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1) Departmental Safety Inspections and Control Procedures

a) Introduction

It has been estimated that more than 85% of all injuries are caused by unsafe actions, with the remaining 15% caused by unsafe conditions. In an effort to address these underlying causes of injuries, the following checklists have been developed for specific institution departments to help identify both unsafe actions and unsafe conditions that may lead to injuries in the individual departments.

The purpose of the departmental safety inspections and control procedures are to provide the institution and individual departments with information and resources that will help identify and eliminate actual and potential hazards, as well as monitor accepted safety standards, procedures, and equipment.  This program provides a basic framework for a workplace inspection program, including sample checklists and an inspection tracking report.

The checklists should be used as a means of identifying situations requiring improvement, rather than as reasons to discipline employees. 

b) Policy

Regular effective inspections are necessary to identify, evaluate, report, and control workplace hazards and to maintain faculty, staff and student awareness of any hazards.  The goals of inspections are to review procedures in action and identify: 

Actual and potential hazards 

Equipment deficiencies 

Unsafe behaviors

Corrective measures 

There are two categories of inspections:

Informal inspections – occur every time faculty, staff and students walk through an area, notice a problem and take corrective action.

Planned inspections – are done on a regular schedule.  Frequency will be determined based on the particular work setting. For example, an office may be inspected annually and a laboratory monthly.  Equipment inspections should be done in accordance with the vendor-specified requirements. 

An individual who is knowledgeable about safe work practices, proper use of the equipment and safety program requirements should conduct planned inspections.  
The following guidelines will assist you in preparing to conduct a workplace inspection:

Establish an inspection team of two or three people from the department or from other departments. 

Review the floor plans and decide the specific area to be inspected. 

Review the previous inspection reports for outstanding items. 

Review any incident/injury reports and the preventative action taken. 

Review the inventory of equipment and hazardous materials. 

Review any safety-related complaints. 

Notify relevant faculty, staff, and students of the inspection. 

The following guidelines will assist you in conducting a workplace inspection:

A successful inspection is a fact-finding exercise, not a fault-finding exercise. 

Use the provided checklists or customized checklists as a guide to provide the structure for the inspection. Add additional items as necessary. 

Look for what is right, as well as for what is wrong and comment on good practices, as well as bad practices. 

Talk to people, ask about their concerns, but avoid long discussions. 

Look outside the usual eye level – look up, look down, look into closed rooms, look into cabinets, look behind, look around. 

Point out immediate dangers for correction on the spot; note other items in the report.

Record all questionable items. The forms found in Appendices 5-A, 5-B, 5-C, 5-D and 5-E should be utilized to record and track the results of the inspections, as well as corrective actions taken.   

Results of an inspection should be shared with other staff members to make them aware of the hazards identified and to solicit immediate feedback. 

c) Follow-up on Non-Conformities

In order for the inspection to contribute to risk reduction, the information obtained is reviewed and corrective action taken as soon as possible.  In some cases, immediate action should be taken such as halting operations (i.e., in situations where physical harm is likely), in other cases action will be recommended to the next level of supervision and in other situations a review may be required prior to any action being taken. In all cases, it is important to correct the underlying cause of the hazard.

Review of inspection reports over a period of time will assist the institution and department in identifying needs and establishing priorities, improving safe work practices, identifying areas that require more in-depth analysis and highlighting the need for training.

A timely response to the person(s) doing the inspection is important to validate the activity. If no action on recommendations is planned, reasons should be given and documented.

d) Recordkeeping 

The institution should maintain the following records on file:

A copy of all inspections, results, and corrective actions (Suggested retention period of 3 years);

A copy of all purchased materials/services related to the inspection corrections;

Written training records for each employee detailing the extent of training received and the date it was received.

Appendix 5-A

Sample Dining Services Department Safety Checklist

	Dining Services
	Yes
	No

	1. Has the cooking line fire suppression system been inspected in the last six months?
	(
	(

	2) Does it cover all cooking equipment?
	(
	(

	3) Is the hood and duct system cleaned of grease on a quarterly basis?
	(
	(

	4) Are the filters cleaned on the monthly basis?
	(
	(

	5) Is there an automatic fuel shutoff hooked to the fire suppression system? 
	(
	(

	6) Are portable extinguishers available?
	(
	(

	7) Do employees understand their responsibilities in case of a fire?
	(
	(

	8) Are floors cleaned of grease/food particles frequently throughout the day?
	(
	(

	9) Are floor mats provided in walking areas adjacent to ice, water and soda machines? Is the area around ice and soda machines clear of ice and water?
	(
	(

	10) Do employees have sturdy non-slip soles on their shoes?
	(
	(

	11) Are floor surfaces made of high traction/non-slip materials?
	(
	(

	12) Is a small stepladder available to provide safe access to upper shelves?
	(
	(

	13) Are employees encouraged to use the stepladder when necessary?
	(
	(

	14) Are the most-frequently-used items stored on middle shelves?
	(
	(

	15) Is there adequate space in storerooms to push a cart through the aisles? 
	(
	(

	16) Are employees required to use carts to move any load over 30 pounds?
	(
	(

	17) Are washrooms cleaned frequently? Is the cleaning documented?
	(
	(

	18) Is antiseptic soap available from a dispensing machine (vs. bar soap)?
	(
	(

	19) Is a sign posted requiring employees to wash their hands before returning to work? Is it in English, Spanish and other languages that may be spoken by departmental personnel? 
	(
	(

	20) Is the key to the compactor removed when the operator is not present?
	(
	(

	21) Are employees who use the compactor initially and periodically trained?
	(
	(

	22) Does the compactor have an emergency stop in case a hand gets caught?
	(
	(

	23) Is mechanical grinding and chopping equipment guarded properly?
	(
	(

	24) Are cut-resistant gloves used when operating and cleaning the slicer?
	(
	(

	25) Are sharp knives separated from tableware throughout dishwashing?
	(
	(

	26) Are employees authorized to use knives well trained in their use?
	(
	(

	27) Are sharp knives stored properly when not in use?
	(
	(

	28) Are inside latches for walk-ins checked periodically for function?
	(
	(

	29) Are protective covers maintained on lights in prep areas at all times? 
	(
	(

	30) Are food items covered and dated when in coolers/freezers?
	(
	(

	31) Are food items stored on shelves, rather than floors?
	(
	(

	32) Are employees aware of their responsibilities to clean up spills as soon as they happen, even if they did not cause the spills?
	(
	(

	33) Do the employees know the location of Material Safety Data Sheets (MSDS) for all hazardous materials?
	(
	(

	34) Are employees aware of their HazComm responsibilities?
	(
	(

	35) Are secondary containers of hazardous chemicals properly labeled?
	(
	(

	36) In sprinkler protected facilities, are materials maintained a minimum of 18 inches below sprinklers?
	(
	(

	37) Are food service line positions cross trained so that one individual does not perform the same repetitive task daily?
	(
	(

	38) Are serving utensils ergonomically designed?
	(
	(

	39) Are metal/plastic scoops consistently used to scoop ice?
	(
	(

	40) Are outlets provided at island serving stations to eliminate the need for extension cords? 
	(
	(

	41) Are employees that use dish washing machines initially and periodically trained?
	(
	(

	42) Do employees receive initial and periodic food safety training?
	(
	(

	43) Do employees wear safety glasses or goggles when cleaning cooking equipment? 
	(
	(

	44) Are employees trained initially and periodically in first aid for burns?
	(
	(


Appendix 5-B

Sample Housekeeping Department Safety Checklist

	Housekeeping
	Yes
	No

	2. Have employees received initial and periodic refresher training in the following subjects:
	(
	(

	Fire prevention?
	(
	(

	Fire response procedures?
	(
	(

	Emergency escape procedures?
	(
	(

	Hazard Communications?
	(
	(

	Personal Protective Equipment?
	(
	(

	Confined Space Entry?
	(
	(

	Body mechanics applicable to their specific jobs?
	(
	(

	Safe job methods applicable to their specific jobs?
	(
	(

	What to do in the event of an injury?
	(
	(

	Electrical safety?
	(
	(

	Hazardous Materials?
	
	

	Slip/fall hazards?
	
	

	Bloodborne pathogens?
	
	

	45) Are hazardous materials containers marked with the contents?
	(
	(

	46) Are hazardous material locked/controlled?
	
	

	47) Do employees know locations of the MSDSs for the hazardous materials?
	(
	(

	48) Do the employees know where the nearest fire escape pathway is?
	(
	(

	49) Is there a designated outside assembly point? Do the employees know its location?
	(
	(

	50) Are escape drills conducted and documented at least twice per year?
	(
	(

	51) Are primary exits ever blocked during drills to force staff to use secondary exits?
	(
	(

	52) Is electrical equipment inspected periodically for hazards?
	(
	(

	53) Are electrical cords intact, with no taped repairs?
	(
	(

	54) Are lifting techniques reviewed and documented?
	(
	(

	55) Is ladder safety reviewed?

	
	

	56) Are employees instructed not to use furniture as ladders?
	(
	(

	57) Are housekeepers trained to request help when necessary to lift, carry or clean any item that presents a potential safety exposure?
	(
	(

	58) Are washrooms equipped with medical sharps disposal containers?
	(
	(

	59) Are towel dispensers located within an arms length of the sink and faucet?
	(
	(

	60) Are washroom checks performed every two hours when the building is open?
	(
	(

	61) Are job safety analyses developed for jobs with a high frequency/severity of accidents?
	(
	(


Specific jobs of concern for 1.H and job methods are:

	Task
	Methods

	Vacuuming
	Weight technique for moving furniture

	Cleaning stairs
	Work from bottom landing upwards

	Mopping and polishing floors
	Use wet floor signs

	Mopping and polishing stairways
	Stairways should not be used as staging areas

	Cleaning toilets
	Wear gloves, eye protection and clothing appropriate for chemicals used.

	Cleaning showers
	Wear gloves, eye protection and clothing appropriate for chemicals used.

	Trash removal
	Weight technique


Appendix 5-C

Sample Athletic Department Checklist

	
	Yes
	No

	3. Have Job Safety Analyses been performed for laundry task? 
	(
	(

	62) Do the Job safety Analyses include Personal Protective Equipment (PPE)? 
	(
	(

	63) Is appropriate PPE available for employees as needed? 
	(
	(

	64) Are hazardous materials properly controlled when not in use?
	(
	(

	65) Are all employees current in their Hazard Communications training?
	(
	(

	66) Does every employee understand his/her HazComm responsibilities?
	(
	(

	67) Are all secondary containers properly labeled?
	(
	(

	68) Are the dryer lint traps cleaned at least once per day?
	(
	(

	69) Are safety switches tested weekly and defective switches replaced prior to returning the machine to service?
	(
	(

	70) Do employees use good body mechanics when handling heavy laundry?
	(
	(

	71) Do the employees receive initial and periodic bloodborne pathogens training?
	(
	(

	Pool
	Yes
	No

	72) Are pool rules and other signs for the pool area in place?
	(
	(

	73) Do rules prohibit anyone from using the pool alone?
	
	

	74) Is the pool area locked after hours?
	(
	(

	75) Is the key to the pool area controlled by an authorized person?
	(
	(

	76) Does the pool meet applicable requirements of the American Pool and Spa Institute, the American Red Cross, NCAA or similar organization?
	(
	(

	77) Do the tiles immediately around the pool have a non-slip surface, even when wet?
	(
	(

	78) Is proper safety equipment (life ring, straight board, shepherds hook) provided?
	(
	(

	79) Are electrical outlets provided with ground fault interrupting (GFI) receptacles?
	(
	(

	80) Is there an emergency telephone available and is it operable?
	(
	(

	81) Is there a certified lifeguard on duty (on deck) whenever the pool is open or in use?
	(
	(

	82) Is all maintenance staff trained to handle the pool chemicals?
	(
	(

	83) Does maintenance staff know what to do in case of a chlorine/bromine leak or other emergency?
	(
	(

	Exercise/Weight Room
	Yes
	No

	84) Are exercise/weight room rules posted?
	(
	(

	85) Is equipment maintained in good operating condition?
	(
	(

	86) Are records of maintenance to equipment maintained?
	(
	(

	87) Is hydrotherapy equipment properly grounded and GFI’s used?
	(
	(

	88) Is equipment to be used only when a certified trainer is present?
	(
	(

	89) Are rooms monitored while open or in use?
	(
	(

	90) Is the room locked after hours?
	(
	(

	91) Do the rules prohibit anyone from working out alone in the room?
	(
	(

	92) Do the rules prohibit horseplay?
	(
	(

	93) Is the equipment cleaned/wiped down daily?
	(
	(

	Vehicle Safety
	Yes
	No

	94) Do all authorized drivers have training appropriate for the vehicle they drive?
	(
	(

	95) Are MVR’s run and reviewed with all authorized drivers at least annually?
	(
	(

	96) Are vehicles/mobile equipment covered by a PM program?
	(
	(

	97) Do the operators of off road vehicles (golf carts and Gators) receive training in the operation of these vehicles?
	(
	(

	98) Are off road vehicles equipped with governors or other speed restriction devices?
	(
	(

	99) Is seat belt usage required while operating all vehicles?
	(
	(


Appendix 5-D

Sample Physical Plant Safety Checklist

	Maintenance
	Yes
	No

	General
	
	

	4. Are key control logs used to monitor use of keys by maintenance staff?
	(
	(

	100) Do the key control logs cover nights and weekends as well as weekdays?
	(
	(

	101) Is the key cabinet closed and locked when not in use?
	(
	(

	102) Are employees required to leave keys to institutional equipment on campus when they are not working?
	(
	(

	103) Is the key to the cabinet secured by an authorized person?
	(
	(

	Work Shops
	
	

	104) Does the institution ban the lending of institution-owned tools?
	(
	(

	105) Is Personal Protective Equipment required when working overhead?
	(
	(

	106) Is Personal Protective Equipment required when using machinery?
	(
	(

	107) Are flammable liquids stored in UL-listed containers?
	(
	(

	108) Are applicable guards maintained on powered equipment?
	(
	(

	109) Has there been any disciplinary action for failure to use guards?
	(
	(

	110) Are push sticks required when using table saws?
	(
	(

	111) Are hoists, cranes or other lifting equipment used for moving heavy loads?
	(
	(

	112) Have employees been trained in proper lifting techniques?
	(
	(

	113) Are containers of hazardous materials properly labeled?
	(
	(

	114) Do all employees understand their HazComm responsibilities?
	(
	(

	115) Is there adequate ventilation for all welding/soldering operations?
	(
	(

	116) Is sawdust, trash and combustible waste removed at least daily?
	(
	(

	117) Are fire extinguishers available?
	
	

	118) Do all employees understand how to operate master shutoff valves/switches?

	(
	(

	Vehicle Safety
	
	

	119) Have all employees been trained in fire response procedures?
	(
	(

	120) Do all authorized drivers have training appropriate for the vehicles they drive?
	(
	(

	121) Are MVRs run and reviewed with all authorized drivers at least annually?
	(
	(

	122) Are vehicles/mobile equipment covered by a PM program?
	(
	(

	123) Do the operators of off road vehicles (golf carts and Gators) receive training in the operation of these vehicles?
	(
	(

	124) Are off road vehicles equipped with governors or other speed restriction devices?
	(
	(

	125) Is seat belt use required while operating all vehicles?
	(
	(

	Buildings and Grounds
	
	

	126) Is there a program in place to inspect for burned-out EXIT sign bulbs?
	(
	(

	127) Are emergency lights inspected and tested at least monthly?
	(
	(

	128) Is there a system for reporting and repairing building defects, such as stairs?
	(
	(

	129) Is there a program to regularly inspect parking lot lights for function?
	(
	(

	130) Are parking lots, sidewalks and other walking surfaces free of slip/trip hazards?
	(
	(

	131) Is there an effective program for clearing snow and ice from parking lots, sidewalks and other walking surfaces on a regular basis?
	(
	(

	132) Is there a snow and ice removal plan arranged by zone or area?
	(
	(

	133) Are snow and ice removal activities documented, including time, date and personnel?
	(
	(

	134) Are breaks taken by snow and ice removal personnel to rest muscles and warm up from the cold?
	(
	(

	135) Are storage and mechanical room doors locked when unoccupied?
	(
	(

	136) Are electrical rooms and panels locked?
	(
	(

	137) Are elevators regularly inspected for code compliance?
	(
	(

	138) Are carpets and stair coverings regularly inspected for defects? Documented?
	(
	(

	139) Are signs posted: “Stairs, not elevators, should be used in emergencies”?
	(
	(

	140) Are lawn-mowing patterns established to prevent equipment tip-overs on hills?
	(
	(

	141) Are “Wet-Floor” signs used to mark hallways during cleaning operations?
	(
	(

	142) Are equipment electrical cords kept to one side of the hallway during cleaning?
	(
	(

	143) Are emergency escape maps posted in all classrooms, residence hall rooms and meeting areas?
	(
	(

	144) Are doors locked, but operable from the interior in the event of an emergency?
	(
	(


Appendix 5-E

Sample Office Safety Checklist

	Office Safety Checklist
	Yes
	No

	General
	
	

	5. Are work areas generally neat to ensure good access to workstations?
	(
	(

	145) Are areas designated as “No Smoking” in accordance with local regulations?
	(
	(

	146) Are unattended file or desk drawers closed?
	(
	(

	147) Are file cabinets secured to prevent tripping?
	(
	(

	148) Does only one drawer in a file cabinet open at one time?
	(
	(

	149) Are cords and wires close to desks and walls to prevent tripping?
	(
	(

	150) Is furniture in good condition, free of sharp corners?
	(
	(

	151) Are chairs, step stools and ladders designed to support at least 200 pounds?
	(
	(

	152) Do employees receive initial and periodic trip/fall training?
	(
	(

	153) Do employees receive initial and periodic manual materials handling training?
	(
	(

	154) Are candles, hot plates, etc., prohibited in the office?
	(
	(

	Housekeeping
	
	

	6. Are floors free of trash or storage that could cause tripping?
	(
	(

	155) Are carpets and tiles free of cracks, holes or similar defects?
	(
	(

	156) Are there an adequate number of trash containers and are they emptied regularly?
	(
	(

	157) Are hallways clear of storage that could cause tripping?
	(
	(

	158) Are hallways and stairs well lighted at all times?
	(
	(

	159) Are spills and melted snow cleaned up promptly?
	(
	(

	160) Are stair railings securely fastened, both inside and outside the building?
	(
	(

	161) Are storage cabinets well organized to prevent falls of heavy items?
	(
	(

	162) Are space heaters under desks or close to combustible materials prohibited from use?
	(
	(

	163) Is the storage of combustible materials on top of heating fixtures prohibited?
	(
	(

	164) Are coffee pots and machines located on a noncombustible surface and away from combustible materials?
	(
	(

	165) Is there a procedure to ensure that coffee machines are turned off at night or are they provided with automatic shutoff switches, timers or tip switches?
	(
	(

	Office Ergonomics
	
	

	7. Have computer workstations been adjusted to reduce risk factors for carpal tunnel?
	(
	(

	166) Are monitor screens placed parallel to windows, as much as possible?
	(
	(

	167) Are overhead light sources considered when placing monitors?
	(
	(

	168) Are employees trained in adjusting their chairs for optimum comfort/efficiency?
	(
	(

	169) To the extent possible, do the employee, keyboard and monitor line up straight?
	(
	(

	170) Are monitor heights adjusted for individual user comfort?
	(
	(

	171) Are keyboard locations adjustable for individual user comfort?
	(
	(

	172) Are items used most often (i.e. telephone, calculator, etc.) placed near the user?
	(
	(

	173) Are telephone headsets available to employees on request?
	(
	(

	174) Are carts used to move materials (paper, furniture, etc.) weighing more than 30 pounds?
	(
	(

	175) Do employees know who to contact for assistance on workstation adjustments?
	(
	(
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