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This set of checklists was developed to help the members of the School Districts Insurance Consortium (SDIC) recognize, evaluate and respond to health and safety issues at their schools. The objective is to help reduce the potential for injuries or illnesses for the staff, students, and visitors.
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These checklists represent only a portion of all of the potential compliance criteria that apply to school systems. For questions regarding the checklists, you may contact:

Katherine Robinson

School Districts Insurance Consortium

800-445-6965, ext. 123

krobinson@sdicwc.org
	Section A: General Safety 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	A1
	All defective ladders (broken rungs, split sides, etc.) are removed from use.
	
	

	A2
	No aluminum ladders are used for performing electrical work.


	
	

	A3
	An appropriate ladder or stool is used for performing overhead work (not chairs or desks).
	
	

	A4
	First aid kits should be provided, the locations easily identified by the students and staff.
	
	

	A5
	First aid supplies other than those in first aid kits should be properly stored and organized in cabinets or drawers and labeled as to contents.
	
	

	A6
	Medication should be stored in a locked storage area. Unauthorized access by students or other persons should be prevented.
	
	

	A7
	Radiators and steam and hot water pipes should be protected or shielded in hallways, shower areas, auditoriums, and other traffic areas.
	
	

	A8
	Paper cutters should have finger guards and lock down safety latches.
	
	

	A9
	A safety warning strip should be present whenever a stage or platform drop-off exceeds 4 feet.
	
	

	A10
	Coat hooks should be located or protected so that they do not create a hazard to students.
	
	

	A12
	Audiovisual equipment that could fall from carts should be secured to the cart in a way that prevents the equipment from coming loose from the cart if the equipment or cart tips over.
	
	

	A13
	Lockers, files, and bookshelves should be secured to prevent tipping.
	
	

	A14
	Safety glass should be installed in all doors, display cases, and other large glass areas.
	
	

	A15
	Electrical receptacles should be properly grounded.


	
	

	A16
	Ground fault circuit interrupters (GFCI) devices shall be provided on all electrical receptacles within 6 feet of sinks and other water sources.
	
	

	A17
	There must be a sufficient number of outlets to minimize the use of extension cords.
	
	

	A18
	Clear and unobstructed access with a minimum of 30 inches and a minimum height of 78 inches must be maintained from the opening face of a panel board.
	
	

	A19
	Only three wire receptacles, cords, and extension cords are in use.


	
	

	A20
	All extension cords are in good condition, with no cuts or separation between the insulation and the plug.
	
	

	A21
	There are no electrical supply boxes with missing covers or openings that would allow fingers or objects to touch exposed current.
	
	

	A22
	Have personal protective equipment (PPE) hazard assessments been done for jobs?
	
	

	A23
	Is PPE (safety glasses, gloves, hearing protection, safety shoes, respiratory protection, hard hats, etc.) being provided and used as was identified in the PPE hazard assessment?
	
	

	A24
	If respiratory protection was identified as being required for any jobs, is a written program in place?
	
	

	A25
	If hearing protection was identified as being required for any jobs, is a written program in place?
	
	

	A26
	Have employees been trained in the proper selection, care, and use of PPE?
	
	

	A27
	Is labeling/signage provided for hot surfaces or sources capable of causing burns?
	
	

	A28
	Are sharp objects, such as knives, stored in racks or other containers to prevent hand contact with edges? 
	
	

	A29
	Parking lots should be free of all holes and uneven payment that may serve as trip/fall hazards.
	
	

	A30
	Safe motor vehicle areas are required for student and staff arrival and departure.
	
	

	Completed by:
	

	Date:
	


	Section B: Building Maintenance and Operations 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	B1
	If asbestos containing materials are present in the building, there is a written operations and maintenance (O&M) program for this exposure.
	
	

	B2
	Areas where there is the presence of asbestos or presumed asbestos containing materials are identified.
	
	

	B3
	Custodial and maintenance employees are provided asbestos awareness training.
	
	

	B4
	There is a contractor safety program that regulates the presence and safe work practices of contractors that may be on site.
	
	

	B5
	Contractor work practices do not create any hazards for staff, students, or visitors.
	
	

	B6
	Grounds maintenance and other equipment are maintained in safe operating condition.
	
	

	B7
	A permit-required confined space program be developed and in place identifying whether district employees enter such spaces.
	
	

	B8
	Any permit-required confined spaces are properly identified by signage or other method.
	
	

	B9
	A preoperational process review program is in place and applied to facilities changes as they occur.
	
	

	B9
	Employees performing electrical work are aware of and following electrical safe work practices.
	
	

	B10
	Proper lockout/tag out procedures are developed and used for working on equipment.
	
	

	Completed by:
	

	Date:
	


	Section C: Walking and Working Surfaces 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	C1
	All walking and working surfaces are kept clean, orderly, and in a sanitary condition.
	
	

	C2
	Covers and or guardrails are provided to protect personnel from the hazards of pits, ditches, etc.
	
	

	C3
	Every flight of stairs with 4 or more risers has standard railings in good condition.
	
	

	C4
	Open-sided floors and platforms of over 4 feet height have standard railings, mid-rails, and toe boards.
	
	

	C5
	All walking surfaces are kept free of water, ice, or other coatings that create slip and fall hazards.
	
	

	C6
	The finish of floors has a high enough coefficient of friction so that falls do not result.
	
	

	C7
	All stairs have treads that are reasonably slip resistant and have nosings that have non-slip finishes. 
	
	

	C8
	All steps should have uniform step spacing, including rise height and tread depth, be parallel, and level.
	
	

	C9
	All fixed ladders are in good condition with clearances and extensions proper for use. 
	
	

	C10
	Fixed ladders greater than 20 feet in height are provided with cages or other fall protection.
	
	

	C11
	Scaffolds are furnished and erected appropriately for the intended use.
	
	

	C12
	Proper scaffold use practices, including access and weight loads, are followed.
	
	

	Completed by:
	

	Date:
	


	Section D: Fire Protection and Prevention 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	D1
	Portable fire extinguishers are provided throughout the buildings as required by nature of use.
	
	

	D2
	Fire extinguishers have tags attached showing that they have been visually inspected monthly.
	
	

	D3
	Fire extinguishers have had hydrostatic inspection at the proper time intervals. 
	
	

	D4
	Access to pull stations and portable fire extinguishers is free and clear of any obstacles.
	
	

	D5
	Are fire detection systems tested annually with the records available?
	
	

	D6
	Are there service contracts and operation manuals for each of the fire protection systems?
	
	

	D7
	Is there at least 18 inches of clearance below fire sprinkler heads?
	
	

	D8
	Are pull stations tested periodically to assure that they are in working order?
	
	

	D9
	Are fire drills performed with the required frequency and followed up to correct deficiencies?
	
	

	D10
	Are flammable liquids in excess of 10 gallons stored in approved flammable storage cabinets?
	
	

	D11
	Are oxygen and acetylene cylinders stored separated by 20 feet and/or with a barrier wall between them? 
	
	

	D12
	Are all containers of flammable materials kept closed to prevent the presence of explosive mixtures?
	
	

	Completed by:
	

	Date:
	


	Section E: Indoor Air Quality/HVAC 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	E1
	Have all sources producing potentially hazardous air contaminants been identified?
	
	

	E2
	Have exposure levels to these contaminants been quantified to assure no harm is likely?
	
	

	E3
	Are there any visible signs of mold growth on any normally exposed or hidden surfaces? 
	
	

	E4
	Are rooms used by staff and/or students kept reasonably free from all objectionable odors, excessive heat, and condensation?
	
	

	E5
	Are heating, ventilation and/or air conditioning (HVAC) systems equipped with automatic temperature controls?
	
	

	E6
	Is there a periodic maintenance program for all HVAC systems and their components?
	
	

	E7
	Are the buildings complaint-free regarding indoor air quality concerns? 
	
	

	E8
	Are building exhaust stacks located so as to prevent returning exhaust into the building?
	
	

	E9
	Have facilities staff received training regarding the proper operation of HVAC systems?
	
	

	E10
	Are dampers adjusted so that they will always meet minimum outside air quantities? 
	
	

	E11
	Are there carbon monoxide detection systems in equipment areas that might require it? 
	
	

	E12
	Have buildings been incident-free of any water infiltration incidents that may facilitate mold growth?
	
	

	Completed by:
	

	Date:
	


	Section F: Emergency and Disaster Preparedness 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	F1
	Has the district implemented disaster preparedness plans for all likely hazardous events? 
	
	

	F2
	Have these plans been communicated to all those with a role in implementing them?
	
	

	F3
	Are evacuation routes (primary and secondary) posted in each room?
	
	

	F4
	Have special provisions been made for transporting the disabled and physically handicapped?
	
	

	F5
	Do all occupants have a clear working knowledge of exit drill directions and rules?
	
	

	F6
	Are there no current impediments to evacuation and assembly at the designated areas?
	
	

	F7
	Are records of each drill maintained, including the date/time of the drill, evacuation time, and other needs? 
	
	

	F8
	Are school administrators prepared if an emergency requires to have the staff stay in the building for 72 hours?
	
	

	F9
	Has there been instruction and practice in ways to meet such emergencies as blocked exits?
	
	

	F10
	Are emergency lighting and/or power generation systems tested on a periodic basis?
	
	

	F11
	Are all exits and means of egress clearly marked, with 2 exits from any point?
	
	

	F12
	Is the travel distance from point within buildings less than 200 linear feet?
	
	

	Completed by:
	

	Date:
	


	Section G: Ergonomics 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	G1
	Has the workplace injury and illness history been reviewed to identify where ergonomic risk factors may have led to work-related musculoskeletal disorders (WMSD)?
	
	

	G2
	Are there no current complaints that the physical demands of activities exceed worker abilities?
	
	

	G3
	Where demands were found to be excessive, were control approaches identified and tried?
	
	

	G4
	Are heavy loads (greater than 40 pounds) that require lifting placed between ankle and shoulder height?
	
	

	G5
	Are mechanical assist devices investigated for use with heavy lifts, such as student transfers?
	
	

	G6
	Are bent handled tools investigated for use instead of bending the body in awkward postures?
	
	

	G7
	Are there no current signs or symptoms of discomfort while working at computer workstations?
	
	

	G8
	Is the sliding/pushing or pulling of materials investigated as an alternative to lifting/lowering?
	
	

	G9
	Are the conditions of food and other wheeled carts for transporting materials well maintained?
	
	

	G10
	Has ergonomics/back injury prevention training been offered to staff in jobs with high physical demand?
	
	

	Completed by:
	

	Date:
	


	Section H: Worker and Community Right-to-Know 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	H1
	Is the current PA Right-to-Know Employee Workplace Notice posted in a location where employee notices are normally posted?
	
	

	H2
	Is the current Hazardous Substance Survey Form (HSSF) posted in a location where employee notices are normally posted?
	
	

	H3
	Are labels, signs, or placards affixed to all containers, storage tanks, or ports of pipelines?
	
	

	H4
	Do the labels for hazardous substances contain the following: chemical or common name, a hazard warning, the manufacturer or supplier contact information?
	
	

	H5
	Is an employee annual training program completed and documented?
	
	

	H6
	Does the training address all of the nine necessary components identified?
	
	

	H7
	Is training given to new hires within 120 days of employment?
	
	

	H8
	Do you have Material Safety Data Sheets (MSDS) for all regulated substances on the HSSF?
	
	

	H9
	Do you have MSDS for all regulated substances in the workplace?
	
	

	H10
	Are the MSDS readily accessible in the workplace? 
	
	

	H11
	Are the MSDS legible and understandable?
	
	

	H12
	Do you provide access to records to employees upon request? 
	
	

	Completed by:
	

	Date:
	


	Section I: Machinery Safeguarding 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	I1
	Is machinery safeguarding provided for all hazardous equipment to protect employees from hazards such as the point of operation, in-running nip points, rotating parts, flying chips, and sparks?
	
	

	I2
	Are all guards affixed to machines in a secure manner so that the guard does not create a hazard in itself?
	
	

	I3
	Do the guards require tools to be removed, effectively preventing undesired access?
	
	

	I4
	Does the safeguarding for each specific type of machine meet the requirements for that type of machinery?
	
	

	I5
	Are periodic inspections of the safeguarding performed as necessary?
	
	

	I6
	Is equipment removed from service when the safeguarding is damaged or ineffective?
	
	

	I7
	Is hazardous energy lockout/tag out conducted before servicing or maintaining equipment?
	
	

	I8
	Is there a written hazardous energy lockout/tag out program? 
	
	

	I9
	Does the written hazardous energy lockout/tag out program have individual hazardous energy control procedures (HECP) where required?
	
	

	I10
	Have employees been trained initially and annually regarding hazardous energy lockout/tagout?
	
	

	Completed by:
	

	Date:
	


	Section J: Bloodborne Pathogens and Exposure Control 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	J1
	Has an exposure assessment been performed to determine which employees have exposure to blood or other potentially infectious material?
	
	

	J2
	Is there a written bloodborne pathogens exposure control program?
	
	

	J3
	Have employees with exposure been trained regarding bloodborne pathogens?
	
	

	J4
	Has this training been detailed and documented?
	
	

	J5
	Are employees offered personal protective equipment suitable for their potential exposures?
	
	

	J6
	Have employees with bloodborne pathogen exposure been offered hepatitis B vaccination?
	
	

	Completed by:
	

	Date:
	


	Section K: Transportation 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	K1
	Do all drivers involved in the operation of district vehicles and/or driving students have a legally valid drivers license for the type of driving they perform?
	
	

	K2
	Do all drivers involved in the operation of district vehicles and/or driving students have insurance coverage?
	
	

	K3
	Have all drivers involved in the operation of district vehicles and/or driving students completed a written screening form and gone through an MVR check?
	
	

	K4
	Are pre-use vehicle inspections performed every day?
	
	

	K5
	Can drivers demonstrate their familiarity with the basic operation and normal maintenance they might have the need to perform?
	
	

	K6
	Are there any equipment deficiencies noticed with a vehicle in use?
	
	

	K7
	Are the drivers wearing seatbelts (lap and shoulder) while operating the vehicle?
	
	

	K8
	Are drivers aware of and able to follow emergency procedures?
	
	

	K9
	Does the driver’s vehicle have the necessary emergency supplies including flares, distress signs, first aid kit, etc.?
	
	

	K10 
	Does the driver have the necessary cold weather supplies in season?
	
	

	Completed by:
	

	Date:
	


Note: Use this form to record any findings that do not match any of the previously identified criteria.

	Section L: Other Findings 

	#
	Criteria
	OK

(X)
	If not, describe nature and location of finding

	L1
	
	
	

	L2
	
	
	

	L3
	
	
	

	L4
	
	
	

	L5
	
	
	

	L6
	
	
	

	L7
	
	
	

	L8
	
	
	

	L9
	
	
	

	L10 
	
	
	

	Completed by:
	

	Date:
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