


SELF-INSPECTION PROGRAMS
Introduction
The objective of a self-inspection program is to identify hazardous conditions and employee behavior and determine what actions are required to reduce or eliminate accident potential.  Additionally, inspections can help determine the extent to which employees adhere to the company's safety program, operating procedures, rules and regulations.

Developing a self-inspection program and associated checklists can help to protect company assets from fire, employee injury and injury to the public.   Their development will require the attention of someone who has a sound knowledge of the company's operations and as well as knowledge of relevant safety standards and local codes.  The self-inspection program should be a process of fact finding with an emphasis on identifying potential hazards and developing the necessary corrective actions necessary to eliminate them.

Responsibility For Self-Inspection
Everyone in an organization has a role to play in recognizing and identifying those conditions that can lead to accidents or property destruction.  But in a self-inspection program, there should be a clear assignment of inspection duties made to various members of the management and supervisory team.

It may be a responsibility of the safety committee to perform monthly safety inspections and to record their results.  The maintenance department or others having responsibility for correction should take immediate action to eliminate the deficiencies observed and ensure proper follow through to completion of necessary action.  A work order system can be a useful method to start the process of correction.  Safety issues and their abatement should be given top priority by all employees.

Supervisors should inspect their department on a daily basis to ensure work areas are maintained in a safe condition.  Workers should inspect their workplace daily to ensure tools and personal protective equipment are in safe condition.

The accompanying checklist presents ideas for your use in the development of your own, unique self-inspection forms.  To be an effective tool in accident and fire prevention, all checklists developed should be specific for each area of the facility or operation.

When developing any self-inspection program, six questions should always be answered:

(
What areas and/or operations need to be inspected?

(
What aspects of each need to be examined?
(
What conditions or actions should to be inspected?
(
How often must each area/operation be inspected?
(
Who will conduct the inspections?

(
What records or reports are needed?
What Areas and/or Operations Need To Be Inspected?

The first step is to take a hazard inventory.  This is done best by dividing the operation into physical areas and operations (yard, trucks, building, department, machinery or other suitable divisions).  Remember to consider areas and operations that are away from the main plant site or main location such as job sites, delivery sites, and the like.

Once the specific areas and operations to be inspected have been identified, employees familiar with those areas should research applicable standards, regulation, and codes for each physical item in the area.  Good sources of information include OSHA regulations, NFPA codes, the Life Safety Code, Department of Transportation (DOT) etc.  Also, consider such things as equipment manufacturers' inspection and maintenance schedules as well.  The list of items to be inspected can then be developed.

What Aspects of Each Item Need To Be Examined?
The parts or steps of jobs or business operations that can create hazardous conditions when improperly performed or from unsafe equipment should be evaluated first.

Various parts or steps of jobs or operations can develop unsafe or unhealthy conditions.  Unsafe conditions can be caused by:


(
Noise


(
Repetitive Motion


(
Airborne Contaminants


(
Corrosion 


(
Heat


(
Wear of parts and equipment


(
Impact


(
Vibration


(
Stress on employees or the public


(
Employee or public misuse of facilities, tools or equipment


(
Employee neglect of facilities, tools or equipment


(
Employee attitude

Safety devices, guards, controls, wear point components, electrical and mechanical components and equipment, and fire exposures tend to become unsafe first.

For particular machines, critical parts would include the point of operation, moving parts, and accessories.   Also to be checked on machines and equipment would be feeding, oiling, adjusting, maintenance, grounding, workspace, mounting and location.

For facilities and buildings, areas and equipment open to or accessible by the public or other non-employees should be checked.

What Conditions Or Actions Should Be Inspected?
The unsafe conditions or actions for each area or operation should be described specifically and clearly.  Descriptive words such as jagged, exposed, broken, frayed, leaking, rusted, corroded, missing, vibrating, loose, or slipping should be used to describe conditions.  Sometimes exact figures such as maximum pressures or percentages may be needed.  

Unsafe behaviors or actions should be identified during the inspection as well.  In general, they include, but are not limited to:


(
Using machinery or tools without authority


(
Operating vehicles or equipment at unsafe speeds


(
Operating vehicles or equipment in violation other safe working practices.


(
Removing guards or other safety devices or rendering them ineffective.


(
Inadequate inspection and maintenance of tools and equipment


(
Using defective tools or equipment or using tools or equipment in unsafe way.


(
Overloading of equipment of facilities


(
Overcrowding work areas or areas open to or accessible by the public


(
Improper handling materials, including improper lifting.


(
Repairing, maintaining or adjusting equipment while it is in motion, under pressure or electrically energized.


(
Failing to make available necessary personal protective equipment to employees or the public


(
Failing to use or properly maintain personal protective equipment.


(
Creating unsafe, unsanitary, or unhealthy conditions through poor personal hygiene.


(
Using compressed air for cleaning clothes


(
Poor housekeeping 


(
Smoking in unauthorized areas.

How Often Must Each Area/Operation Be Inspected?
The frequency of inspection is determined by four factors:

What is the loss severity potential of the problem?
                                                                                                                                              


Ask what would happen if the item or critical part failed or if the procedure was not followed.  The greater the loss severity potential, the more often the item should be inspected.

What is the potential for injury to employees or to the general public?




If the item failed or the procedure was not followed who and how many people would be endangered.  Higher levels of danger require more frequent inspections.

How quickly can the area, item or part become unsafe?





Factored into the answer should be the amount of use, probability of abuse, delicacy of item or part, and ease of detecting the unsafe condition during regular operations.

What is the past history of problems, and what were the results of these problems?


Maintenance, production, and accident records should be reviewed and compared to each other.

It is important to remember that certain inspection frequencies are mandatory under OSHA, EPA, DOT, and other local, state, and Federal regulations.
Who will conduct the inspection?
In order for a self-inspection plan to be effective, responsibility for each inspection should be assigned.  A suggested guide for planned inspections:


Daily:
 
Maintenance personnel, truck drivers, warehouse workers and furnace operators.


Weekly: 
Supervisors


Monthly:  
Department heads and the safety & health committees.

Individuals conducting the inspections should:

(
Be knowledgeable of the operations or areas being inspected as well as accidents or 


losses that have occurred in the past.

(
Understand potential hazards, which may be created due to unsafe work practices, 

equipment, facilities or conditions


(
Be able to recommend measures, which will correct hazardous conditions and practices

Record Keeping - Reports - Checklists
A record of each inspection should be maintained.  Inspection records should be retained for review and comparison for trends.  Usually 3 years of records is sufficient for this analysis, although five years may be desirable in order to have a complete history of deficiencies and action taken.

Checklists
Self-inspection checklists are invaluable if properly designed and used.  They serve as reminders of what to look for, and as records of what has been covered.  If an inspection is interrupted, a checklist helps in knowing what has and has not been done.  Good checklists help in follow up.  Hazards observed and not on a checklist should still be recorded on the checklist

Checklist should be reviewed and revised:


(
Periodically

(
Immediately when changes are made in facilities

(
Otherwise, at least annually

Reports

Every inspection should be followed up with a written report directed to the manager or supervisor of the area inspected and to general management.


Reports should:


(
Outline each hazardous condition found and its seriousness


(
Recommend corrective action


(
Suggest a time frame for corrective action and follow up

Reports are usually grouped into three types:

Emergency:  
This report is made without delay when a critical or catastrophic hazard is probable.

Periodic:
This report covers those unsatisfactory, non-emergency conditions observed by the planned periodic inspection. It should be written within 24 hours of the inspection.

Summary:  
Lists all items of previous periodic reports for a given time.


By using self-inspection reports that are detailed and provide suggestions on corrective actions, management can easily assess needed changes in programs, production schedules, budgets, manpower and facilities.




Self-Inspection Checklists
The following self inspection checklists are generic in nature and should be used as a guide for the development of your own checklists.  The subjects in these examples are covered on a broad basis. Some of the items in these checklists will not apply to your operations, whereas others will need to be greatly expanded.  You should tailor your checklists specifically to your unique operations and needs.

The goal for the development of your own checklists is to completely cover all areas within your own operations and facilities. 

GENERAL SELF-INSPECTION CHECKLIST
Inspected by: __________________________________
Date____________________

Submitted to (manager): __________________________    On: ____________________
  

	Inspection Item
	Action Needed
	Date Corrected

	Walking and Working Surfaces in good condition?
	
	

	Emergency Light Working?
	
	

	Aisles marked?
	
	

	Stairs clear and in good condition?
	
	

	Exits unobstructed?
	
	

	Exits clearly marked?
	
	

	Ladders in good condition?
	
	

	Housekeeping good?
	
	

	Rags in self-closing containers?
	
	

	Work areas free of trash?
	
	

	Combustible dust vacuumed daily?
	
	

	Smoking areas designated?
	
	

	Fire extinguishers in place and accessible?
	
	

	Fire extinguishers inspected and properly tagged?
	
	

	Sprinkler heads have at least 18" clearance?
	
	

	Fire doors in proper working order and not blocked open?
	
	

	Flammables properly stored?
	
	

	Containers properly labeled?
	
	

	Safety cans in use?
	
	

	Storage areas stable?
	
	

	Pallets properly stored?
	
	

	Hazardous waste properly stored and disposed of?
	
	

	Machine guards in place?
	
	

	Personal protective equipment in use where required?
	
	

	Eye wash and showers operational?
	
	

	Safety shoes worn where required?
	
	

	Hearing protection in use where required?
	
	

	Electrical cords undamaged?
	
	

	Hand tools in good condition?
	
	

	Evacuation routes posted?
	
	


Comments:

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________

       

          PROPERTY SELF-INSPECTION CHECKLIST
Inspected by: _________________________________
Date: _____________________

Submitted to (manager): _________________________      On:   _____________________

	Inspection Items
	Action Needed
	Date Corrected

	Housekeeping:
	
	

	Is housekeeping adequate?
	
	

	Are aisles well marked and kept clear?
	
	

	Are rags kept in self-closing containers?
	
	

	Are doorways unobstructed and clearly marked?
	
	

	Are dust areas vacuumed frequently?
	
	

	Are pallets properly stored?
	
	

	Is trash removed at the end of each shift or day?
	
	

	Flammable Liquids:
	
	

	Is the dumpster located away from the building?
	
	

	Are flammable liquids stored properly?
	
	

	Is the supply of flammable liquids used in the plant area limited to the quantity required for the shift?
	
	

	Other Hazards:
	
	

	Is all hazardous material properly labeled?
	
	

	Are electrical cords in good condition and undamaged?
	
	

	Are compressed gas cylinders properly secured?
	
	

	Is smoking restricted to approved, designated areas only?
	
	

	Is welding and cutting done only in segregated areas and by designated personnel?
	
	

	Is there proper clearance in front of all heating equipment?
	
	

	Are all hazardous operations properly controlled and protected?
	
	

	Are emergency phone numbers posted?
	
	

	Is all vegetation kept cut back from building?
	
	

	Are forklifts refueled in proper areas?
	
	

	Is storage of materials neat and orderly?
	
	

	Is hazardous waste properly stored and disposed of?
	
	

	Is there a hazardous waste spill control program in effect?
	
	

	Is all heat producing equipment and appliances on a regular inspection and preventive maintenance program?
	
	

	Have all employees been trained in fire extinguisher usage?
	          
	     

	Are fire extinguishers inspected and tagged?
	
	

	Is the entire fire alarm system, heat and smoke detectors regularly inspected, tested and maintained?
	
	

	Are fire doors in proper working order and not blocked open?
	
	


PROPERTY SELF-INSPECTION CHECKLIST (continued)
	Inspection Items
	Action Needed
	Date Corrected

	Fire Department Planning:
	
	

	Has fire preplanning been done with the local fire department?
	
	

	Is preplanning updated when alterations are made?
	
	

	Other property related items?
	
	


Comments:

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________

WORKERS COMPENSATION SELF-INSPECTION CHECKLIST
Inspected by: ________________________________
Date: _____________________

Submitted to (manager): _______________________
On: ______________________

	Inspection Items
	Action Needed
	Date Corrected

	Emergency Planning:
	
	

	Emergency evacuation plan posted?
	
	

	All employees have been trained in emergency plan?
	
	

	Haz Com and Control of Chemicals:
	
	

	Hazardous communication program in place?
	
	

	All parts of Haz Com program are in effect?
	
	

	All chemicals are labeled?
	
	

	Necessary personal protective equipment is available and in use?
	
	

	Eye wash stations and emergency showers available?
	
	

	Is there a prohibition against an employee bringing in any unauthorized chemicals to the job?
	
	

	Airborne contaminant levels have been tested?
	
	

	Are engineering controls for inhalation exposure adequate?
	
	

	Are respirators required in any area?
	
	

	Respirator program in effect?
	
	

	Employees needing respirators are given regular training their use and care?
	
	

	Are chemicals brought in and used by subcontractors evaluated for the exposure they may present to employees?
	
	

	Confined Space Entry:
	
	

	Have any confined space entry areas been identified?
	
	

	Is a confined space entry program in effect?
	
	

	Employees receive regular confined space entry training?
	
	

	Lockout / Tagout and Machine Guarding:
	
	

	All machinery properly guarded with guards in place?
	
	

	Employees trained in machine guarding?
	
	

	Lockout Tagout program in place?
	
	

	Necessary lockout tagout training is provided as appropriate?
	              
	        

	Noise and Noise Control:
	
	

	Noise level has been determined?
	
	

	Hearing conservation program in effect?
	
	

	Audiometric testing has been completed?
	
	

	Employees trained in noise exposure control?
	
	

	Forklift Operations:
	
	

	Forklift operated only by designated, trained operators?
	
	

	Standard operating procedures for forklifts?
	
	


WORKERS COMPENSATION SELF-INSPECTION CHECKLIST (continued)
	Inspection Items
	Action Needed
	Date Corrected

	Ergonomics and Material Handling:
	
	

	Have repetitive motion exposures been identified?
	
	

	Employee workstations ergonomically designed to reduce repetitive motion exposures?
	
	

	Regular inspection of hand tools?
	
	

	Employees trained in techniques to reduce repetitive motion potential?
	
	

	Is the need for manual material handling and lifting minimized though the use of mechanical equipment?
	
	

	Are employees trained in proper lifting techniques?
	
	

	Fall Prevention:
	
	

	Are employees subject to falling from elevated workstations or walkways?
	
	

	Fall prevention program in place?
	
	

	Employees regularly trained in fall prevention?
	
	

	Other Workplace Hazards:
	
	

	Aisles well marked and kept clear?
	
	

	Job Safety Planning:
	
	

	Job safety analyses have been completed for all jobs?
	
	

	Standard operating procedures for all jobs?
	
	

	Recordkeeping:
	
	

	OSHA records are up-to-date?
	
	

	Employee training records are up-to-date?
	
	

	Other:
	
	

	Certificates of insurance are obtained from all subcontractors?
	
	

	Other workplace safety items?
	
	


Comments:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

PREMISES LIABILITY SELF-INSPECTION CHECKLIST
Inspected by: _________________________________
Date: _____________________

Submitted to (manager): ________________________
On: ______________________

	Inspection Items
	Action Needed
	Date Corrected

	Life Safety:
	
	

	Are all exits properly and clearly marked?
	
	

	Is an emergency plan posted?
	
	

	Is emergency lighting provided throughout the facility?
	
	

	Are there at least 2 means of egress from all areas?
	
	

	Slips and Falls:
	
	

	Are parking areas, walkways, entrances clear with no slipping and/or tripping hazards?
	
	

	Are all stairs, halls and other walking surfaces clean with no slipping and/or tripping hazards?
	
	

	Is snow and ice removed promptly or otherwise controlled?
	
	

	Are aisles well marked and kept clear?
	
	

	Are lighting levels adequate at all times when the facility is occupied?
	
	

	Hazardous Materials:
	
	

	Are any above ground fuel other tanks properly enclosed by dikes or otherwise contained?
	
	

	Are below ground fuel or other tanks monitored, tested, and have leak detectors?
	
	

	Is waste material properly stored and regularly disposed of?
	
	

	Is hazardous waste properly labeled, stored, and disposed of?
	
	

	Are all hazardous areas restricted from access by unauthorized personnel?
	
	

	Are fuel pumps, tanks, LPG tanks etc. protected from physical damage with steel pipes or stanchions?
	
	

	Control of Fire:
	
	

	Are necessary fire detection systems in place, regularly inspected, tested and maintained?
	
	

	Are necessary fire suppression systems in place, regularly inspected, tested and maintained?
	
	

	Are flammable and combustible materials stored properly?
	
	

	Is smoking restricted to designated areas only?
	
	

	Security:
	
	

	Is the facility fully fenced with locking gates?
	
	


PREMISES LIABILITY SELF-INSPECTION CHECKLIST (continued)
	Are there security locks on door leading to restricted areas?
	
	

	Other Considerations:
	
	

	Is indoor air quality regularly monitored?
	
	

	Are first aid supplies and equipment available?
	
	

	Are employees trained in first aid?
	
	

	Are restroom areas clean and sanitary?
	
	

	Management Controls:
	
	

	Are there procedures in place for the reporting of unsafe conditions to management?
	
	

	Is access to the facility limited to employees only?
	
	

	Are guests required to sign in and be accompanied by a member of management while on the site?
	
	

	Are certificates of insurance obtained from all subcontractors?
	
	

	Are visitors provided with appropriate personal protective equipment while on the premises?
	
	

	Are incidents and accidents investigated by management?
	
	


Comments:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

AUTO FLEET SELF-INSPECTION CHECKLIST
Inspected by: ________________________________
Date: _____________________

Submitted to (manager): ________________________ 
On: ______________________

	Inspection Items
	Action Needed
	Date Corrected

	Drivers:
	
	

	Are the MVRs for all drivers reviewed prior to their being allowed to drive a company vehicle?
	
	

	Are MVRs for all drivers reviewed at least annually?
	
	

	Is a written criteria used for the review of all MVRs?
	
	

	Is a list of approved and designated drivers established for each location, and only drivers on that list allowed to drive company vehicles?
	
	

	Are all new drivers trained in Defensive Driving techniques using the Defensive Driving Course or other equivalent program?
	
	

	Are all drivers trained in Defensive Driving techniques using the Defensive Driving Course or other equivalent program each year?
	
	

	Vehicle Inspection and Maintenance:
	
	

	Are pre-trip or daily vehicle inspections completed by drivers?
	
	

	Are defects identified during daily/pretrip inspections repaired immediately?
	
	

	Is a scheduled inspection and preventive maintenance program in place for all vehicles?
	
	

	Are complete maintenance records kept for all vehicles?
	
	

	Vehicle Operations:
	
	

	Are there standard procedures for loading and unloading vehicles?
	
	

	Are wheel chocks available and used at all times?
	
	

	Are all vehicles stored in designated areas?
	
	

	Are ignition keys properly controlled and protected?
	
	

	Are all vehicles equipped with seat belts and is their use required?
	
	

	Management Controls:
	
	

	Are DOT logs reviewed with each driver on at least a monthly basis?
	
	

	Are required DOT records properly completed and available?
	
	

	Are driver's files complete and kept up to date?
	
	

	Are all accidents investigated by the safety committee and/or management?
	
	

	Is an accident review board in place?
	
	

	Other items
	
	


Comments:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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