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Administrative Offices Risk Management Survey Guide

                             A “no” response may require further analysis and/or an action plan for correction.
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	Municipality Name
	
	Completed By
	
	Date

	RISK MANAGEMENT RESPONSIBILITIES

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you conduct risk management meetings at least twice a year?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have a Safety Committee?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you discuss safety issues regularly with employees?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you know your organization’s MIOSHA inspection procedure?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does your budget contain a line item for safety?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you completed the MML Employment Practices Survey Guide and made adjustments?

	FACILITIES INSPECTION

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do designated employees conduct monthly, documented inspections of the office area?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do they complete written reports?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you developed an action plan to address areas in need of improvement?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have required State and Federal employment posters?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are they highly visible at each employee reporting location?

	INCIDENT/ACCIDENT INVESTIGATION

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you conduct employee post-accident inspections?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you use and maintain written accident reports?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the Safety Committee review employee injury reports?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does management review report recommendations and employee injury reports?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the MIOSHA Injury Log maintained? 

	MOTOR VEHICLE MANAGEMENT


	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you check driving records of authorized vehicle operators through the Michigan Secretary of State subscription service?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have a policy addressing motor vehicle operation?


	MOTOR VEHICLE MANAGEMENT (Continued)


	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does it contain the following?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	- Management policy?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	- Management and supervisory accountability?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	- Accident reporting, review & record keeping?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Corrective action?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Pre-use vehicle inspection?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If you assign a vehicle to an employee or allow an employee to use one of your vehicles, does the vehicle undergo maintenance? Do you maintain documentation on the maintenance?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does a pre-trip inspection of the vehicle take place before each use?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have rules covering personal vehicle use?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees receive training on the policy?

	NEW AND/OR TEMPORARY EMPLOYEES

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you conduct new employee orientation?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you verify state licensing, certificates, degrees, and designations?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have yearly training on blood borne pathogens, first aid, CPR/AED?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have yearly training on Harassment/Discrimination/Workplace Violence?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees on heavy and repetitive material handling and proper lifting techniques?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees on wearing the proper shoes for the work environment?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train periodically on the use of fire extinguishers?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train twice yearly on fire/emergency procedures?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you provide training for employees on how to handle angry customers?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees on their responsibilities for providing reasonable accommodations under the ADA and Michigan’s Persons with Disabilities Civil Rights Act?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees on recognizing mentally ill individuals and on the procedures for handling them?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have a rule that prohibits employees from possessing or carrying a weapon in the workplace?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have a rule that prohibits possessing, using or being under the influence of alcohol, illegal prescription medications, narcotics, or other illegal drugs or substances on the employer’s property? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees about their responsibilities under the ADA and Michigan Handicappers law concerning providing accommodations? 

	HAZARD COMMUNICATION (EMPLOYEE RIGHT-TO-KNOW)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have a written hazard communication plan?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there a complete and current inventory of chemicals (copy machine/printer products, more than household quantities of cleaning supplies)? 


	HAZARD COMMUNICATION (EMPLOYEE RIGHT-TO-KNOW) (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you index and maintain a file of Material Safety Data Sheets (MSDS)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all required hazard communication posters on display?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees on reading MSDS and on working safely around chemicals and other hazardous materials?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you post new Material Safety Data Sheets (MSDS)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you provide training on new Material Safety Data Sheets (MSDS)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you document all training?

	PERSONAL PROTECTIVE EQUIPMENT

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you completed a PPE hazard assessment?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you developed and implemented written procedures for the use of PPE? 


	ELECTRICAL/ MECHANICAL INSPECTIONS

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is your administrative office’s electrical and telecommunications system grounded against electrical surge and lightning strike?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there a rule that prohibits employees from bringing unauthorized electrical appliances or equipment for use in the workplace?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are electrical and extension cords and plugs in good condition (undamaged, free from cuts or frays)? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees use extension cords only when fixed wiring is not feasible? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees use caution in placing and keeping electrical and extension cords in place, so they do not become a slip or trip hazard? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you instruct employees not to plug multi-outlet strips into other multi-outlet strips?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you instructed employees that, except for temporary use, they may not plug extension cords into other extension cords? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do small appliances (e.g., fans, lights, refrigerators) with exposed metal have a 3-prong plug (grounded) unless the appliance has double insulation?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are space heaters UL-listed?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do space heaters have automatic shut-offs that will actuate if the heater tips over?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are space heaters located at least three (3) feet from combustible material?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are space heaters, microwave ovens, and other high-current devices plugged directly into a wall receptacle and not into strips or extension cords?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you protected all electrical outlets near sinks, faucets, or damp environments with ground fault circuit interrupters?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do all electric fans have guards of not over one-half inch mesh?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do all conveyors, electric hole-punches, paper shredders, compactors and other equipment with hazardous moving parts have guards so that employees cannot contact the moving parts? 


	ELECTRICAL/ MECHANICAL INSPECTIONS (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train employees not to wear hanging clothing or jewelry when using machines with hazardous moving parts?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you keep all electric panel doors closed?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you maintain a clear walkway in front of all electrical panels?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you require employees to shut off all heating elements – coffee makers, cup warmers, portable electric heaters – when not in use or at the end of the day? 

	LADDER SAFETY

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you inspect ladders/step stools provided for reaching materials on shelves regularly to ensure they are in safe, serviceable condition?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do your portable ladders/step stools meet ANSI requirements?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do ladders have a non-slip bases or safety feet?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you trained employee to inspect ladders before use? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are metal ladders stored away from electrical hazards and so marked?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you prohibit employees from using chairs, desks, boxes or other items as a ladder/stool?



	
	
	
	

	EXITS

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the facility have a sufficient number of exits for facility (not less than two for each fire area)? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are doors unlocked or have panic hardware?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are doors equipped with alarms to prevent unauthorized use or theft?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are doors clearly visible or are there visible instructions indicating the route to exit doors?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you maintain clear access to all exits?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are exit signs illuminated?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does emergency lighting operate when tested?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you post exit signs (6” letters)?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do doors swing out to safe discharge areas?

	FIRST AID/CPR/AED

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you schedule a first-aid trained employee on each shift?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are first aid supplies readily available?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you post emergency phone numbers and procedures?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is an Automated External Defibrillator available?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are employees trained in infectious disease control techniques?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the appropriate PPE’s available to employees when confronted with medical emergencies?



	
	
	
	


	FIRE PROTECTION

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the office have a central station fire alarm? Is it maintained and tested according to NFPA 72?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the office have the proper fire extinguisher types, sizes and number?




	FIRE PROTECTION (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the office have electronic equipment friendly (clean agent) extinguishers?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the locations of extinguishers marked and accessible?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do extinguishers receive monthly inspections and annual service?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees receive training in extinguisher use?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are sprinkler valves sealed or locked in the open position?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the sprinkler system undergo quarterly testing as weather permits, and are alarms operative?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there adequate clearance from sprinkler heads to stored materials (18 inches)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are there adequate clear paths in front of all fire equipment, extinguishers, and exit doors (36 inches)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees remove combustibles, scrap, or debris from work areas at regular intervals?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are stair well and hallway fire doors kept closed?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are emergency exits always clear of snow and ice?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are interior book-return drops fire protected?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you train twice a year on fire/emergency procedures?

	EMERGENCY PLAN

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have an emergency operations plan in place?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is an emergency evacuation plan in place and posted? Does the plan include the following?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Medical?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Crime? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Bomb threat?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Fire? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Natural?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Chemical?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-An employee meeting place?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Alarm system?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Data protection?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Disaster recovery?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	-Business continuity?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you practice the plan at least once a year?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you review and update the plan annually?

	AISLE WAYS, STAIRWAYS AND FLOORS  

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do parking lots, entryways and lobbies have lighting that is sufficient to make hazards clearly visible?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are parking lots, sidewalks and entry/exit ways clear of snow and ice?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are weather mats in use during inclement weather?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are entry/exit ways free of impediments and slip/trip hazards?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are warning placards used when floors are wet?



	AISLE WAYS, STAIRWAYS, AND FLOORS (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are mats or carpeting in lobby areas inspected regularly for slip and trip hazards?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the office/floor arrangement allow for easy egress under emergency conditions?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all aisles, exits, stairwells and doorways kept clear at all times?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all aisle and corridor clearances adequate for two-way traffic and for unobstructed access to all parts of the office and building?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are there any trip hazards in the facility created by placement of loose objects, furniture projection, loose or worn carpeting, floor tile or stair treads?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are floors clear of pencils, bottles, purses, briefcases, backpacks and other loose objects that may create a tripping hazard?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do stairways have proper lighting?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do stairways have handrails?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are stairways free at all times of stored materials and supplies?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do storage lofts have standard guardrails (42” top rail, mid rail and 4” toe board)?

	FURNITURE AND FIXTURES

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do inspections of furniture in public or lobby areas for wear, damage or the need for repair take place regularly?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are bookshelves and cabinets that are potentially unstable (e.g., over 5 feet in height, top-heavy) secured so they will not fall over?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is all furniture free from sharp edges, points or splinters?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees close desk and file drawers after use?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are desks, file cabinets, etc., arranged so that drawers do not open into aisles or walkways? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  FORMCHECKBOX 

	Is weight distributed in file cabinets so that upper drawer contents do not create a top-heavy condition?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are faulty desks, chairs, or other office equipment either repaired or taken out of service when identified?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees receive training in not leaning back beyond center mass in chairs?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees receive training in not scooting across the floor while sitting in chairs?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you inspect chairs regularly for worn or broken parts?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is adequate and sufficient lighting provided in all working areas?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are paper cutter blades in locked position when not in use?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do knife blades have guards when not in use?




	WORK STATIONS

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the tops of display screens at, or just slightly below, eye level when in use?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	When employees are working on the computer, are display screens positioned directly in front of them? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are screen glare control techniques or glare filters provided?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are adjustable chairs provided at all employee computer stations?


	WORK STATIONS (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do all work surfaces adjust to fit the task to be performed? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are work surfaces generally adjusted to elbow height-allowing employees to keep their arms low and close to the body in relation to the task?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you encourage employees to take 3 to 4 minutes away from computer use every hour?



	HOUSEKEEPING

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are there individuals responsible for maintaining good housekeeping in their work areas?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Has management developed a cleaning schedule? 



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are special equipment and cleaning materials available?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are cleaning fluids used only in small quantities?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do cleaning supplies have labels that identify their contents?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are cleaning fluids stored in closed containers that are kept in well-ventilated areas?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are flammable cleaning fluids prohibited?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you prohibit the permanent storage of combustible liquids in offices?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are combustibles prohibited from being stored under desks, tables, or shelves where they would be shielded from automatic sprinkler protection?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is proper waste disposal available? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all materials stored properly (i.e., leaning materials, stock piles, ladders, etc.)? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are heavy materials stored on the lower shelves or near the floor?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are mechanical lifting devices, dollies or carts available to move heavy materials?

	

	CASH HANDLING

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you complete background investigations on employees whose job includes cash handling?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the employees or elected/appointed officials who handle money bonded?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does each transaction generate or require either an electronic or a written record for documentation?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you use check stamps with the Office’s restrictive endorsement?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	During business hours, do employees keep cash kept in a secure cash register or locked drawer or box?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	After hours, is cash placed in a closed and locked safe and are all cash registers left open?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you make a bank deposit each business day?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does a second person reconcile deposits before going to the bank?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are deposits made at the bank during the business day?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	At the end of each shift, are all cash drawers balanced?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the organization’s financial records independently audited each year?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	During the business day is the door to the safe/vault closed?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is access to the safe/vault during business hours restricted to authorized individuals only?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the safe/vault door closed and locked at the end of the business day?


	CASH HANDLING (Continued)

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Was the combination/lock to the safe/vault changed after the last person who had access separated from the organization?



	STORAGE BUILDINGS

	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all remote buildings locked and secured?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are fire extinguishers installed, maintained, and inspected?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is a fire alarm or suppression system installed?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are UL listed flammable storage equipment used?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is proper lighting installed in the building?

	SECURITY


	Y
	N
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there a policy to investigate all citizens’ complaints or claims of injury at a municipally owned facility?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does management review all citizen-involved complaints or reports of injury?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does management maintain a central file, ordered chronologically, of all citizens’ complaints, claims of injury, and their outcome?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the parking lot visible to employees in the building?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you maintain landscaping so that window and doors are clearly visible?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	When coming in or leaving work, do employees take safety precautions?  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees use the buddy system when leaving work during hours of darkness?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there a panic or robbery alarm installed and readily available in the office?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you lock access points or doors leading to the administrative offices?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  FORMCHECKBOX 

	Do you inspect conference rooms or remote areas before closing to ensure no is occupying them?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the front counter and service area free of items that might serve as weapons?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the municipality practice key control in the building?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you established and do you enforce a strict “close of business” procedure that requires employees to secure valuable equipment as well as classified and sensitive information (including diskettes, printouts, etc.) properly?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the Administrative Office comply with Governmental Accounting Standards Board Rule #34 (GASB 34)?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you conduct an inventory annually and document all the assets that the office holds?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you secure the inventory record off site?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is all sensitive computer information password-protected?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is all sensitive and personal information disposed of properly?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there a procedure for handling suspicious packages or envelopes?
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