CITY OF HELENA
SAFETY SELF-INSPECTION AUDIT CHECK LIST

Area of facility inspected:  _______________________

Date of Inspection:  ____________________

Inspector:  __________________________  Title:  ________________________

Inspector:  __________________________  Title:  ________________________

Inspector:  __________________________  Title:  ________________________

	Description
	Yes
	No
	N/A

	GENERAL
	
	
	

	Is there safety bulletin board up and visible?
	
	
	

	Are the required OSHA Job Safety & Health Protection Poster (MT Safety Bureau) displayed in a prominent location where all employees are likely to see it?
	
	
	

	Are emergency telephone numbers posted where they can be readily found in case of emergency?
	
	
	

	Where employees may be exposed to toxic substances or harmful physical agents, has appropriate information concerning employee access to medical and exposure records and Material Safety Data Sheets (MSDSs) been posted or otherwise made readily available to affected employees?
	
	
	

	Are signs concerning exit routes, room capacities, floor loading, biohazards, or other harmful substances posted where appropriate?
	
	
	

	Is the Summary of Work-Related Injuries and Illnesses (OSHA Form 300A) posted during the months of February, March & April?
	
	
	

	EMERGENCY EVACUATION & EMERGENCY EXITS
	
	
	

	Are emergency phone numbers posted where they can be seen from telephones?
	
	
	

	Are all exits and paths to/from exits free of obstructions?
	
	
	

	Are exits clearly marked?
	
	
	

	Are exit routes clearly marked and well lit?
	
	
	

	Do emergency lights work?
	
	
	

	Are doors that could be mistaken for a way of exit marked “Not an Exit” or with the name of the room?
	
	
	

	Can all exits be opened from the inside without a key?
	
	
	

	Do emergency alarms work?
	
	
	

	Are evacuation/fire drills conducted regularly?
	
	
	

	Do employees know where to gather?
	
	
	


	Description
	Yes
	No
	N/A

	SAFETY & HEALTH PROGRAM
	
	
	

	Is an active safety and health program in operation?
	
	
	

	Is there a safety committee or group made up of management and labor personnel?
	
	
	

	Do you have Department Safety Meetings?
	
	
	

	Is there procedures for handling in-house complaints regarding safety and health issues?
	
	
	

	Are employees advised of the efforts and accomplishments that the safety committee has made in assuring workplace safety and health?   (Such as reporting back to Departments from Safety Committee Representative or Minutes of Safety Meeting made available to Employees.)
	
	
	

	HOUSEKEEPING
	
	
	

	Are toilets and washing facilities clean and stocked with supplies (soap, towels, toilet paper)?
	
	
	

	Is clean drinking water from a fountain or with individual drinking cups provided?
	
	
	

	If drinking water is supplied in containers, are they kept clean and closed?
	
	
	

	Are waste containers kept clean and emptied as needed?
	
	
	

	If you have non-potable or not-fit-for-drinking water outlets, are they marked as such?
	
	
	

	Are spills cleaned up promptly?
	
	
	

	Are areas clear of tripping hazards (such as extension cords, boxes, file drawers left open)?
	
	
	

	MEDICAL SERVICES & FIRST AID
	
	
	

	Do you have a list of employees that may respond to emergency situations, such as First Aid/CPR?  If so, are their cards current?
	
	
	

	Are emergency phone numbers posted in locations where people can find them easily?
	
	
	

	Do you have first aid kits easily accessible?
	
	
	

	Have employees who are exposed to bloodborne pathogens had Hepatitis B Vaccination made available?
	
	
	

	Have employees who are exposed to bloodborne pathogens been trained on procedures to protect them from BBP, including universal precautions and know how to use PPE to protect themselves?
	
	
	

	Is there an eye-wash station or sink available for quick drenching or flushing of the eyes and body in areas where corrosive liquids or materials are handled?
	
	
	


	Description
	Yes
	No
	N/A

	PERSONAL PROTECTIVE EQUIPMENT
	
	
	

	Has a Personal Protective Equipment (PPE) hazard assessment been conducted for the job? (Determination as to whether hazards that require the use of PPE such as head, eye, face, hand, or foot protection are present or are likely to be present?)
	
	
	

	Have employees been trained on PPE procedures (i.e. what PPE is necessary for job tasks, when workers need it, and how to properly wear and adjust it?) 
	
	
	

	Does the furnished PPE fit the employee and is it appropriate for the job?
	
	
	

	Is appropriate foot protection required where there is the risk of foot injuries from hot, corrosive, or poisonous substances, falling objects, crushing, or penetrating actions?
	
	
	

	Are protective goggles, face shields or safety glasses provided and worn where there is a risk of eye injuries such as punctures, abrasions, contusions, burns?
	
	
	

	Are protective gloves, aprons, shields or other means provided and required where employees could be cut or where there is reasonable anticipated exposure to corrosive liquids, chemicals or other potentially infectious materials?
	
	
	

	Are hard hats required, provided and worn where danger of falling objects exits?  
	
	
	

	Are hard hats periodically inspected for damage to the shell and suspension system?
	
	
	

	Are approved respirators provided when needed?
	
	
	

	Is all protective equipment maintained in a sanitary condition and ready for use?
	
	
	

	Where food or beverages are consumed on the premises, are they consumed in areas where there is no exposure toxic material or other potentially infectious materials?
	
	
	

	Do Employees wear the proper respirator when required and are respirators inspected?
	
	
	

	Do Employees who work six feet above the surface use fall protection?
	
	
	

	Are ear plugs or ear muffs available and used in areas where it is necessary to raise your voice to be heard by a co-worker?
	
	
	

	HAND & PORTABLE POWER TOOLS
	
	
	

	Has the employee been trained to use this tool?
	
	
	

	Are all the safe guards and devices there, working and working correctly?
	
	
	

	Does the employee wear PPE when using this tool?
	
	
	

	Are all tools and equipment in good condition?
	
	
	

	Are grinders, saws and similar equipment provided with  appropriate guards? (Work rest 1/8 “, tongue ¼”)
	
	
	

	Are goggles or face shields always worn when grinding?
	
	
	

	Is cleanliness maintained around grinders?
	
	
	

	Description
	Yes
	No
	N/A

	HAND & PORTABLE POWER TOOLS (Con’t)
	
	
	

	Are power tools used with correct shield, guard, or attachment recommended by the manufacturer?
	
	
	

	Are rotating or moving parts of equipment guarded to prevent physical contact?
	
	
	

	Have employees been trained on safe methods of machine operation?
	
	
	

	Do you have a regular program of safety inspection of machinery & equipment?
	
	
	

	Are all cord-connected electrically operated tools and equipment effectively grounded or of the approved double insulated type?
	
	
	

	Is hoisting equipment available and used for lifting heavy objects, and are hoist ratings and characteristics appropriate for the task?
	
	
	

	Are electrical operated equipment inspected for frayed cords or damaged plugs?
	
	
	

	Are pneumatic and hydraulic hoses on power operated tools checked regularly for deterioration or damage?
	
	
	

	Are hand tools, such as chisels, punches, etc., which develop mushroomed heads during use, reconditioned or replaced as necessary?
	
	
	

	Are jacks checked periodically to ensure they are in good operating condition?
	
	
	

	Are broken or fractured handles on hammers, axes and similar equipment replaced promptly?
	
	
	

	Are worn or bent wrenches replaced?
	
	
	

	Are employees aware of hazards caused by faulty or improperly used hand tools?  (Training)
	
	
	

	LOCKOUT/TAGOUT PROCEDURES
	
	
	

	Is all machinery or equipment capable of movement, required to be de-energized or disengaged and locked-out during cleaning, servicing, adjusting or setting up operation, whenever required?
	
	
	

	If the power disconnect for equipment does not also disconnect the electrical control circuit, are the appropriate electrical enclosures identified and is a means provided to ensure that the control circuit can also be disconnected and locked out?
	
	
	

	Is the locking-out of control circuits in lieu of locking-out main power disconnected prohibited?
	
	
	

	Are all equipment control valve handles provided with a means for locking-out?
	
	
	

	Does the lock-out procedure require that stored energy (mechanical, hydraulic, air, etc.) be released or blocked before equipment is locked-out for repairs?
	
	
	

	Is it required that only the employee exposed to the hazard, place or remove the safety lock?
	
	
	

	Is it required that employees check the safety of the lock-out by attempting a startup after making sure no one is exposed?
	
	
	

	Are employees instructed to always push the control circuit stop button immediately after making sure no one is exposed?
	
	
	

	Description
	Yes
	No
	N/A

	LOCKOUT/TAGOUT PROCEDURES (Con’t)
	
	
	

	Is there a means provided to identify employees who are working on locked-out equipment?
	
	
	

	Are a sufficient number of signs or tags and safety locks provided?
	
	
	

	In the event that equipment or lines cannot be shut down, locked-out and tagged, is a safe job procedure established?
	
	
	

	ELECTRICAL
	
	
	

	Do  you specify compliance with OSHA for all contract electrical work?
	
	
	

	Are all employees instructed to make inspections and/or appropriate test to determine what conditions exist before starting work on electrical equipment?
	
	
	

	When electrical equipment is to be services, maintained or adjusted, are necessary switches opened, locked-out and tagged?
	
	
	

	Are portable electrical tools and equipment grounded or of the double insulated type?
	
	
	

	Are electrical appliances such as vacuum cleaners, polishers, and vending machines grounded?
	
	
	

	Do extension cords being used have a grounding conductor?
	
	
	

	Are multiple plug adaptors prohibited.
	
	
	

	Are flexible cords and cables free of splices or taps?
	
	
	

	Is exposed wiring and cords with frayed or deteriorated insulation repaired or replaced promptly?
	
	
	

	Are all unused openings (including conduit knockouts) in electrical enclosure and fittings closed with appropriate covers, plugs or plates?
	
	
	

	Are electrical enclosures such as switches, receptacles, and junction boxes, provided with covers?
	
	
	

	Are employees who regularly work on or around energized electrical equipment or lines instructed in CPR?
	
	
	

	Are electrical panels easily accessible and clear of obstructions?  Are electrical panels kept closed and properly labels?
	
	
	

	WALKING-WORKING SURFACES
	
	
	

	Are aisles and passageways kept clear and marked as appropriate?
	
	
	

	Are work surfaces kept dry or is appropriate means taken to assure the surfaces are slip-resistant?
	
	
	

	Are holes in the floor, sidewalk, or other walking surface repaired properly, covered, or otherwise made safe?
	
	
	

	Are materials or equipment stored in such a way that sharp projections will not interfere with the walkway?
	
	
	

	Are spilled materials cleaned up immediately?
	
	
	

	Are changes of direction or elevations readily identifiable?
	
	
	

	Are standard guardrails provided wherever aisle or walkway surfaces are elevated more than 30 inches above any adjacent floor or the ground?
	
	
	

	Are walkways that pass near operating equipment, welding operations arranged so employees will not be subjected to potential hazard?
	
	
	


	Description
	Yes
	No
	N/A

	STAIRS & STAIRWAYS
	
	
	

	Are standard stair rails or handrails on all stairways having four or more risers?
	
	
	

	Do stairs angle no more than 50 and no less than 30 degrees?
	
	
	

	Are step risers on stairs uniform from top to bottom?
	
	
	

	Are steps slip-resistant?
	
	
	

	Do stairs have landing platforms not less than 30 in. in the direction of travel and extend 22 in. in with at every 12 ft or less of vertical rise?
	
	
	

	ELEVATED SURFACES
	
	
	

	Are signs posted, when appropriate, showing the elevated surface load capacity?
	
	
	

	Are surfaces elevated more than 30 inches above the floor or ground provided with standard guardrails?
	
	
	

	Are all elevated surfaces provided with standard 4-inch toe boards?
	
	
	

	Is a permanent means of access and egress provided to elevated storage and work surfaces?
	
	
	

	Is material on elevated surfaces piled or stacked in a manner to prevent it from falling?
	
	
	

	HAZARD COMMUNICATION
	
	
	

	Is there a list of hazardous substances used in your workplace?
	
	
	

	Is each container for a hazardous substance labeled with product identity and a hazard warning?
	
	
	

	Is there a Material Safety Data Sheet readily available for each hazardous substance used?
	
	
	

	Is there an employee training program for hazardous substances and do you have records of training?
	
	
	

	Does this training program include:  An explanation of what an MSDS is and how to use and obtain one?  MSDS contents for each hazardous substance or class of substance?  Explanation of “Right to Know”; Identification of where an employee can see the employers written hazardous communication program and where hazardous substances are present in their work areas?  The physical and health hazards of substances in the work area, and specific protective measures to be used?  Details of the hazard communication program, including how to use the labeling system and MSDSs?
	
	
	

	Are employed trained in the following:  How to recognize tasks that might result in occupational exposure?  How to use work practice and engineering controls and PPE and to know their limitations?  How to obtain information on the types selection, proper use, location, removal handling, decontamination, and disposal of PPE?  Do your employees know how to find the MSDS for a chemical being used and inform you about hazards and the required PPE? Does your employees know who to contact and what to do in an emergency?
	
	
	

	Is the MSDS sup-to-date?
	
	
	

	Description
	Yes
	No
	N/A

	LIGHTING
	
	
	

	Is there sufficient lighting in work areas?
	
	
	

	Are parking areas equipped with sufficient security lighting?
	
	
	

	PORTABLE LADDERS
	
	
	

	Are ladders in good condition with tight joints between steps and rails, no missing parts, or damage?
	
	
	

	Are defective ladders removed from service?
	
	
	

	Are rungs and steps free of grease and oil?
	
	
	

	Do employees have both hands free when they are climbing up the ladder?
	
	
	

	Do employees use a longer ladder rather than use the top step of a stepladder?
	
	
	

	Do employees use a single or extension ladder rather than lead against a wall to climb?
	
	
	

	Are ladders raised at least 3’ above an upper level if the employee will climb onto that level?
	
	
	

	Are ladders used at a 4 to 1 angle?
	
	
	

	Are employees using non-metallic ladders when working around electrical equipment?
	
	
	

	Is proper fall protection used to strap in user while ladder is in use?
	
	
	

	Is overhead clearance and electrical wires checked before raising ladder?
	
	
	

	Are employees prohibited from placing a ladder in front of doors opening toward the ladder unless the door is blocked open, locked, or guarded?
	
	
	

	Are employees required to face the ladder when ascending or descending?
	
	
	

	FLEET & CRANE SAFETY
	
	
	

	Are vehicles inspected each shift prior to use?
	
	
	

	Do your employees adhere to speed limits and stop at intersections?
	
	
	

	Are cranes inspected prior to use?
	
	
	

	If applicable, audible alarms inspected prior to each use?
	
	
	

	If applicable while backing up, watch/pilot staff monitors area for driver?
	
	
	

	Do employee stay clear of suspended loads?
	
	
	

	Are slings inspected prior to each use?
	
	
	

	Are damaged slings removed from service?
	
	
	

	Is each overhead electric hoist equipped with a limit device to stop the hook at its highest and lowest point of safe travel?
	
	
	

	Is the rated load of each hoist legibly marked and visible to the operator?
	
	
	

	Are the controls of hoists plainly marked to indicate the direction of travel or motion?
	
	
	


	Description
	Yes
	No
	N/A

	FLAMMABLE & COMBUSTIBLE MATERIALS
	
	
	

	Are combustible scrap, debris, and waste materials (oily rags, etc) stored in covered metal receptacles and removed from the worksite promptly?
	
	
	

	Is proper storage practices to minimize the risk of fire including spontaneous combustion?
	
	
	

	Are approved containers used for the storage and handling of flammable and combustible liquids?
	
	
	

	Are all flammable liquids kept in closed containers when not in use?
	
	
	

	Are bulk drums of flammable liquids grounded and bonded to containers during dispensing?
	
	
	

	Do storage rooms for flammable and combustible liquids have explosion-proof lighting?
	
	
	

	Do storage rooms for flammable and combustible liquids have mechanical or gravity ventilation?
	
	
	

	Is liquefied petroleum gas stored, handled, and used IAW safe practices and standards?
	
	
	

	Are “NO SMOKING” signs posted on liquefied petroleum gas tanks?
	
	
	

	Are liquefied petroleum storage tanks guarded to present damage from vehicles?
	
	
	

	Are all solvent wastes and flammable liquids kept in fire-resistant, covered containers until they are removed from the worksite?
	
	
	

	Are fuel gas cylinders and oxygen cylinders separated by distance, and fire-resistant barriers while in storage?
	
	
	

	Are all spills of flammable or combustible liquids cleaned up promptly?
	
	
	

	Are safety cans used for dispensing flammable or combustible liquids at a point of use?
	
	
	

	If you have sprinkler heads in your building, is there a minimum 18” clearance below them?
	
	
	

	FIRE EXTINGUISHERS
	
	
	

	Are fire extinguishers free from obstruction or blockage and services, maintained and tagged at intervals not to exceed 1 year and fully charged?
	
	
	

	Are fire extinguishers selected and provided for the types of materials in areas where they are to be used?
	
	
	

	Are fire extinguishers checked and properly noted on a monthly basis?
	
	
	

	Are fire extinguishers that do not pass inspection removed and replaced?
	
	
	

	Have employees been trained on use of fire extinguishers?
	
	
	

	Are appropriate fire extinguishers mounted within 75 feet of outside areas containing flammable liquids, and within 10 feet of any inside storage area for such materials?
	
	
	


	Description
	Yes
	No
	N/A

	COMPRESSORS AND COMPRESSED AIR
	
	
	

	Are compressors equipped with a pressure relief valve and pressure gauge?
	
	
	

	Is employee aware as not to direct compressed air toward persons?
	
	
	

	Is compressed air nozzles equipped with diffuser?
	
	
	

	MACHINE GUARDING
	
	
	

	Is there a training program to instruct employees on safe methods of machine operation?
	
	
	

	Is there a regular program of safety inspection of machinery and equipment?
	
	
	

	Is all machinery and equipment kept clean and properly maintained?
	
	
	

	Are all moving chains and gears properly guarded?
	
	
	

	FORKLIFTS
	
	
	

	Are employees properly trained in the operation of forklifts?
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


