
Introduction
The purpose of a self-inspection program is to identify potential exposures which could result in an injury or damage to property.  If conducted on a regular basis, inspections will help to encourage safe work practices in the future as well as to reduce workers compensation, liability and property claims.

MIIA conducts facility inspections for our members from time to time in order to identify major concerns, however this inspection should be considered supplemental to your self-inspection program.

Program Requirements
This program requires quarterly inspections be conducted of all primary member facilities.  This includes facilities where there is high employee or pedestrian traffic.  All frequently used buildings should be included such as (Town Hall/Office Building, Schools, DPW Garages, Fire Stations, Police Stations, Libraries, Senior Centers, Water/Wastewater plants.)
Rewards Credits
-MIIA members will receive .25% property credit for each inspection conducted per department up to 1%.  (Ex. 3 inspections in DPW = .75%)

-A total of 2% property credit is available per member. 

-The Rewards Coordinator and your Loss Control Representative will determine the amount of credit awarded. If an inspection is not completed thoroughly, full credit may not be awarded.  For example, when doing inspections, simply checking off a box without identifying and tracking corrective actions is not acceptable.  

-If your entity is already doing these programs in some form, please submit a copy of the program along with inspection records to your Risk Management Representative who will determine if your program is eligible for MIIA Rewards credit.  
Getting Started

Review the attached sample inspection checklists for applicability.  In order for the program to be effective, the checklists should be customized to reflect your entity’s specific facilities and exposures.  You may want to consider doing an inspection with the sample checklist provided and cross out what does not apply and add exposures that do.  Once corrective actions are completed, simply mark your initials next to the item on the inspection form. 

Facilities/custodial personnel or a department representative who is familiar with the facilities and exposures should conduct inspections. This can also be an excellent exercise for a safety committee to perform in order to help familiarize themselves with facilities they may not spend a lot of time in. It can also be helpful to have a “different set of eyes” look for hazards since often times we can become complacent in the workplace.
Please contact your Risk Management Representative with any questions or if you need assistance with customizing your checklists.
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Location: School Department
	Municipality:                                                                                                                   Date:
	

	Address:

	                                            Name:

	Exposure
	Yes
	No
	N/A
	Corrective action needed
	Assigned to

	Have fire extinguishers been inspected monthly and serviced annually?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and intact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is eye and face protection provided on equipment where operation presents a potential for an eye injury?
	
	
	
	
	

	Are playgrounds inspected for damage and vandalism?
	
	
	
	
	

	Are lockers kept closed to prevent tripping/bumping?
	
	
	
	
	

	Are area carpets secured to prevent slips and trips?
	
	
	
	
	

	Are emergency evacuation procedures in place and practiced?
	
	
	
	
	


	Exposure
	Yes
	No
	N/A
	Corrective action needed
	Assigned to

	Are all exterior doors kept locked?  Are visitors required to sign in?  Badges?
	
	
	
	
	

	Are sprinkler systems inspected?  Is there adequate clearance (18”) on sprinkler heads?  Kitchen, ext.?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained?
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Safety Data Sheets available for chemicals used?  Are they clearly identified and accessible?
	
	
	
	
	

	Are all art materials non-toxic and stored in the original containers?
	
	
	
	
	

	Are custodian closets and supply rooms locked?
	
	
	
	
	

	Are toilets and washing facilities sanitary?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	

	Are boiler inspections up to date?  Are combustibles stored in boiler room?
	
	
	
	
	

	Are indoor air quality issues addressed in a timely manner?
	
	
	
	
	

	Do cafeteria ergonomic issues exist?
	
	
	
	
	

	Is adequate lighting provided in working and access/egress areas?
	
	
	
	
	


Self-Inspection Guidelines
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