City of Waterville
Self Inspection Program
Policy/Procedure


Introduction

Self-inspections can help to stop or prevent an accident from occurring.  By performing self-inspections with formalized check off sheets, safety is not left to chance.  That is, by using a check off sheet, the person performing the inspection looks at every item on the list, which reduces the chance of a safety concern being overlooked or simply forgotten by the inspector.   Self-inspections can prevent unwanted down time for repairs as well as costly medical bills in the event of an injury. 

Legal Requirements

General Duty Clause 5(a) (1) of the Occupational Safety and Health Act (OSHA): Every employer must provide their employees a place of employment which is free from recognized hazards that are causing or likely to cause death or serious physical harm to their employees.

Buildings to be inspected under this Policy
All buildings owned by the City of Waterville, excluding the school department, will be inspected according to this policy and procedure statement.  The buildings to be inspected are as follows:

· City Hall, including Police Department

· Fire Department

· Parks & Recreation

· Public Works

Leased Buildings to be inspected under this Policy

The following buildings leased by the City of Waterville will be inspected according to this policy and procedure statement.  The areas to be inspected are as follows:

· Airport – JAM building

· Center Building - third floor offices, council chambers, conference room, all exits

· Jade Island

· Muskie Center – Senior Spectrum

· Public Library

Inspections

All buildings will be inspected on an annual basis.  If safety issues are found that may cause death or serious injury to any employee, inspections may be conducted as frequently as deemed necessary by the Safety Committee until the issue is resolved.

All inspections will be coordinated with the Department Head or designee, and will be scheduled at least one (1) week, but not more than three (3) weeks, in advance. 

Inspections will be conducted by individuals chosen by the City of Waterville Safety Committee.  All inspections will be conducted by groups of two or more individuals who have experience and/or knowledge in the area of inspection being conducted.  

All safety committee members are welcome to attend all inspections, whether participating as an inspector or not.  

Inspection Check Lists

The City of Waterville Safety Committee has prepared standardized self-inspection checklists for the following areas:

· Fire Protection

· Electrical Safety

· Work Environment

· Ergonomics, VDT, Work Stations

· Plumbing 

· Egress

· Personal Protective Equipment and Clothing

· Portable Ladders, Hand Tools, Equipment

These checklists will be completed by each designated inspector at the time of the inspection.

Each standardized inspection checklist will be reviewed annually by the Safety Committee to see if there are any additions/corrections that need to be made.

Review of Completed Inspection Lists

Once an inspection has been completed, the information will be presented to the Safety Committee by the inspectors.  Each list will be collected and stored in a binder in the Human Resource Office for review by the safety committee members.  These inspection lists will be used to compile a list of safety concerns and/or violations to be reviewed by the Safety Committee.

Once the Safety Committee has reviewed the inspections, a compliance request report will be compiled for distribution to the department.  The following will be included in the compliance request report:

· Safety Hazard(s)/Issue(s) that are reported by the inspectors

· Course of action that needs to be taken by the department to correct all safety hazard(s)/issue(s)

· Time frame recommended by the Safety Committee for completion of each safety hazard/issue (30 – 90 days)

· Date for response from department if there are any concerns/questions about the report, including any changes to time frame for completion

· Date of follow up inspection(s) for safety hazard(s)/issue(s)

Responsibility of Safety Committee

It will be the responsibility of the Safety Committee to review all information presented from the self-inspections and create a list of safety hazard(s)/issue(s).  This list will be prioritized based on necessity for completion.  

It will be the consensus of the Safety Committee for distribution of funds for training or other items that are deemed necessary for the implementation of safety policies/procedures.

Responsibility of City Departments
It will be the departments’ responsibility to comply with the recommendations of the Safety Committee.  Each department is requested to notify the Safety Committee of progress on completion of each safety hazard/issue.

If the department is unable to complete the correction of the safety hazard/issue due to staffing, funding, or scheduling, the department must notify the Safety Committee in writing within 10 days of the initial notification of compliance request report.   The Safety Committee will review the request and make the determination if a change in the time allotted will occur.

Responsibility of Administration

It is the responsibility of Administration to present to the City Council any items that are seen as a health/safety hazard that may cause death or serious injury to employees if additional funding is needed. 
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