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CHURCHES AND FAITH-BASED INSTITUTIONS
RISK MANAGEMENT PROGRAM 

This publication is dedicated to developing a customized Risk Management Program for your Church or Faith-Based Institution and to assist you in strengthening your efforts to operate in a safe manner. As such, it is limited in scope and intended only as a starting point in the development of a Church or Faith-Based Institution’s Risk Management Program. Philadelphia Indemnity Insurance Companies is providing information and suggestions in this safety program for your consideration in your loss prevention and risk control efforts. They are not intended to be complete in identifying or reporting on every possible or significant hazard at your premises, preventing possible workplace accidents, or complying with all of the local, state or federal health & safety related laws or regulations. The material enclosed within this risk Leadership reference source is intended and encouraged to be altered or redesigned by you to specifically address your hazards. 

WELCOME
You’ve worked hard to build a successful and safe Church and/or Faith-Based organization, and it’s taken a good deal of time, energy and commitment on a lot of people’s part to build that success.  And this includes the buildings, artifacts and significant and visible religious icons, scheduled treasures such as holy books, stained glass and artworks, as well as the programs and services offered to members and/or congregants and the lay community.
Unfortunately, it’s also possible for you to lose all that you’ve worked so hard to achieve with just one accident or serious injury. Even if that one accident/incident doesn’t put you out of business ... it can cause serious financial loss ...regardless of whether or not you have a formal insurance program.

In addition to the “direct costs” of a claim ... the “indirect costs” (your time, your employee’s time, interference with normal operations, adverse publicity, loss of members, etc.) can run 5 to 10 times the “direct costs.”

A well designed and properly functioning risk management loss control/safety program will go a long way toward helping to avert or minimize the impact of serious accidents and claims.

The responsibility for safety begins with a belief by Leadership that safety is as important as any other purpose, goal, and function of your Church or Faith-Based organization ...that safety must be attend to each and every day…that’s where it must start and end. The materials in this manual are designed to help and assist you in this very important area of overall administration and Leadership. They should be viewed as a road map to assist you in reaching your desired destination ... however, YOU are the driver, YOU must make it happen, and YOU must adapt it to your own particular circumstances.

This guide has been developed through the combined efforts of:

(
Current Insureds, and

(
The Philadelphia Insurance Companies
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HOW TO USE THIS MANUAL

A. Read the Introduction
B. Go through the Implementation Section

· Take one step at a time (there are only 6) and complete them.

C. Complete Action Steps for each step — as outlined.

D. Enter onto Program Control List.

While we have attempted to cover most of the situations faced by Church or Faith-Based Companies, you may have a particular “exposure” that is not covered in this guide. If you have a question about how the guide can be applied to your specific situation, please call Philadelphia Insurance Companies (800-873-4552 ext. 2967 – Mark Konchan, Assistant Vice President and Director-Loss Control)

Loss control and safety is a never-ending activity for Leadership and employees ... however, if you make it part of your everyday operations, it will soon become second nature.

Following a brief discussion of risk management and safety in the introduction, the next section of the manual discusses Implementation of a loss control program. It is divided into SIX SIMPLE STEPS TO SUCCESS ... that’s all it takes.

We welcome your feedback and suggestions.
If you have any questions, suggestions or feedback please contact

Mark Konchan
Assistant Vice President and Director-Loss Control
Phone: 610-538-2967
Fax: 610-227-2301

E-Mail: mkonchan@phlyins.com

INTRODUCTION

Risk Management drives most, if not all, aspects of your Church and/or faith-based organization.  Whether conducting a cost analysis for a possible new program and then raising funds in support of the program, supervising the religious school or clergy, leasing your building to outside groups, counseling behind closed doors, transporting members or youth, hiring and supervising employees, using volunteers, operating a soup kitchen, or being in the business of residential care (to name a few) there is a tolerance for risk that must be factored into your everyday decisions.  

Risk Management has become a catchphrase to describe activities that should be both proactive and reactive to the probability or actual occurrence of a specific desired outcome - to minimize the probability of a bad business decision or adverse incident occurring, and hence assisting to assure your sustainability over time.  Church and/or Faith-Based organizations should take the time to analyze their business, determine practices that are high risk, plan for dealing with those high risk items, and follow-through with and monitor the plan.  True accidents are not incidental to the business of Church and Faith-Based organizations – they will and do occur.  However, Church and/or Faith-Based organizations should be able to understand that an accident occurs only when factors are truly uncontrollable, not as a matter of course.  

Risk Management is the organized treatment of the probability of a loss occurring as well as the recovery from actual loss.

If a Church and/or Faith-Based organization is simply reactive to adverse incidences or sentinel events without initial forethought as to whether or not to accept a risk or level of risk in the first place, the Church and/or Faith-Based organization is stating that they believe, expect and are willing to allow bad things or adverse incidences to happen.  It is likely then that the frequency and severity of near misses, adverse incidences, and sentinel events for that Church and/or Faith-Based organization is higher than would be expected for your class of business.  Unnecessary allegations of abuse and molestation, injuries to others on your property, a high vehicle accident rate, etc. are all the result of a poor corporate safety culture.  

The mandate for a corporate culture of safety should be from the top down and laterally across all sites, programs, divisions, and departments.  The most successful Church and/or Faith-Based organizations consider all employees to be part of risk management and include the governance body in decisions about safety as well.  What type and level of risk that exists must be assessed on an on-going basis, and while individual sites, programs, divisions, and departments may (and hopefully do) develop and implement their own risk management plan, all plans should be integrated into a comprehensive culture of safety; one risk management plan understood and practiced by all employees without fail and within a culture that has little tolerance for preventable accidents.  By the way, safety is not just the responsibility of your maintenance staff.  It is the responsibility of the Church and/or Faith-Based organization, employee and volunteer alike, to assure the wellbeing and protection of congregants, employees, and visitors.
Smaller Church and/or Faith-Based organizations typically add the task of corporate safety officer to one of their few salaried job descriptions (their office manager or administrative director), then various risk management functions are coordinated and delegated from that person’s office.  Larger Church and/or Faith-Based organizations may employ a corporate safety officer or, for multi-state Church and/or Faith-Based organizations that corporate safety officer would delegate to each location their own safety committee responsibilities which would then feed into the whole.               

There are three crucial issues to keep in the forefront; loss prevention, loss control, and the nature of your business.  Loss prevention combines policies and procedures with follow-through; it represents the structures and activities a Church and/or Faith-Based organization should have in place to minimize the probability of an accidental loss.  Loss control policies and procedures minimize the impact of a loss on the Church and/or Faith-Based organization.  Loss prevention examines “what if” scenarios, determines risk retention limits, and develops contingent action plans as well as takes action when losses do occur.  And lastly, do not accept a “cookie-cutter” approach to your risk management program.  There are consulting firms and other insurance companies that have a “one-size-fits-all” risk management program.  Your business may fit a large majority of their program, but what about that one special item you neglected to consider while participating in the prescriptive plan that causes a substantial and potentially uncovered loss?
Risk management and safety focuses on the type business, the structures or programs within that business, inherent and expected exposures and historical losses, preparing for and handling actual loss, and preparation for changes in the business and resultant changes in exposures.  
Larger doesn’t always mean better, but it may mean more resources from which to draw in order to implement a risk management program.  But it doesn’t mean that safety should be an after-thought or have lower priority in the smaller organization either.  For example does a Synagogue in a middle class neighborhood with a $150,000 budget that is vandalized by neo-nazi graffiti and verbal threats (albeit via the phone line) have any less need for risk management than the $60 million budget world-wide Christian church who may have 3000 attend a significant holy day service, or a poor Catholic diocese whose Priest is accused of abuse/molestation, or the children coming to or going from a Mosque and being confronted with angry, denigrating anti-arab mob?  Does the need for risk management change if the Synagogue leases their building to another faith-based group for their religious ritual or if it serves meals once-a-week to an in-house sanctioned social group?  What about if that Catholic diocese is not subject to such a terrible allegation, but has to leave buildings vacant because of dwindling numbers of individuals, couple, and families participating in programs or if the Mosque is located in an inner-city neighborhood that has become gentrified and the Mosque’s worshipers are now the area’s minority in skin color, race, etc.? 

Perhaps this argument has become too exaggerated; however, the point is that risk management and safety is a primary responsibility of all Church or Faith-Based organizations.  It’s just a matter of priority and accomplishment of risk management and safety as an on-going goal.       
IMPLEMENTATION

There are SIX STEPS TO SUCCESS in implementing a loss control program:

I. Develop a Written Leadership Statement Instituting a Safety Committee

II. Institute a Safety Committee

III. Take an Inventory of your Program or Agency’s Operations and Hazards

IV.
Develop Action Plans based on the Inventory of Hazards

V.
Establish Procedures for:

A.
Employee Selection & Training

B.
Accident/incident/Accident Investigation, Reporting and Analysis

C.
Emergency Preparedness

VI. Institute Leadership Follow-up and Monitoring

In the section that follows, we have taken the Six Steps and developed detailed procedures for each one.

STEP 1

DEVELOPING A LEADERSHIP POLICY STATEMENT

I.
Background Information

A.
Loss Control and Safety is the responsibility of Leadership.

B. Leadership’s concern and commitment to loss control and safety must be communicated to employees, congregants, and visitors.

C. A written position statement signed by the Chair of the Board of Directors will be developed and implemented considering current thought about the class of business and best practices, and shall be posted in a prominent location for all to see.

D.      The written position statement signed by the Chair of the Board of Directors will be given to all employees.  The statement will be explained to the individual in a language that can be understood by the employee.

E.         A sample position statement follows for your reference.

F.
A copy of the statement should be kept on file with other policies specific to general safety and this manual.
G.
The statement should be updated at least once each year, or more often, if conditions warrant.

II.
Action Plan & Implementation Schedule

	Key Area
	Person Responsible
	Due Date
	Date Completed

	Develop written Leadership Policy Statement
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Post  written Leadership Policy Statement
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Policy Statement is given to all Employees
	
	
	

	Update Leadership Policy Statement
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


SUGGESTED LEADERSHIP POSITION STATEMENT ON SAFETY

(On Church or faith-based organization’s letterhead - to be posted in prominent locations)

TO: Employees, Congregants, Visitors
SUBJECT:
Safety and Loss Control

A top priority at      

 FORMTEXT 
      (name of Church or faith-based organization) is to provide all our congregants, employees, and visitors with the safest possible environment within which to worship, congregate, work productively, and conduct business. This includes all aspects of the building’s physical structure, as well as its equipment and supplies.

In order to reach and maintain this goal, we need your help and support.

If you see an unsafe condition, hazard or exposure, or a situation that might lead to an accident or injury ... please bring it to the attention of one of our staff immediately.

All employees should be on the alert for any unsafe conditions ... bring these matters to the immediate attention of your supervisor.

We are totally committed to do all that is necessary to eliminate those hazards that might cause an accident or injury. With your active involvement ... and by working together ... we know WE WILL MAKE IT HAPPEN!

Thank you for your response and cooperation,

Very Truly Yours,

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
(signed by Chair, Board of Directors)

STEP 2

INSTITUTE A SAFETY COMMITTEE

I.
 Background Information

A.
The Safety Committee designs your safety program and oversees its operation.

B.
The Committee should be made up of at least 4 individuals, one of whom should be from Leadership/leadership/governance.  Committee members should fairly represent all departments and general jobs within the Company.
C.
One of the members of the Safety Committee should be designated as the Safety Coordinator.

D.
The Safety Coordinator is the one person who will be responsible to see that all aspects of the Risk Management and Safety Program are complied with.

E.
The Safety Committee should meet at least once a month, and keep written minutes of its meetings.

F.
Action Plans with targeted completion dates are to be completed by the Safety Committee.

G. All accident/incident and accident reports need to be reviewed by the Safety Committee. Taking needed action, based on this review, is a key function of the Committee.

II.
Action Plan & Implementation Schedule

	Action
	Person Responsible
	Due Date
	Date Completed

	 Safety Committee consisting of:

Coordinator:          

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Staff Member:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Staff Member:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Staff Member:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Staff Member:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Set Annual Meeting Schedule
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Person Responsible for Written Minutes:

Staff Member:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


STEP 3

TAKE AN INVENTORY OF YOUR PROGRAM, ITS DESCRIPTION AND DEMOGRAPHICS (OPERATIONS), EXPOSURES & HAZARDS (Hazard and Exposure Inventory Master List).
I.
Background Information

A. Hazards cause injury and claims. It is important to identify those hazards that currently exist in your program or agency.  
B. A list of potential exposures is included in the Program Description and Demographics (Operations) Questionnaire, Physical Plant, Safety Policies and Procedures and Unusual Exposure Inventory, and Program Inventory (Appendix I-III), which will help you pinpoint hazards within programs, the agency or operation.  Complete all three questionnaires.  

C. Create a list of all exposures and then prioritize those exposures to establish your Exposure Inventory Master List.  Prioritization is best accomplished using a matrix grid that rates exposures along dimensions of probability of occurrence (high, medium, low) and level of impact (small, medium, large) on your Church or Faith-Based organization.  Determine where on that grid you can exercise control and effect change and target exposures closest to that line for your initial set of action plans.  
D. For identified exposures and hazards you need to develop an action plan for eliminating or reducing that probability of a loss occurring (see next step).
E. The action plans need to be specific and have a target completion date.

F. The Safety Committee needs to review and approve all action plans.  Senior Leadership needs to    

“sign-off” on all action plans
G. The Safety Committee must constantly be on the alert for any new Operations/Hazards that might   develop after the initial survey; re-survey on an annual basis.
II.
Action Plan & Implementation Schedule

	Action
	Person Responsible
	Due Date
	Date Completed

	Complete All Inventories and Questionnaires
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Set Action Plan and Target Completion Dates
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Obtain approval by Safety Committee and Senior Leadership
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


Program Description and Demographics (Operations) Questionnaire, Physical Plant, Safety Policies and Procedures, and Unusual Exposure Inventory, and Program Inventory (SEE ATTACHED APPENDIX)
COMPLETING THE PROGRAM DESCRIPTION AND DEMOGRAPHICS (OPERATIONS) QUESTIONNAIRE, THE PHYSICAL PLANT, SAFETY POLICIES AND PROCEDURES AND UNUSUAL EXPOSURE INVENTORY, ANDPROGRAM INVENTORY IS THE THIRD STEP IN FORMULATING AN EFFECTIVE CHURCH AND FAITH-BATH ORGANIZATION RISK LEADERSHIP PROCESS.  THIS STEP IS INTENDED TO PROVIDE OUR CUSTOMERS WITH THE GENERAL INFORMATION NEEDED TO IDENTIFY AND QUANTIFY EXPOSURES PERTAINING TO THEIR SPECIFIC PROGRAM OR AGENCY.  AFTER YOU HAVE TAKEN AN INVENTORY OF YOUR OPERATIONS/HAZARDS AND COMPLETED THIS FORM, CORRECTIVE ACTIONS SHOULD BE DEVELOPED TO ELIMINATE OR REDUCE ANY AND ALL EXPOSURES AND HAZARDS.  STEP 4 IN AN EFFECTIVE RISK MANAGEMENT PROGRAM IS TO DEVELOP ACTION PLANS INCLUDING A TARGET COMPLETION DATE FOR EACH ACTION.  EACH ACTION PLAN SHOULD BE REVIEWED AND APPROVED BY THE ACTING SAFETY COMMITTEE AND LEADERSHIP PRIOR TO IMPLEMENTATION.  

STEP 4

DEVELOP ACTION PLANS

I.
Background Information

A.
After you have taken an Inventory of your Operations and Hazards and Completed the various Questionnaires, you will have fairly comprehensive list of hazards and exposures at this point in time that could be molded into an action plan.

B.
The Program Inventory – Many of these questions directly relate to life safety code issues or minimum standards for safe practices. Therefore, identified areas of weakness noted by a “no” answer to questions should be subject to immediate corrective action.

C.   Program Description and Demographics Questionnaire as well as the Physical Plant, Safety Policies and Procedures and Unusual Exposure Inventory - Choose no more than 5-7 hazards and/or exposures from these lists to be addressed in an Action Plan.  Those 5-7 should be based on a retrospective analysis of your claims and losses, consensus of exposures and hazards that are high risk high probability (grid matrix) and in your control, and after a thorough and comprehensive review of your present accident/incident and near miss reports. Each chosen hazard/exposure should show specific corrective steps to be taken to eliminate or reduce the incidence of occurrence.

D.
The weaknesses identified from The Program Inventory AND each of the 5-7 hazards and/or exposures as identified by your answers to the Program Description and Demographics Questionnaire as well as the Physical Plant, Safety Policies and Procedures and Unusual Exposure Inventory should be placed in a corrective action plan that outlines specific steps to be taken to eliminate or reduce the particular exposure or hazard.  In addition to the specific action, a target completion date needs to be established for each Action Plan.

D.
The Safety Committee is responsible for making sure that Action Plans —with target completion dates — are monitored and implemented.  Action plans may be delegated as necessary, but the monitoring function remains with the Safety Committee.
E.
Monitoring All Action Plans should drive Safety Committee meetings. A review of goal attainment should be the focus of each meeting.

F. Proper follow-up of the Action Plans is critical to the success of your Loss Control Program.

STEP 5

ESTABLISH AND REVISE POLICIES AND PROCEDURES

Your program or agency’s policy and procedure manual will have been developed considering standard practices for Church and Faith-Based Organizations, and best practices determined by the focus of your organization’s services.  The Program Description and Demographics Questionnaire as well as the Physical Plant, Safety Policies and Procedures and Unusual Exposure Inventory and The Program Inventory in the Appendix will provide essential direction related to safe operations and proper risk Leadership.  This Step in the development of a risk Leadership program does not raise concern about your standing policies and procedures unnecessarily; however, it is meant to drive your safety program to an increased level of comprehensiveness.  Topics that may be outside the traditional areas of risk Leadership, such as accident/incident/accident investigation and emergency preparedness, are provided as well to give you some guidance in this section.  
The risk management and safety program for your organization may not include action items in each of these areas.  Simply, these may not be areas of present primary concern and/or are managed well through present policies and procedures, proper implementation and oversight/supervision.  However and for reference, specific policies and procedures should already be in place or need to be developed and implemented in each of the following key areas:

	Key Area
	Person(s) Responsible
	Due Date
	Date Completed

	Administrative Protocols
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Building and Grounds Safety
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Employees 
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Protection for Youth and Elderly
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Fiduciary Responsibility
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


	Key Area
	Person(s) Responsible
	Due Date
	Date Completed

	Programs and Services Offered 
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Volunteers
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Ritual
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	School, Religious/Sunday
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	School, Public/Alternative/Parochial
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


	Key Area
	Person(s) Responsible
	Due Date
	Date Completed

	Emergency Preparedness
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Sacred Artifacts
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Food Service
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Fleet Maintenance and Safety
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Risk Leadership/Safety
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


	Key Area
	Person(s) Responsible
	Due Date
	Date Completed

	Governance
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Youth Activities
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Social Ministry
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Community Center
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


II.  Policy and Procedure Implementation Schedule:
	Key Action
	Person(s) Responsible
	Due Date
	Date Completed

	Develop written policies and procedures
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Implement written policies and procedures
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Review, update, and revise written policies and procedures
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


SAMPLE PROCEDURE:   ACCIDENT/INCIDENT ACCIDENT INVESTIGATION, REPORTING AND ANALYSIS

Background Information

A. The Church or Faith-Based organization should develop a policy and procedure for accident/incident investigation, reporting and analysis.
B. The goal for accident/incident investigation, reporting, and analysis is the completion and submission of the accident/incident report form and to determine proper action to take to avoid similar accidents/incidents in the future.
C. An accident/incident should never be considered a total loss, since something can always be learned from each one.

D. An accident/incident investigation, record-keeping, reporting and analysis program should consist of:

1. Supervisory Accident/incident Investigation Procedures

a. Every accident/incident should be investigated to document the event, determine all causes, and initiate corrective action.

b. Each accident/incident should be investigated as soon after the occurrence as possible, usually within 24 hours.

c. The investigation report should answer the questions: Who, What, Where, When, How and Why. 

2.
Leadership Participation and Review

a. Leadership should review each accident/incident investigation and provide input into corrective action, as needed.

b. Leadership should ascertain whether or not an accident could have been avoided; i.e., is preventable.

c. Preventable accidents should be tied into the progressive discipline system.

3. Accident/incident Analysis

a. Periodically, but not less frequently than quarterly all accident/incident investigations should be analyzed to determine trends and recurring problems, and to determine further control measures, as may be needed.

b. Accident/incidents should be analyzed by the Safety Committee, and depending on your size the appropriate department/committee, and supervisory staff.

c. Action plans should be developed as necessary as determined by loss trends.

Action Plan & Implementation Schedule

	Key Action
	Person(s) Responsible
	Due Date
	Date Completed

	Develop written procedures for Accident/incident Investigation, Reporting and Analysis
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Implement procedures for Accident/incident Investigation, Reporting and Analysis
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Conduct Periodic Accident/incident Analysis with the Safety Committee and formulate corrective action plans accordingly
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


SAMPLE PROCEDURE:  EMERGENCY PREPAREDNESS

Background Information

A.
Every Church and Faith-Based Organization has the potential of experiencing an emergency situation —whether it is a fire, weather-related situation, catastrophic accident, civil strife, terrorism, pandemic or other emergency.

B.
All potential emergency or catastrophic exposures must be considered, and effective control procedures evaluated for each location.

C.
A written plan must be developed, implemented and periodically revised, as required, to prepare each location for any emergency that may arise.  The plan should consider both general, universal and location specific procedures.
D.
A good emergency plan should consider the following elements:
· Hazard Identification

· Inspection, Maintenance and Readiness of Proper Emergency Equipment

· Access to the facility for Ambulances/EMS Units

· Public Relations and Employee Welfare

· Shelter, food and medical care

· Radio, TV and press communications

· Fire Fighting

· Evacuation

· Facility Protection

· First-Aid

· Control of Utilities - gas, electric, water

· Communications (police, fire, medical, other)

· External and Internal:  Telephone, 2-way radio, PA system

· Transportation

· Relocation of Consumers

· Relocation of Business Operations

· Protecting Undamaged Property, Equipment, Records

· Staffing During A Pandemic/Epidemic

· Temporary Shut-down 

· Records

· Practice Drills

E. Consult the Reference section of this manual for additional information about establishing a system of emergency preparedness for your program and/or agency.  A complete Emergency Response Manual and Emergency Response Team Form are provided for your reference (see Appendix)
Action Plan & Implementation Schedule

	Key Action
	Person(s) Responsible
	Due Date
	Date Completed

	Develop written procedures for Emergency Response
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Develop an Emergency Response Team
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Implement procedures for Emergency Response and audit Response Team as employees turnover
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


STEP 6

INSTITUTE LEADERSHIP FOLLOW-UP AND MONITORING / PROGRAM AUDIT

I.
Background Information

A.
Leadership must make sure that the Safety Committee is fulfilling all of its responsibilities and duties.

B.
Leadership should plan to sit in on Safety Committee meetings and review meeting minutes.

C.
A Risk Management Safety Program Audit Form (see Appendix) is attached. This form should be prepared and updated by the Safety Committee and given to Leadership.  As the form is updated, Leadership should be sent updated copies.

D.
At least twice a year, Leadership should hold a general meeting of all employees to review the Loss Control Program and its resulting accomplish​ments. This is an excellent time to ask employees for their suggestions and other input.

E.
Leadership should consider some type of safety “Incentive Award.” For instance, general meetings might include a luncheon and/or dinner to recognize employees deserving recognition for their loss control accomplishments.

	Key Action
	Person(s) Responsible
	Due Date
	Date Completed

	Safety Committee Meeting #1
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #2
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #3
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #4
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #5
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #6
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #7
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #8
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #9
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #10
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #11
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Safety Committee Meeting #12
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	General Safety Meetings (All Employees)
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Incentive Safety Award Presentation
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Completed Program Audit Checklist
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     

	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     
	     

 FORMTEXT 
     

 FORMTEXT 
     


APPENDIX (I –V)

I.
Program Description and Demographics (Operations) Questionnaire 
II.
Physical Plant, Safety Policies and Procedures, Unusual Exposure Inventory
II. Program Inventory
III. Basic Emergency Planning
IV. OSHA Handbook for Small Businesses - Safety Leadership Series (NOTE: this document was not included with any correspondence)
V. Risk Leadership Safety Program Audit Form (NOTE: this document was not included with any correspondence)
APPENDIX I

Program Description and Demographics (Operations) Questionnaire

I.
OPERATIONS (Master List)
	 
	Present
	Not Present
	 
	Present
	Not Present

	Religious Services
	 
	 
	Sponsor Sporting Teams/League
	 
	 

	Lay-Lead Prayer/Study
	 
	 
	Host Community Events/Fairs
	 
	 

	Religious School
	 
	 
	Challenge/Ropes Course, Alpine Tower
	 
	 

	"Rites of Passage" Classes**
	 
	 
	Museum
	 
	 

	Youth Group
	 
	 
	Sacred Antique Texts
	 
	 

	Vacation Bible School
	 
	 
	Sacred Artifacts
	 
	 

	Adult Education
	 
	 
	Fund Raising
	 
	 

	Family Education
	 
	 
	Thrift Shop
	 
	 

	Vocational Programming
	 
	 
	Gift Shop
	 
	 

	AfterSchool Programs
	 
	 
	Licensed School
	 
	 

	Youth Activities
	 
	 
	Transportation
	 
	 

	Day Care
	 
	 
	Counseling
	 
	 

	Nursery Services
	 
	 
	Housing (Landlord)
	 
	 

	Babysitting
	 
	 
	Homeless Shelter
	 
	 

	Mom's Day Out
	 
	 
	Industrial Kitchen
	 
	 

	Camp
	 
	 
	Kitchen-Daily Meals
	 
	 

	Volunteers
	 
	 
	Soup Kitchen
	 
	 

	Social Ministries
	 
	 
	Food Pantry
	 
	 

	Community Center
	 
	 
	Risk Leadership Committee
	 
	 

	Recreation 
	 
	 
	Safety Committee
	 
	 

	Pool
	 
	 
	Broadcast on TV
	 
	 

	**Confirmation, Bar/Bat Mitzvah typically conducted by clergy individually or in small groups


II.

SPECIFIC OPERATIONS – check/describe all that apply

	Frequency of Religious Services
	 
	

	 
	Weekly
	 

	 
	3-5 Times Weekly
	 

	 
	Daily
	 

	 
	More Than 1 Time Daily
	 

	Frequency of Religious School
	 
	

	 
	Daily
	 

	 
	3-5 Times Weekly
	 

	 
	Weekly
	 

	Education
	 
	

	Adult Education 
	 
	 

	
	spiritual context
	 

	 
	secular/community lecture series
	 

	 
	faith-based classes
	 

	Family Education (for example plays, special programs, etc)-Please Describe: 


III.

YOUTH ACTIVITIES– Check/Describe All That Apply

	Youth Group
	 
	 

	Frequency of Meetings
	 
	 

	Describe Leadership and Supervision of Youth Group:
	 
	 

	Agenda/Activities
	In-House
	 

	 
	Community
	 

	 
	Retreat
	 

	Transportation
	 
	 

	 
	Adult 
	 

	 
	Peer
	 


IV.

SOCIAL SERVICES/SOCIAL MINISTRY
	Counseling
	 
	Units of Service Per Year

	Faith-based
	Individual
	 

	 
	Family
	 

	 
	Marital/Couples
	 

	Not Faith-Based-Clergy Licensed
	Individual
	 

	 
	Family
	 

	 
	Marital/Couples
	 

	Lay-Counseling
	Faith-based
	 

	 
	Individual
	 

	 
	Family
	 

	 
	Marital/Couples
	 

	Addictions
	 
	 

	

	

	Housing
	 
	Yes/No

	 
	Foster Care
	 

	 
	Respite Care
	 

	 
	Elder Care
	 

	 
	Child Residential
	 

	 
	Adult Residential
	 

	Briefly Describe Program(s):
	 
	 

	 
	 
	 

	 
	 
	 

	Meals-On-Wheels
	 
	 

	Vocational Programs
	Rehabiliatation
	 

	 
	Training
	 

	 
	Mentoring
	 

	Briefly Describe Program:
	 
	 

	Briefly Describe Your Social Ministry:
	 
	 


APPENDIX II

Physical Plant, Policies and Procedures, and Unusual Exposures Inventory
I.

Physical Plant Exposures (Inventory)

	 
	Yes/No
	 
	Yes/No

	Stained Glass Scheduled
	 
	Buildings Sprinklered?
	 

	Scheduled Maintenance
	 
	Emergency Lighting
	 

	Smoke/Heat Detectors
	 
	Control of Keys
	 

	CO Detectors
	 
	Dusk to Dawn Outdoor Lighting
	 

	Fire Extinguishers
	 
	Bell Tower or Steeple
	 

	Playground
	 
	Pool
	 

	Scheduled Art/Artifacts, etc.
	 
	Gymnasium
	 

	Proper Storage of Flammable and Combustibles  
	 
	 
	 


II.

UNUSUAL EXPOSURES

	 
	Yes/No
	 
	Yes/No

	 
	 
	4-Wheel Vehicles
	 

	Liquor Liability
	 
	Extreme Sports
	 

	Fireworks
	 
	Trampoline
	 

	Weapons On-Site
	 
	Skateboard Park
	 

	Weapons Training
	 
	Rock Climbing Wall
	 


III.
POLICIES AND PROCEDURES RELATED TO SAFETY
	 
	Present
	Not Present
	 
	Present
	Not Present

	By-Laws and Governance
	 
	 
	Accounting Practices
	 
	 

	Board of Directors
	 
	 
	Protection of Funds
	 
	 

	BOD Committees
	 
	 
	Physical Plant Inspections
	 
	 

	Member Responsibilities
	 
	 
	Building Access/GroundsSecurity
	 
	 

	Standards of Conduct
	 
	 
	Use of Kitchen
	 
	 

	Child Safety
	 
	 
	Host Community Events/Fairs
	 
	 

	Treatment of the Elderly
	 
	 
	Office Safety
	 
	 

	Day Care/Nursery Services
	 
	 
	First Aid
	 
	 

	Religious School
	 
	 
	Natural Disasters-Response
	 
	 

	Teacher's Handbook
	 
	 
	Man Made Disasters-Response
	 
	 

	Sexual Misconduct
	 
	 
	Use of Building by Outside Groups
	 
	 

	Permission "Slip" for Youth Events
	 
	 
	Lease  Building to Others
	 
	 

	Employment Practices
	 
	 
	Transportation
	 
	 

	Volunteers
	 
	 
	Vehicle Maintenance
	 
	 

	Employee Handbook
	 
	 
	Defensive Driving 
	 
	 

	Background Checks
	 
	 
	 
	 
	 


APPENDIX III
Program Inventory

As has been true though-out this guide not everything, not every exposure, not every component of a risk management program applies to every Church or Faith-Based organization.  Many larger and more endowed Churches and other Faith-Based organizations will need to pay close attention to every item in this inventory as possible helps to their comprehensive risk management and safety efforts.  Some because of location or other factors may not.  Smaller or less endowed organizations may discover that many items in this inventory are not germane because of their limited resources, their location or other situations.  Although and as with larger institutions, there will be some smaller Churches or Faith-Based organizations may need to use this inventory as an absolute guide.  This inventory should give all Churches and Faith-Based organizations exposures for consideration in their risk management and safety program.

I. PROGRAMS AND PROCEDURES

	General Safety

	Section A
	Questions
	Yes
	No
	N/A

	1.
	Are you aware of the existence of a Safety Manual that should be referred to for assistance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is a procedure in place to notify Leadership of an incident/accident/ or crisis?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Does a formalized Emergency Evacuation / Crisis Leadership Program exist?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Is a procedure in place to conduct incident/accident investigations and identify trends?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is a corrective action plan used to ameliorate trends and preventable accidents?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS: 
	Injury & Illness Prevention Program

	Section

B
	Questions
	Yes
	No
	N/A

	1.
	Is there a Written Injury and Illness Prevention Program?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Do you have a system for identifying and evaluating your workplace hazards?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Do you systematically correct these hazards in a timely & efficient manner?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are inspections of the physical plant done on a regularly occurring basis?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS: 
	Employee Liability and Screening Programs

	Section

C
	Questions
	Yes
	No
	N/A

	1.
	Are there written job descriptions?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are work references checked and documented?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are criminal record checks for all staff and contracted employees, as well as volunteers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are all employees pre-screened for child abuse or sexual molestation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is training and supervision provided for volunteers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is there a program to screen, non-staff persons who have access to youth or other frail congregants?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS: 
	Safety Requirements (State-OSHA, Federal-OSHA, Corporate)

	Section

D
	Questions
	Yes
	No
	N/A

	1.
	Is a written Hazard Communication Program in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is a site-specific chemical listing maintained as required by the OSHA Hazard Communication Standard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are Material Data Sheets (MSDS) available for all chemicals and flammable liquids used onsite? (Including contractor and vendor chemicals to which persons could be exposed)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Was the building constructed before 1/1/80? (Note: Building is presumed to contain asbestos if constructed prior to this date) IF YES, ANSWER 5. & 6. BELOW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Have areas with asbestos containing Material (ACM) or Presumed Asbestos Containing Material (PACM) been identified? (i.e. floor tiles, pipe insulation, sprayed-on fire insulation, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Are employees and contractors who have potential exposure to the ACM or PACM had the proper awareness training per state and federal OSHA/EPA regulations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Are  lock out/tag out procedures needed?  Are they used?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
II. PHYSICAL CONDITIONS

	American with Disabilities Act (ADA)

	Section

E
	Questions
	Yes
	No
	N/A

	1.
	Are there adequate provisions to accommodate the disabled? (e.g. ramps, rest rooms, elevators, water fountains, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are job descriptions formatted to comply with ADA requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Contractor Safety

	Section

H
	Questions
	Yes
	No
	N/A

	1.
	Are contractors screened and selected only if experienced for contractor activities such as confined space entry, sprinkler system impairment, etc?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is a procedure in effect to supervise contractor activities and ensure proper controls are in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Is fall protection provided for working within 10 feet of the roof perimeter and/or elevated platforms?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are contractors properly insured, are copies of the contractors policies reviewed, is your agency listed as an additional insured on the contractor’s policy?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Life Safety Issues

	Section

I
	Questions
	Yes
	No

	1.
	Are all large items susceptible to tipping, falling or being pushed over properly secured, anchored and kept clear from children?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are electric outlets properly grounded?  Are outlets within 6 feet of water GFI rated?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are emergency exists & fire extinguishers provided and properly marked?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are emergency medical phone numbers posted for everyone to see?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is an Emergency Medical Plan in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Are Incident records maintained and addressed appropriately?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Are local and state requirements for licensing and permits met?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are recorded inspections of conducted with appropriate corrections completed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Electrical Safety

	Section

J
	Questions
	Yes
	No
	N/A

	1.
	Are electric hot plates and coffee machines located in areas free of combustibles?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is Leadership discontinuing the use of electric extension cords?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Do all electrical cords run either inside or along walls? (No Cords Below Carpets)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are all electrical cords in good condition (No frayed wires)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are all electrical panels keep closed & combustibles located at least 3 ft. from the panel boxes or transformers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is the electrical system the original system or have recent changes or revisions been completed?  When were changes completed:      ?  Do you have records of these changes? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	If the premises has been constructed between 1965 and 1973, has a certified electrician determined that NO ALUMINUM WIRING IS PRESENT?  Do you have documentation stating this?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are all electrical devices (coffee pots/machines, hotplates, etc.) brought from home tested and certified as safe by your maintenance crew?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are electrical space heaters of the type that is oil filled, thermostat controlled, with an emergency turn-off if tipped over?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	If applicable, are lockout/tagout protocols written, understood, and practiced by your maintenance staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Employer Posting and Record Keeping

	Section

K
	Questions
	Yes
	No
	N/A

	1.
	Is the Corporate Risk Management and Safety Policy Statement posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is the emergency telephone numbers posted where they can be readily found in the case of an emergency?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are general safety rules and regulations posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are employee safety & health training records maintained?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is documentation of safety inspections and corrections maintained?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	If applicable, are OSHA 300 logs posted and visible?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Fleet Controls / Driver Selection / Driver Training

	Section

L
	Questions
	Yes
	No
	N/A

	1.
	Does a documented Fleet Safety Program exist?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is a designated person in charge of the Fleet Safety Program?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Is the Fleet Safety Program a mandated program for all employees?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Does Leadership provide fleet safety training to all drivers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is there a preventive maintenance program for all vehicles?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is there a documented vehicle inspection program (pre and post trip inspections)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Are seat belt required for all passengers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are lights on for safety?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are drivers trained in wheel chair securement and safety on lifts? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Are drivers trained in accident procedures, documentation and notification?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Are accident kits located in all vehicles?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Are Motor Vehicle Records (MVR’s) checked at time of hire and annually thereafter?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.
	Is there an “annual“ re-certification of drivers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.
	Is a road test conducted by a designated trained defensive driver trainer?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15.
	Is a written road test completed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.
	Are company vehicles used for personal use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.
	Are company vehicles only allowed to be kept at employees homes during non-working hours?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18.
	Is loaning a vehicle to other agencies prohibited?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19.
	Is transportation services provided to other Church and/or faith-based organizations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20.
	Are transportation services by an outside contractor prohibited?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21.
	If NO to question 20, does the insured verify driver qualifications, training and driver history of the contracted Church and/or faith-based organization?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22.
	If NO to question 20, does the insured obtain Certificates of Insurance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23.
	Is there policy outlining the requirements necessary to be a “company” driver?  A policy for revocation of that privilege? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	24.
	Are personal vehicles used in the transportation of congregants?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	25.
	If personal vehicles are used in the transportation of congregants does each employee’s auto insurance policy contain $100,000/$300,000 liability limits?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	26.
	If personal vehicles are used in the transportation opf congregants is proof of insurance, vehicle registration, and a copy of the employee’s drivers license reviewed and kept on file?    
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27.
	Is there a policy prohibiting cell phone use (except in emergencies), eating, drinking, and smoking in your vehicles? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	First Aid/CPR

	Section

M
	Questions
	Yes
	No
	N/A

	1.
	Is First Aid/CPR response available?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are First Aid Kits readily available and freshly stocked?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Has an “Indoor Air Quality Survey” been completed within the past 12 months due to new occupancies, major renovations or in response to employee complaints?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Do you required any or all employees to have a currently valid first aid, CPR, and universal precautions certification?  If so is a certified individual available at all times your building is open?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	General Safety

	Section

N
	Questions
	Yes
	No
	N/A

	1.
	Are horizontal and vertical “openings around pipes and cables in electrical/telephone equipment rooms or closets properly sealed with a non-combustible material?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are no smoking areas established as needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are kerosene heaters or portable gas-fired heaters allowed in the premises?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are flammable and combustible liquids stored in appropriate metal cabinets?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are all indoor walking surfaces free of slipping, tripping or falling hazards (missing floor tiles, raised floors, improper stair treads, wiring or other floor trip hazards, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Are all outdoor walking surfaces free of slipping, tripping or falling hazards (unprotected raised walkway, uneven sidewalks or curbing, walkway tripping hazards, improper stair treads, tree roots, concrete or asphalt walkway spalding, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Is surface and grout material used for walking surfaces rigid? (High heeled shoes could become lodged in cracks of brick or stone walkways, or in loosely packed surfaces)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are steps in staircases uniform, with tread height and depth meeting design requirements of local/state codes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are good housekeeping standards observed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Are holes in the floors, sidewalks or other walking surfaces (parking lots, etc.) repaired properly, covered or otherwise?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Are changes in elevation and direction readily identifiable by signage or paint?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Is shelving in libraries, storerooms, etc. firmly secured to walls or otherwise made stable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.
	Are glass doors and walls visibly market with a horizontal strip or other indication located 48 inches above the floor?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.
	Are all ladders sturdy with no cracked or missing rails?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15.
	Are paper shredders adequately guarded?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.
	Do file cabinets without safety interlocks (safety interlocks prohibit you from opening more than one drawer at a time) contain the necessary warning label:

“OPEN ONE DRAWER AT A TIME”
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.
	Are hanging plants adequately secured?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18.
	Is the garbage compactor equipped with a constant pressure (deadman) control?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19.
	Is there evidence of mold or excessive discoloration around bathtubs and sinks, around or behind splashboards, under sinks or in cabinets under sinks?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20.
	Is there evidence of mold or excessive discoloration in basements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Indoor Air Quality

	Section

O
	Questions
	Yes
	No
	N/A

	1.
	Are appropriate written HVAC preventive maintenance procedures in place? (Visually inspect condensation pans on rooftop handlers)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Has an “Indoor Air Quality Survey” been completed within the past 12 months due to new occupancies, major renovations or in response to employee complaints?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Parking Facilities

	Section

P
	Questions
	Yes
	No
	N/A

	1.
	Are parking lots paved with surfaces in good condition?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are parking lots properly labeled showing traffic flow movement and parking spaces?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are traffic control devices installed where necessary (mirrors, speed bumps, gates, etc.)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Is there adequate exterior lighting to prevent slips, trip or falls?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is there adequate drainage to prevent surface water puddles, ice spots, potholes, etc?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	In below grade parking garages, is there adequate mechanical ventilation to prevent exhaust fume buildup?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Is there adequate lighting to provide security after dark?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are escorts available after dark or in dangerous neighborhoods? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
III. EMERGENCY PREPARDNESS/EMERGENCY EVACUATION 

	Communications

	Section

Q
	Questions
	Yes
	No
	N/A

	1.
	Are occupants of the premises notified when an emergency evacuation is necessary?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Do all occupants know how to contact the alarm central station or security communications station? (i.e. sticker on the phone, “emergency contact button, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are emergency phone numbers for internal/external assistance posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Are the telephone, detection, alarm, and Public Address (PA) systems supplied with emergency power?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are provisions to accommodate the deaf provided in the event of an emergency evacuation? (strobe lights)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Does policy define a chain-of-command?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is there a delineated location for a command center?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Elevators (If Yes, complete below). If NO, skip to Section S

	Section

R
	Questions
	Yes
	No

	1.
	Are signs prominently posted at elevators prohibiting use of elevators during fire and emergency evacuation situations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is there an automatic elevator recall (based upon smoke detection) to exit level where elevator travel is > than 25 ft.?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Is a manual override available from the exit floor level?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Does each elevator cab contain: a) phone or alarm device, b) emergency lighting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are inspection certificates available and current?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is there an elevator preventive maintenance program available?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Emergency Evacuation Procedures

	Section S
	Questions
	Yes
	No
	N/A

	1.
	Does the property have an existing Emergency Evacuation Procedure that addresses fire, explosion, natural disaster, bomb threats, etc? (See Emergency Response Program)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Has the written Emergency Evacuation Procedure been reviewed and auditied within the past 12 months?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are current emergency evacuation maps posted throughout the premises?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Does the emergency map have at least two exit routes shown?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are all persons instructed and trained on the emergency evacuation procedures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Are emergency evacuation drills conducted?  If so, on what frequency?      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Is the Emergency Plan reviewed with all new employees as a part of the employee orientation program?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Is there a sufficient number of designated and trained personnel to assist in a safe and orderly emergency evacuation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Is there a procedure to identify persons with permanent/temporary disabilities and does it prepare for any required special evacuation assistance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Is there an adequate plan to accommodate the safety of each person with a disability in an emergency situation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Is the area of refuge clearly posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Emergency Exit Doors

	Section

T
	Questions
	Yes
	No
	N/A

	1.
	Are all emergency exists properly identified?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are all emergency exit signs in proper working condition?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are all exit doors free of obstructions? (i.e. not blocked, chained, locked, partially blocked, obstructed with storage, etc.)  Blockage is prohibited and must be removed immediately!
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are there a minimum of two exits from each floor to fire safe stairwells?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are all exit doors automatic closing or otherwise kept open with an approved “hold open” device?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Does the premises have two exits from each floor that discharges to the exterior? Note: If protected by sprinklers one level may discharge through the exit level interior space.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Is there a provision for directing occupants to a safe meeting place when they reach the floor discharge level?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are egress doorways adequately sized to support the anticipated egress population?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Is the area of refuge clearly posted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Exit Paths to Stairwells

	Section

U
	Questions
	Yes
	No
	N/A

	1.
	Are exit paths relatively straight and clear of obstructions?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are there illuminated (internally or externally) exit and exit directional signs visible from all aisles and large work areas? What areas need repair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are any confusing “non-exits” clearly marked for what they are actually used?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Lighting

	Section

V
	Questions
	Yes
	No
	N/A

	1.
	In the event of an electrical power failure, is emergency lighting operational and adequate to illuminate exit access routes and exit doors?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is there an emergency generator to provide power to emergency lightning?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Stairwells

	Section

W
	Questions
	Yes
	No
	N/A

	1.
	Does each stairwell have a minimum 1 hour fire rating (usually located on the inside hinge side of the fire door)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are handrails provided for ALL exit areas where a > 30 in. drop exists?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are handrails adequate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are stairwell stairwells, landings and areas beneath stairs free of combustibles?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Is there adequate lighting in stairwells?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is stairwell and landing lighting working properly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Are stairwell rails and balcony rails properly spaced (minimum of 4 in. spacing between rails)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are the guards on stairs a minimum of 30 in high?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are the handrails located between 30 and 40 in. vertically from the top of the stair tread?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Where stairs or stairways exit directly into any area where vehicles may be operated, are adequate barriers and warnings provided to prevent users from stepping into the path of traffic?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Are floor numbers displayed prominently on stairwell side of exit doors or exit landing walls?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Are stairwell exits adequately sized to accommodate the building population?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.
	Are all landings free of debris and storage? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.
	Are stairwells enclosed and properly rated fire chambers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
IV. FIRE ALARMS / FIRE PROTECTION / FIRE SUPPRESSION

	Fire Alarm System

 (If Yes, complete below). If NO, skip to Section Y

	Section

X
	Questions
	Yes
	No

	1.
	Is there a fire alarm system audible in all areas of the building?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are fire alarm pull stations in the normal path of egress on all floors?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Is the fire alarms system tied into an emergency backup power source?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Is the fire alarm system tied into either a constantly attended alarm central station, off-premises fire or police station, or proprietary control center? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Sprinkler Protection

(If Yes, complete below). If NO, skip to Section Z

	Section

Y
	Questions
	Yes
	No

	1.
	Is the building sprinklered? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Is building partially sprinklered?

(Identify Floors or Areas):       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Is the sprinkler system operational?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are procedures in place to insure sprinkler system is not improperly impaired without proper authorization?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are there sprinkler water flow alarms connected to a constantly attended alarm central station, off-premises fire or police station, or proprietary control center?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is the sprinkler system tested on a periodic basis by a certified sprinkler contractor?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Monthly

 FORMCHECKBOX 

	Quarterly

 FORMCHECKBOX 

	Annually

 FORMCHECKBOX 

	
	

	7.
	Is the sprinkler system greater than 50 years old?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Have the sprinkler heads been changed been changed if the system is greater than 50 years old?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are all attic areas and concealed spaces protected with sprinkler protection?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Are all dry pipe systems properly maintained?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
	Fire Suppression & Protection

	Section

Z
	Questions
	Yes
	No
	N/A

	1.
	Are fire extinguishers properly installed (mounted on wall) and readily accessible?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Are fire extinguishers adequate for the exposures found in the area (i.e. B:C extinguishers only in kitchen area)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are CO2 or Dry Chemical extinguishers less than 50 ft. from point of use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Are water fire extinguishers less than 75 ft. from point of use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Are both 10 lbs. CO2 and water 2 ½ lbs. water extinguishers found in computer rooms?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Is all kitchen cooking equipment adequately protected with automatic fixed fire suppression system?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Is the Kitchen fire suppression system inspected and tested at least every six months by a qualified outside contractor?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Are all ducts, hoods and grease filters internally cleaned on a weekly basis to prevent grease buildup?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Are deep fat fryers equipped with high temperature control switch to automatically cut-off fuel supply when the operating temperature exceeds 475oF?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



GENERAL COMMENTS:      
APPENDIX IV
BASIC EMERGENCY PLANNING

Every location of every business can be subject to emergencies. Careful planning can minimize losses, employee errors and patron panic.

The basic emergency planning process includes:

 FORMCHECKBOX 

Leadership Commitment

 FORMCHECKBOX 

Exposure Analysis

 FORMCHECKBOX 

Loss Control Analysis

 FORMCHECKBOX 

Program Development

 FORMCHECKBOX 

Program Maintenance

The purpose of this article is to present guidelines for the development and imple​mentation of basic programs for handling emergencies. A guide to specific control measures related to different types of emergencies is also included (Exhibit #1).

Leadership Commitment

Top Leadership's commitment is crucial in developing an effective emergency program. An emergency coordinator can be assigned to oversee the ongoing program where Leadership finds it practical to do so. However, Leadership must retain its responsibility to see that the program is complete and ready to be set into motion at all times. Potential emergencies must be considered and evaluated for each facility. Specific plans should be developed, practiced and revised as necessary.

Exposure Analysis

The first step in developing an emergency program is to identify the types of emergencies that can be anticipated. Among the exposures to be considered are:

Fire, flood, severe storms, power failure, spills, crime, employee injuries, and exposures from neighboring occupancies. The probability of occurrence of each emergency and the extent of damage likely should be evaluated. The hazards of chemicals used in the workplace need to be evaluated. Material Safety Data Sheets should be obtained and evaluated for all chemicals used.

Once the exposures have been identified, the existing controls can be evaluated. These controls include specific Leadership programs, protection devices, procedures and equipment. The adequacy and completeness of preventative maintenance, facility inspection and security procedures should be reviewed. The type, adequacy, maintenance and condition of emergency equipment and protection devices should be evaluated. First Aid supplies, fire detection and protection devices, emergency lighting systems, and personal protection equipment are among the items to be considered.

Program Development

After the exposures and existing controls have been evaluated, specific guidelines can be developed. Emergency plans should be developed with these basic considerations in mind:

1)
Assign first priority to human life in all emergencies.

2)
Identify as many potential emergencies as possible.

3)
Devise alternate personnel.

4)
Include alternate personnel.

5)
Identify all logical sources of help.

6)
Inform existing employees, new employees, fire departments, police departments and medical facilities of the emergency procedures established.

7)
Review, update and revise all plans periodically.

The emergency guidelines should include the responsibilities of specific individuals, sources of emergency assistance and specific procedures. A specific employee should be appointed to be responsible for program planning and implementation. Specific duties of designated employees and alternates should be established. Designated employees and backups need to be trained in their duties and responsibilities. Employees must inform their backups if they will not be available. When appointing employees and alternates, it is important to remember that all shifts must be adequately staffed. Backups should be chosen so that it is unlikely that both the designated employee and the alternate will be unavailable in an emergency.
Communications

Efficient, reliable communications are an essential element of an emergency program, both before and during an emergency. Local fire departments, police departments and medical services should be provided with information in advance. This should include a copy of the emergency program and names, addresses and telephone numbers of Leadership contacts. A description of the operations, hazardous materials used and premises diagrams should be included.

Emergency services should be invited into the facility to become familiar with the premises and potential hazards. Emergency phone numbers should be posted. A sample form for posting emergency numbers is illustrated in Exhibit #3.

Employees should be trained to contact the manager or a designated employee in an emergency. Information on shutting down the premises and starting evacuation should be channeled through the emergency coordinator. Facilities should be available to keep posted on impending problems. As an example, a radio with frequent current weather broadcasts should be on hand when a major storm warning is anticipated.

Employee Training

Basic emergency training for all employees is a vital part of emergency planning. Training should be provided for all new employees, periodically as needed and if any changes are made in the equipment or activities. All employees should be trained in:

1)
Evacuation plan, routes and signals.

2)
Alarm systems and emergency reporting.

3)
Types of potential emergencies and specific actions.

4)
Proper use and care of emergency equipment.

Emergencies may require evacuation of a part or all of the facility. Evacuation must be rapid and controlled. All exits must be unblocked and readily accessible. Fire exits must be adequately marked, well lighted and must open freely. An evacuation plan should be defined including the direction and path of exit travel. Employees should be trained in evacuation procedures and drills held and evaluated. Areas where employees should gather after evacuation should be designated, so all employees can be accounted for. Detailed procedures must be developed to protect clients and employees.

Emergency Equipment

Adequate emergency equipment must be provided, inspected and maintained. The inspection, maintenance and testing of all emergency equipment is essential and should be reviewed by the emergency coordinator. Equipment should be tested and inspected on a scheduled basis. A system of logging or posting should be developed for maintenance and inspection activities. Employees should be trained in the proper use of all emergency equipment.

Transportation

Transportation to and from the facility should be addressed. Transportation may be needed to carry injured employees or clients to medical facilities and bring medical supplies and personnel to the facility. Local ambulance, police and taxi services should be identified and evaluated.

Transportation in and around the facility should also be considered. Adequate aisles must be maintained. Emergency personnel may have to be directed to the entrance nearest the emergency or may have to be accompanied through the work areas with their equipment. Consideration may have to be given to parking areas for emergency vehicles, with sufficient space to maneuver, load and unload.

Recovery and Salvage

Procedures are also needed for minimizing the damage after the emergency, repairing the damage and resuming normal operations. Specific duties and responsibilities need to be outlined. Employees, customers, suppliers, and in some cases, the media have to be contacted by designated representatives. Contractors may have to be hired to repair any damage. Security services may have to be hired to prevent theft or unauthorized access. Materials and equipment may have to be moved or protected to prevent further damage.

Program Maintenance

The emergency program must be tailored to the individual operation. It should be revised to keep pace with activity, equipment and personnel changes. Emergency drills should be held periodically, preferably with the assistance of local fire and police departments. The emergency plan should be evaluated after each drill and revised, as necessary. A sample self-evaluation checklist is illustrated in Exhibit #4. A periodic audit by an independent consultant can be a valuable tool to Leadership in evaluation of program readiness.
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