive driver training at least every two years with documentation?

	4
	All drivers on a two-year basis.

	3
	75 percent with the remaining scheduled.

	2
	50 percent with the remaining scheduled.

	1
	25 percent with the remaining scheduled or such training is conducted every three years.

	0
	None conducted or scheduled.

	Have written rules, policies and procedures been established for use of institution owned or leased vehicles or for the use of personal vehicles on school business?

	4
	Established and distributed to all drivers.

	3
	In final draft stage.

	2
	Documented plans to include all issues listed above.

	1
	In planning stage.

	0
	No plans to develop rules, policies and procedures.

	Are all institution owned or leased vehicles subject to pre and post trip inspections and are manufacturer’s suggested maintenance guidelines being followed?

	4
	Pre-and post-trip inspections are being conducted and the manufacturer’s suggested maintenance guidelines are being followed.

	3
	Pre-and post-trip inspections are being conducted with documented plans to follow the manufacturer’s suggested maintenance guidelines.

	2
	Pre-and post-trip inspections are being conducted and plans made to follow the manufacturer’s suggested maintenance guidelines.

	1
	Documented plans have been made to conduct pre-and post-trip inspections and to follow the manufacturer’s suggested maintenance guidelines.

	0
	No documented plans to conduct pre-and post-trip inspections or to follow the manufacturer’s suggested maintenance guidelines.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please visit www.eiia.org – Risk Management for a summary of consortium claims experience arising from transportation.
Please feel free to provide comments below.

EIIA Best Practices Self-Evaluation

m) Property Risk Control (For Smaller Institutions)

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Has an individual or department on campus been given the responsibility for property risk control issues and programs?

	4
	Responsibilities have been assigned and documented.

	3
	The responsibilities are assigned but not documented.

	2
	The responsibilities are not assigned but an effective, informal program is in place.

	1
	Responsibilities are assigned, but not followed.

	0
	No individual or department given responsibility.

	Has an Emergency Response Plan been developed for the campus?

	4
	An Emergency Response Plan has been developed and implemented on campus. Full-scale tests and annual reviews of the plan are performed.

	3
	An Emergency Response Plan has been developed and implemented on campus. Tabletop type tests and annual reviews of the plan are performed.

	2
	An Emergency Response Plan has been developed and implemented on campus and reviewed annually.

	1
	An Emergency Response Plan has been developed and implemented on campus. Annual reviews of the plan are not performed.

	0
	No Emergency Response Plan has been developed.

	Has a Disaster Recovery Plan been established, tested and reviewed for the following areas on your campus (business offices, computer operations, food services, libraries and residence halls)?

	4
	Disaster Recovery Plans are written, implemented, tested and reviewed for the entire campus.

	3
	Disaster Recovery Plans written, implemented, tested and reviewed for four of the five areas listed above in parenthesis.

	2
	Disaster Recovery Plans written and in place for at least three areas listed above in parenthesis, but have not been tested or reviewed.

	1
	Disaster Recovery Plans written and in place for at least one of the five areas listed above in parenthesis.

	0
	No Disaster Recovery plans in place.

	Have the following administrative programs been put in place on your campus (boiler & machinery preventive maintenance programs, cold weather precautions, electrical safety program, fire protection impairment procedures, housekeeping self-inspections and hot work programs)?

	4
	All applicable programs are in place.

	3
	Four of the six programs are in place.

	2
	Three of the six programs are in place.

	1
	At least one of the programs is in place.

	0
	No programs are in place.

	Have programs been put in place for the inspection, testing and maintenance of fire protection systems and equipment installed on campus? (These activities can be performed by either campus employees or outside contractors.)

	4
	Sprinkler and fire alarm systems are checked before every semester.

and
Fire extinguishers are visually inspected monthly and serviced annually.

and
Other systems and equipment are checked annually.

	2
	Sprinkler and fire alarm systems are checked annually.

and
Fire extinguishers are visually inspected monthly and serviced annually.

and
Other systems and equipment are checked annually.

	0
	Programs are not in place for the inspection, testing and maintenance of fire protection systems or equipment.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Please feel free to provide comments below.

During the past five years, significant losses have occurred at Consortium locations not having specific protocols in place to address the following exposures:

 A Disaster Recovery Program that includes at least one full-scale and periodic tabletop drills with local, state and federal participation and review as necessary.

 Annual recorded fire drills in all buildings. 

 A recorded inspection and evaluation of all resident hall room doors to be sure that they are equipped with operable self-closing devices. 

 A recorded inspection and evaluation of hallway and stairwell doors to be sure that they are equipped with operable self-closing devices.

 Annual recorded maintenance and testing of automatic sprinkler and fire alarms. 

 Recorded inspection and evaluation of computer hubs for the adequacy of electrical connections, housekeeping and equipment maintenance. Including checking for and correction of overheated equipment. 

 Off-campus storage of backup computer records.

 Adequate surge protection provided for computer and telephone equipment.

 Timely review of boiler-maintenance records and The Traveler’s inspection reports so that corrective action can be initiated when and where necessary.

 Periodically complete infrared scanning of all electrical distribution panels. 

The items mentioned above have been listed as recommendations on past Consortium property inspection reports. Your institution should be able to answer in the affirmative to these items. If not, then please initiate corrective action as necessary.

Appendix 4-C

EIIA Best Practices Departmental Self-Evaluation

EIIA Best Practices Departmental Self-Evaluation
n) Departmental

	Institution:
	

	Evaluated by:
	
	Date Completed:
	

	
	
	
	

	
	
	
	


Circle Points Earned

	Is the department represented on the campus Risk Management/Safety Committee or a campus-wide committee for Fall Prevention, Driver Safety, Office Ergonomics or Manual Material Handling?

	4
	The department is represented on one of the committees listed above.

	3
	The department is not currently represented on any of the committees listed above; however, a department representative has been identified for one of the committees.

	2
	Not currently represented; however, departmental meeting minutes or other documentation indicates that efforts are underway to identify a representative to join a committee.

	1
	Not currently represented; however, departmental meeting minutes or other documentation indicates that this is being considered.

	0
	Not represented and not being considered.

	Do all department employees receive manual material handling training on an annual basis with documentation?

	4
	All department employees receive manual material handling training on an annual basis with documentation.

	3
	75 percent of department employees receive manual material handling training on an annual basis and the remainder have been scheduled to receive the training. Or all department employees receive this training every two years.

	2
	50 percent have received the training and there is evidence that plans are being made to schedule the remaining employees for training. Or all department employees receive this training every three years.

	1
	25 percent have received the training and there is evidence that plans are being made to schedule the remaining employees for training.

	0
	No manual material handling training has been conducted.

	Have jobs/activities that have resulted in strain/back injuries been evaluated to determine if engineering or administrative measures can be taken to reduce the associated risk factors?

	4
	Formal evaluations are completed using the Risk Factor Checklist or other quantitative analysis. (See attached Risk Factor Checklist.)

	2
	Informal evaluations are conducted with a documented listing of potential risk factors.

	0
	No evaluations are conducted.

	Is adequate material handling equipment such as dollies or carts available within the department?

	4
	A formal evaluation of material handling equipment needs has been completed. Appropriate equipment is available within the department.

	3
	A formal evaluation has been completed. Most necessary equipment is available and needed equipment has been budgeted and ordered.

	2
	Evaluation has been completed. Needed equipment has been budgeted but not ordered.

	1
	Meeting notes or other documentation indicates that the need for material handling equipment is being evaluated.

	0
	No effort has been made to determine if there are equipment needs in the department.

	Does at least one individual within the department receive fall prevention training on an annual basis with documentation?

	4
	At least one individual within the department receives fall prevention training on an annual basis.

	2
	At least one individual within the department receives fall prevention training every two years.

	0
	No such training is provided.

	Are slip/fall exposure assessments being completed on a quarterly basis within and around buildings and grounds occupied by the department?

	4
	Quarterly with documentation.

	3
	Three times per year with documentation.

	2
	Twice a year with documentation.

	1
	Once a year with documentation.

	0
	Not being done.

	Are driving history forms being completed annually for all drivers within the department along with spot MVR checks?

	4
	A driving history form is being completed annually for all drivers within the department and spot MVR checks are being conducted on at least 20 percent of all drivers within the department.

	3
	Driving history forms are completed on at least 75 percent of all drivers within the department and efforts are underway to complete forms for the remaining drivers, 

and
MVR spot checks are being conducted on at least 20 percent of all drivers within the department; or, MVRs are being obtained on all drivers every two years.

	2
	Driving history forms are completed on at least 50 percent of all drivers within the department and efforts are underway to complete forms for the remaining drivers. 

and
MVR spot checks are being conducted on at least 20 percent of all drivers within the department; or, MVRs are being obtained on all drivers of institution owned or leased vehicles only on an annual basis.

	1
	Driving history forms are completed for all van drivers only with no MVR checks.

	0
	No driving history forms completed. No MVRs obtained.

	Do all authorized drivers receive defensive driver training at least every two years with documentation?

	4
	All drivers on a two-year basis.

	3
	75 percent with the remaining scheduled.

	2
	50 percent with the remaining scheduled.

	1
	25 percent with the remaining scheduled or such training is conducted every three years.

	0
	None conducted or scheduled.

	Are surveys being completed an annual basis to determine if computer workstations are properly arranged to reduce employee exposure to repetitive motion and vision disorders?

	4
	A full department survey is conducted with documented summary of results.

	2
	Surveys are only conducted when requested at individual workstations.

	0
	No such surveys are conducted.

	Are safety-related objectives established and achieved on an annual basis?

	4
	Objectives that are measurable and are within the control of the department have been documented in writing and are reviewed to determine if they have been met. (Note: A 25 percent reduction in falls or a 50 percent reduction in strain injuries are not controllable objectives. Likewise, increasing safety awareness is not measurable. On the other hand, training all authorized drivers within the department in defensive driving is both measurable and controllable. (See additional examples of measurable and controllable goals below.)

	3
	Measurable, controllable objectives have been established but not reviewed to determine if they have been met.

	2
	Measurable, controllable objectives have been established in draft form by the department.

	1
	Meeting minutes indicate that possible measurable, controllable objectives have been discussed.

	0
	Objectives have either not been established or are not measurable and controllable.


	Total Points Earned
	

	Best Practices Average (B.P.A.)
(Divide Total Points Earned by Number of Sections)
	


Examples of measurable, controllable goals:

Train at least one individual within the department in fall prevention.

Develop a customized fall hazard assessment form for the department.

Complete the fall hazard assessment within the department on a specified basis. 

Complete manual material handling training within the department.

Train a specified number of computer users in the proper adjustment of computer workstations.

Conduct computer workstation surveys within the department.

Train drivers within the department in defensive driving utilizing the CD-ROM training program.

Please feel free to provide comments below.
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