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1.0	ROLE OF WORKPLACE SAFETY INSPECTIONS

Workplace safety inspections are an essential part of the Board's Health and Safety program.  Through critical examination of the workplace, safety inspections identify and record potential and actual physical condition hazards.  Safety inspections facilitate corrective actions and control of hazards resulting in a reduction in accidents and injuries creating a healthier and safer working environment.

Other inspections in the Dufferin Peel Catholic District School Board schools/administrative buildings include;

1.1	Routine Inspections

Ongoing inspections are continually conducted by Principals/Supervisors and workers as part of their job responsibilities.  They note hazardous conditions and either correct them immediately or report them for corrective action.  The frequency of these inspections varies with the amount and conditions of equipment used.  Daily checks by users assure that equipment and materials meet minimum acceptable safety requirements.

1.2	Pre-operational Inspections

Pre-operational inspections are routinely undertaken by workers before using equipment or carrying out a specific work practice as required by the Occupational Health and Safety Act.

1.3	Periodic Inspections

Periodic inspections must be undertaken by the Director of Education, Associate Directors, Superintendents, Principals/ Supervisors, staff members of the Health and Safety Department and Joint Health and Safety Committee members.  These inspections are usually in response to a worker's complaint or concern, to carefully monitor an area which was previously the cause of an accident, or to check that, if new procedures have been recommended, they are being followed.

Principals/Supervisors or their designates perform weekly inspections of the schools as required by the Education Act.

1.4	Inspections by Government Inspectors

From time to time, a government inspector may inspect the workplace to ensure compliance with legislative requirements.  These inspections are performed by organizations such as the;

Ministry of Labour
Public Health Department
Liquor Licensing Board of Ontario
Fire Department
Ministry of Education
Public Institutions Inspection Committee
Municipal Building Department

1.5	Miscellaneous Other Types of Inspections

Inspections must be made following a critical injury or fatality. This inspection involves the Principal/Supervisor, Joint Health and Safety Committee worker member and the Health and Safety Department.

Technical safety inspections are regular, planned inspections of critical components of equipment or systems such as boilers, ventilation systems etc., performed annually in each building by the Maintenance Department. Technical equipment inspections, i.e.  elevator devices are performed by internal professionals or external contractors on a regular basis.  Gymnasium equipment is inspected by an external contractor.

Annual inspections of buildings with friable asbestos containing materials are performed by the Health and Safety Department and an external consultant.  Ongoing inspections are performed by any person who may be in close proximity to friable asbestos containing materials.
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Inspections are performed for insurance purposes by the Ontario School Board's Insurance Exchange as directed by the Manager of Administrative Services.

2.0	PLANNING WORKPLACE SAFETY INSPECTIONS

Planning is essential for an effective workplace safety inspection.  The Joint Health and Safety Committee worker member and Principal/Supervisor are responsible for identifying unsafe acts and workplace conditions and achieve this by shared, active participation in the inspection.

2.1	Aspects to Examine

An effective workplace safety inspection method identifies all types of hazards.  Every inspection must examine who, what, where, when and how.

Particular attention is paid to components most likely to develop unsafe or unhealthy conditions because of stress, wear, impact, vibration, heat, corrosion, chemical reaction or misuse.  For a particular machine, the critical components include the point of operation, moving parts and accessories.

2.2	Workplace Elements

For an effective inspection, look at all workplace elements - the environment, the equipment and the process.

	Environment
	Noise, vibration, lighting, temperature
	and ventilation

Workplace

    ^
     ^         ^					
^                   ^
   ___________________________

Equipment			      Process
Materials, tools &		     Worker interaction
with apparatus	other elements (job tasks)
of tasks (operations)

2.3	Types of Hazards

There are four types of workplace hazards:

1.	Biological hazards caused by living organisms such as viruses, bacteria, fungi and parasites.

2. Chemical hazards caused by chemicals in a solid, liquid, vapour, gas, dust, fume or mist state.

3.	Ergonomic hazards caused by anatomical, physiological, and psychological demands on the worker, such as lighting, equipment design and work demands.

4.	Physical hazards caused by noise, vibration, energy, weather, heat, cold, electricity, radiation and pressure.

2.4	Information Requirements

The following information will greatly assist in enhancing the thoroughness of the workplace safety inspection.

2.4.1 Floor Plan

Using current floor plans visualize the activities in the workplace and identify the location of equipment and materials.
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2.4.2	Equipment Inventory

Know what type of equipment and materials the workplace uses.

2.4.3 	WHMIS Inventory

WHMIS inventories must be updated annually and current material safety data sheets must be available.  Find out whether actual and potential sources of chemical exposure are properly controlled.  Make sure that all workers have received training in handling chemicals.  Check that chemicals are labelled with pertinent information, such as identification, handling, storage, and waste disposal, according to Workplace Hazardous Materials Information System (WHMIS) requirements.

2.4.4	Workplace Safety Inspection Report Guide

A Workplace Safety Inspection Report Guide helps to clarify inspection responsibilities and controls inspection activities.  Do not become so intent on noting the details listed, that other hazardous conditions are missed.  Use the Workplace Safety Inspections Report Guide as a basic tool.

2.4.5 	Workplace Safety Inspection Reports

Workplace Safety Inspection records are important.  Past safety inspection records show what has been identified.  The inspection report can draw attention to possible hazards.  But do not simply repeat or copy previous inspections.  Use the inspection report to determine whether previous recommendations, ie. work were implemented.

3.0	WORKPLACE SAFETY INSPECTION SCHEDULE

The Joint Health and Safety Committee worker member will jointly establish a workplace safety inspection schedule with the Health and Safety Department.  This schedule will include elementary schools, the Catholic Education Centre and Keaton Centre.  This schedule will be submitted to the Joint Health and Safety Committee at its meeting in the month of May for approval and submission to Senior Management.  Senior Management will advise Principals/Supervisors of the workplace safety inspection schedule.

4.0	CONDUCTING WORKPLACE SAFETY INSPECTIONS

4.1Roles and Responsibilities

Joint Health and Safety Committee Worker Member

The Joint Health and Safety Committee worker member shall conduct safety inspections according to the inspection schedule, using the Workplace Safety Inspection Report.  Before inspecting a high risk area such as the science lab, contact the person in charge.  This person may assist in the inspection by providing information and recommendations.

Upon completion of the safety inspection the Joint Health and Safety Committee worker member will submit a signed report to the Principal/Supervisor.

The Joint Health and Safety Committee worker member will confer with the Principal/Supervisor regarding corrective action and/or preventative measures including recommendations for implementation schedule for each item.  This process is intended to be a collaborate problem solving approach.

Principal/Supervisor

The Principal/Supervisor shall receive and sign the completed report.  He/she will confer with the Joint Health and Safety Committee worker member and other appropriate staff regarding corrective action and/or preventive measures.  

Principals/Supervisor should not interpret reporting as a criticism. In order to comply with the Occupational Health and Safety Act a Joint Health and Safety Committee worker member cannot fail to report hazards.  Workplace Safety Inspections are objective fact-finding, not fault finding.
	
Work orders are to be generated by the Principal/Supervisor and  shall confer with the Maintenance Department to determine a mutually agreeable schedule of corrective action as required.
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Letters are to be generated by the Principal/Supervisor for items on the report not requiring work orders and addressed to the appropriate department for attention.  He/she shall confer with the appropriate department to determine mutually agreeable corrective or preventive measures and schedule for implementation.

Superintendents

Where health and safety items have not been mitigated, the Superintendent shall take appropriate action such as providing recommendations, allocate personnel and/or budgetary requirements and consult with Senior Administration.

Health and Safety Department

The Health and Safety Department shall recommend corrective action and/or preventative measures.

Copies of the Workplace Safety Inspection Report will be received by the Health and Safety Department for analysis.  Copies of Workplace Safety Inspection Reports will be provided to the Inspection Sub-Committee.

Joint Health and Safety Committee

The Inspection Sub-Committee and the Joint Health and Safety Committee shall evaluate Workplace Safety Inspection Reports and provide recommendations for corrective action and/or preventative measures to the Manager of Health and Safety Department.

Staff

During the inspections all staff will provide the Joint Health and Safety Committee worker member with information and assistance in identification of health and safety hazards and/or control measures.

It is important to remember that the most critical inspection is the ongoing routine inspection performed by each employee of his/her work area.  Any hazards identified must be appropriately responded to and reported to the Principal/Supervisor as soon as practicable.

4.2 Observation of Unsafe Acts

Observation of unsafe acts during the workplace safety inspection must be included so that corrective and preventative measures may be implemented.  Reporting of unsafe acts is not intended for the purpose of disciplinary action.

Deviations from accepted work practices may include;

	using machinery or tools without authority

	operating at unsafe speeds or in other violation of safe work practice

	removing guards or other safety devices, or rendering them ineffective

	using defective tools or equipment or using tools or equipment in unsafe ways

	using hands or body instead of tools or push sticks

	overloading, crowding, or failing to balance materials or handling materials in other unsafe ways, including improper lifting

	repairing or adjusting equipment that is in motion, under pressure, or electrically charged

	failing to use or maintain, or improperly using, personal protective equipment or safety devices

	creating unsafe, unsanitary, or unhealthy conditions by improper personal hygiene, by using compressed 
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air for cleaning clothes, by poor housekeeping, or by smoking in unauthorized areas

	standing or working under suspended loads, scaffolds, shafts, or open hatches

4.3   Safety Inspection Principles

When conducting workplace safety inspections, follow these basic principles:

	Draw attention to the presence of any immediate danger - other items can await the final report

	Shut down and "lock out" any hazards by cordoning the area off or unplugging and signing the equipment

	Do not operate equipment.  Ask the operator for a demonstration.  If the operator of any piece of equipment does not know what dangers may be present, this is cause for concern.  Never ignore any item because you do not have knowledge to make an accurate judgement of safety

	Look up, down, around and inside.  Be methodical and thorough.  Do not spoil the inspection with a "once-over-lightly" approach

	Clearly describe each hazard and its exact location in your rough notes.  Allow "on-the-spot" recording of all findings before they are forgotten.  Record what you have or have not examined in case the inspection is interrupted

	Ask questions, but do not unnecessarily disrupt work activities.  This may interfere with efficient assessment of the job function and may also create a potentially hazardous situation

	Consider the static (stop position) and dynamic (in motion) conditions of the item you are inspecting.  If a machine is shut down, consider postponing the inspecting until it is functioning again

	Can any problem, hazard or accident generate from this situation when looking at the equipment, the process or the environment?  Determine what corrections or controls are appropriate

	Do not try to detect all hazards simply by relying on your senses or by looking at them during the inspection.  Equipment may be required to measure the levels of exposure to chemicals, noise, radiation or biological agents

· If further assessment is deemed/identified as necessary, it should be recommended on the report

5.0	REPORTING

It must be stressed that the Workplace Safety Inspection Report form is intended to be used for health and safety related items only.  Regular maintenance and aesthetic concerns must be addressed through other established mechanisms.

To make a report, first copy all unfinished items from the previous report on the new report.  Then complete the Workplace Safety Inspection form as follows:

Form Completion (Health and Safety Representative)

Location			School/location name

Date of Inspection		Date inspection began

Page				Page number in sequence

Room #/Designation		Room number or name
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Hazard Code	Assign appropriate hazard code to each item

List Hazard Observed	Fill in additional information referring to the hazard, i.e. lack of ventilation, tripping hazard from extension cords.  Use more than one line if needed

Safety Inspection By	Signed by Joint Health and Safety Committee worker member who conducted the inspection and the date of completion

Form Completion (Principal/Supervisor)

SP=Safety Priority Code	Assign the appropriate safety priority code

RS=Responsibility	Assign the appropriate Responsibility

Assignation Code	Assignation Code for the hazard observed

Corrective Action Required	Used by Principal/Supervisor to describe corrective action where required
 
Work Order Date	Enter date work order completed for hazard

Date of Completion	Date hazard corrected				

Received By	Signed by Principal/Supervisor and date received

Priority/Assignation Codes

Safety Priority Code

1.	Immediate action required (hazard, lock out of service)
2.	As soon as possible
3.	Investigation (design, budget, schedule, etc.)

Responsibility Assignation 

M	-   Maintenance
C	-   Custodial
P/S	-   Principal/Supervisor
A/V	-   Audio/Visual
H.S.	-   Health and Safety Department 

A combination of priority code and responsibility assignation will be applied by the Principal/Supervisor for action.

Example:

1-M	 -   Maintenance to make quick response
1-P/S 	 -   Referred to Principal/Supervisor for immediate correction
2-HS  	 -   Health and Safety Department to investigate when practicable 
3-M      -   Investigation to be made by the Maintenance Department.  May be a maintenance program is    already in place, or the problem may need planning, budget preparation, or engineering.  Progress will be made in a methodical manner.
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Form Distribution	

1.	The Principal/Supervisor or designate retains the completed signed, white top sheet.

2.	The canary sheet is forwarded to the Health and Safety Department with in three (3) working days.

3.	The pink sheet is forwarded to the Joint Health and Safety Committee Worker Co-Chair.

4.	The goldenrod sheet is forwarded to the Maintenance Department as soon as signed by the Principal/Supervisor with copies of the appropriate work order.

5.	Send a photocopy of the report to any other department responsible for the required action.

6.	Follow up and distribution of the inspection form must be completed with 30 days of receipt.

Items which are not resolved within the scheduled time shall be addressed by the Principal/Supervisor with their Superintendent.

Take immediate action as needed.  When permanent correction takes time, take any temporary measures you can, such as roping off the area, tagging out equipment or posting warning signs.

If the workplace needs an action to control or eliminate when hazards require controls or elimination, Senior Management should be made aware of the problems in a concise, factual way.  Senior Management should be able to understand and evaluate the problems, assign priorities and quickly reach decisions.

An inspection report is effective only if the results are promptly reported to persons who have the authority to implement recommendations.  These persons could include the following:

	Superintendents
	Principal/Supervisor
	Health and Safety Department
	Maintenance Department
	Plant Operations
	Administrative Services
	Transportation Department
	Purchasing Department

6.0	FOLLOW-UP/MONITORING

The Principal/Supervisor and Joint Health and Safety Committee worker member review the information obtained from regular workplace safety inspections to identify where immediate corrective action is needed.  Identify trends as part of the overall monitoring of the health and safety program's effectiveness. Analysis of inspection reports may indicate the following:

	Priorities for corrective action
	Need for improving safe work practices
	Insight as to why accidents are occurring in particular areas
	Need for training in certain areas
	Areas and equipment which require more in-depth hazard analysis

The Joint Health and Safety Committee worker member and Principal/Supervisor should review the progress of implementation of the recommendations as required.  This will assist in identifying trends for the maintenance of an effective health and safety program.
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WORKPLACE SAFETY INSPECTION GUIDE

GENERAL AREAS

OFFICE/CLASSROOM/PORTABLE/HALLWAYS/STAFFROOM 
  
A   GOOD HOUSEKEEPING

A1  FLOORS/WALKING AND WORKING SURFACES

     Are floor surfaces clean, dry and free of debris?   
     Are carpets well secured to the floor and free of worn or frayed spots?				     
     Are the floors slippery? ie: water or oil spilled
	Are all electrical cords and extension wires taped flush with the floor?
     Are permanent phone lines, electrical cord, electrical wire secured under desks or alongside baseboards?

A2  HALLWAYS/AISLES AND PASSAGEWAYS

     Are there clear routes to the exit from all parts of the room?
     Are aisles, doorways and corners free of objects to permit unobstructed visibility and/or exit?	
     Are filing cabinets and storage closets placed so drawers and doors do not open into walkways	

A3  LANDINGS AND PLATFORMS

	Are all landing and platforms clear and unblocked?

A4	STAIRS

	Are they clear and unblocked?
	Do stair treads have non-slip surfaces?

A5	ENTRANCES/EXITS

	Are they clear and unblocked?
	Paper or wallboard should not be used on doors or on walls within 90 centimetres (3 ft.) of exits.
	All doors must not be chained or locked to prevent exiting an area.
· Are emergency exits well marked and free of obstruction?

A6	ROADWAYS/PEDESTRIAN WALKWAYS

	Roadways should be signed and/or painted to ensure safe and orderly traffic flow.
	Pedestrian walkways should be clearly marked and away from vehicular traffic areas.
	Are outdoor sidewalks and parking lot maintained?   

A7	TIDINESS/FREE OF DEBRIS

	Are no more than 20% of wall surfaces covered with paper or other combustible materials?
	Are all posted materials clean and readable?
	Are animal cages and aquariums kept clean and sanitary?
	Is debris picked up regularly in all areas?

A8	ACCESS FOR DISABLED PERSONS

	Are all ramps accessible and well maintained?
    Is the slope of the ramp at an appropriate angle? 
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	Do ramps have guardrails?
	Are all lifting devices used by disabled persons inspected annually?

B  GENERAL WORKPLACE CONDITIONS

B1	GENERAL VENTILATION

	Are ventilation systems including all grills checked and cleaned regularly?
	Are all blowers, fans and ventilation systems checked to ensure if they are on and working properly?

B2	EXHAUST SYSTEMS

	Are exhaust fans working properly?
	Is exhaust ventilation installed on equipment where required ie: kilns?

B3	LIGHTING

	Is there adequate lighting for all work areas?
	Are all aisles and passageways well lighted?

B4	NOISE

	Are high noise areas identified?

B5	ERGONOMICS

	Are working surfaces at an appropriate height? ie: for writing, computer keyboards.
	Are computer monitors at an appropriate level?

C	MATERIALS

C1	STACKING AND STORAGE

	Combustible materials should not be stored (paper products) within 107 centimetres (36 inches) of the ceiling. ie: above shelves?
	Are items stacked and stored to prevent toppling of materials?
	Are shelving units firmly secured to walls?
	Are sharp objects stored in a safe manner ie: sharp scissors and knives out of reach of students?
	Are heavy items stored at a lower level?
	Are containers ie: boxes and bins in good condition?
	Is there adequate storage space?					     
	Are heavy items stored in lower or middle shelves of storage cabinets?			
	Is the paper cutter stored with the blade down?     

C2	MATERIAL HANDLING EQUIPMENT

	Are dollies available for moving heavy boxes or materials?

C3	CHEMICALS

	Are hazardous chemicals identified?
	Are hazardous chemicals located out of reach of students?
	Are materials used in the office safely stored (i.e. cleaning fluids, photocopy toner)?         	

C4	WASTE DISPOSAL

	Are chemicals identified?
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	Are sharp objects or material in waste appropriately wrapped and containers identified ie: glass or metal objects?

C6	FLAMMABLE AND COMBUSTIBLES

	All flammable materials are to be stored in a flammable storage cabinet/area ie: copier toner/dispersant in cabinet below copier.
	All oily rags must be kept in a closed container. 	

D.	EQUIPMENT

D2	MACHINERY (SPECIFY)

	Is all equipment well maintained and kept in good condition?

D3	GUARDING

	Is equipment with pinch points properly guarded?
	Are all light fixtures fitted with covers, to prevent bulbs from falling or damage to bulbs?

D6	LADDERS/SCAFFOLDING

	Is a step stool or ladder available so high objects can be safely reached?	   

E	ELECTRICAL

E1	MAIN POWER SUPPLY

	Are all main panels clearly identified and known by staff?	
	Are main panels unobstructed by a minimum of 90 centimetres (3 ft) on all sides?

E2	AUXILIARY POWER PANELS

	Are auxiliary power panels clearly identified and unobstructed?

E3	RECEPTACLES/SWITCHES

	Are switches and receptacles enclosed, no exposed wiring? i.e. knockout plugs & cover plates  missing.

E4	CORDS (NOT INCLUDING PLUG)

	Are electrical cords maintained in good condition? 

E5	PLUGS

	Do three wire plugs have ground pin attached?      

E6	HEATERS

	Are heaters kept clear of combustible materials? (boxes and paper).

E8	CSA OR HYDRO APPROVAL

	Is all equipment either Canadian Standards Association or Ontario Hydro approved?
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F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS                            
	Are all chemicals inventoried?
	Are chemicals labelled?						
· Are Material Safety Data Sheets available ?

F3	SIGNS/TAGS/COLOR CODING

	Are glass doors clearly identified?			     
	Are all restricted areas clearly marked?

F6	SCHEDULED MAINTENANCE INSPECTIONS

	Is regular maintenance provided for photocopier, laminator?	
	Are all elevator and personal lifting devices inspected annually, with certificates permanently displayed?

F7	LEGISLATIVE REQUIREMENTS

	Are the following items visible to staff in the workplace?
	Workers' Compensation Board poster.
	Occupational Health and Safety Act Extract poster.
	Copy of the Occupational Health and Safety Act booklet (green).
	WHMIS station and binders.
	Asbestos locations manual or letter.

G.	EMERGENCY SYSTEMS	

G1	EMERGENCY INSTRUCTIONS

  Are the exits clearly marked?                     
  Are Emergency Evacuation signs clearly posted in each room?
  Are fire drills conducted as required?

G2	FIRE PROTECTION

  Do the exit doors swing outwards?                 
  Is there emergency lighting where no natural light is available?          
  Are fire alarm panels inspected annually with the certificate prominently displayed?
  Are fire extinguishers inspected monthly?                      	

G4	FIRST AID KITS/STATIONS

	Are first aid certificates prominently displayed?
	Is the first aid station equipped in accordance with the Peel Health Department manual and Workers Compensation Act Reg. 950?

H.	PERSONAL PROTECTIVE EQUIPMENT

H1	Eye Protection (CSA Approved)

H2	Ear Protection (CSA Approved)

1 TO 9 ALL INCLUSIVE

	Is the appropriate personal protective equipment available where required?
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I	STRUCTURAL

I1	FLOORS	

   Are floors in good repair without major cracks or holes?

I2	WALLS

	Are all walls in good repair without major cracks?

I3	WINDOWS

	Are windows in good repair with properly operating drop prevention mechanisms?

I7	STAIRS/MEZZANINES/CAT WALKS

	Are wooden stairs and platforms in good repair?
	Do all raised surfaces above 60 centimetres (24") have a strongly constructed guardrail of at least 107 centimetres (42 ") with an intermediate rail midway between the guardrail and the landing and platform?
	Where tools or other objects may fall a toe-board at least 12.5 centimetres (5") in height is required.
	Are all stair treads in good condition?			

CUSTODIAL AREAS

A.	GENERAL HOUSEKEEPING         					      

A3	LANDINGS AND PLATFORMS            

	Are there non slip feet on base of legs (except wooden ladders)?				

A5	ENTRANCE/EXIT
	Are exit doors free of obstruction?

A7	TIDINESS/FREE OF DEBRIS

	Is area neat and clean?				     	
	Is equipment in good repair and clean?	     	

B.	GENERAL WORKPLACE CONDITIONS                           

B2	EXHAUST SYSTEMS                                                       

	Is there ventilation? (if required)?	

C.	MATERIALS                                              

C1	STACKING AND STORAGE 

	Are the cleaning carts clean and neat?

C5	FLAMMABLES AND COMBUSTIBLES							   

	Are flammable materials stored in safety containers?  In proper storage facilities?	     	
	Is gasoline powered equipment stored in a separate room or outside storage shed where provided?	 
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 D.	EQUIPMENT

EQUIPMENT TO INSPECT INDIVIDUALLY

	Ladders - 3',6',8', etc.					
	Extension ladder(s)						
	Scaffolding (indoor and outdoor)			
	Lawn mowers (hand, ride-on)				
	Snow blowers								
	Weed eater(s)							
	Floor buffing machine(s)					
	Vacuum cleaner(s)						
	Shop vacuum(s) (wet and dry)			
	Brush cleaner(s)?					
	Electrical appliances (fridge, stove, washing machine, kettle)						
	Power tools (drill, jigsaw, skill saw, etc.)	  
	Extension cords							  

D1	HAND AND PORTABLE TOOLS                                                     
	Cleaning equipment (mops, buckets, wringers, etc.)  	
	Are vacuums in safe condition?				     	
	Is equipment in good repair?				     	
	Are edges rough or sharp?

D3	GUARDING

	Are there guards over rotating shafts and belts?    	
    Are all the guard(s) in place?	

D6   LADDERS/SCAFFOLDING                                                       

	Is there a rope on extension ladder?  Is it in good repair?
	If scaffolding present, are two trained employees available for erection and dismantling?   	

D8	GROUNDS MAINTENANCE EQUIPMENT

	Are all lawnmower and snow blower equipment in good repair and in safe condition?      

E.	ELECTRICAL

E2	AUXILIARY POWER PANELS

	Obstructed electrical panels?		

E4	CORDS AND PLUGS

	Are electrical cords in good condition?  i.e. no bare wires, ground pin broken off, cords taped?    

F.	HAZARD CONTROLS                                        

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS                            
	Are chemicals in labelled containers?			    
	Are M.S.D.S. available?	
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F3	SIGNS/TAGS/COLOUR CODING                                                    
	Are "wet" floors signs used by custodians?
	Do all electrical and mechanical rooms have signs and are doors locked?
	Are all electrical and mechanical rooms signed and locked?   

G.	EMERGENCY SYSTEMS                                      
  
G1	EMERGENCY INSTRUCTIONS                                                  

	Do all cleaning staff have access to the First Aid Kit?	

G2	FIRE PROTECTION

	Is there emergency lighting where no natural light is available?		
	Are all exit lights illuminated where provided?    

G4	FIRST AID KITS/STATIONS

	Is a First Aid kit in Custodian's office?
	Is it stocked with proper dressings (WCB requirements)?

G6	EMERGENCY DOORS                     

	Are fire doors closed as required by the Fire Code?

H.	PERSONAL PROTECTIVE EQUIPMENT	                         
 
H1	EYE PROTECTION (CSA APPROVED)                                              
	 Is there eye protection available? (CSA approved)?  	

H2	EAR PROTECTION (CSA APPROVED)

	Is hearing protection available? (CSA approved)?    

H5	HAND PROTECTION

	Are rubber gloves in good repair (no holes or cuts)?									   
H6	FOOT PROTECTION (CSA APPROVED)

	Are safety shoes worn by all plant employees?	    

I.	STRUCTURAL HAZARDS                                     

I6	ROOFS     

	Is roof access restricted to authorized persons.

I7	STAIRS/MEZZANINES/CAT WALKS        

	Do all stairways and catwalks have a guard rail or handrail?			
	Are all ladders and hatches to mechanical rooms in good repair?

SAFETY INSPECTION GUIDE  
 
SCIENCE DEPARTMENT
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CLASSROOMS/LABORATORIES AND PREPARATION ROOMS

B.	GENERAL WORKPLACE CONDITIONS				            

B1	GENERAL VENTILATION                                          

	Is present ventilation operating? Mechanical exhaust systems functional?	 

B2	EXHAUST SYSTEMS

   Are exhaust fume hoods available and functional?                      
   Is the acid and flammable storage cabinet available and mechanically vented? 					

B5	ERGONOMICS			

	Are teacher desks located outside the chemical storage area?	

C.	MATERIALS

C1	STACKING AND STORAGE                                                       
   Are materials safely stored in the room?          
   Are large containers of chemicals stored close to the floor?	

C3	CHEMICALS                                                   

	Are refrigerators used exclusively for chemical/bacterial culture storage?					
	Is there a separate acid storage cabinet?		
	If present, is the fume hood used for chemical transfer only, not storage?				  
	Are chemicals stored according to similarities in chemical properties?	 
	Are incompatible chemicals separated and stored apart?							

C4	COMPRESSED GASES                                   

	If present, are compressed gas cylinders fastened securely? 				
	Are valves operating properly, and free of corrosion?
	Is there a main gas shut off known by the staff?

C5	WASTE DISPOSAL

	Are chemicals appropriately identified for disposal?
   Is there a clearly marked container for broken glass in the room?    

C6	FLAMMABLES AND COMBUSTIBLES

	Is there a separate, flammable liquid storage cabinet? Is it vented?

C7	POWER SOURCES NON ELECTRICAL     

	Are radioactive materials present?			    
	Are radioactive materials stored in specialized containers?								
	Is locked storage provided for radioactive materials?
	Are containers and storage areas containing radioactive materials labelled 	with international symbol	
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F.	HAZARD CONTROLS 

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS                           
	Is there a set of "CHEMICAL HAZARD CARDS" available?						
	Are current Material Safety Data Sheets available?						
	Are all chemicals clearly labelled?			
	Do the labels include the hazard symbols, and basic first aid requirements for the chemical? 	

G.	EMERGENCY SYSTEMS   

G1	EMERGENCY INSTRUCTIONS

	Are procedures in place to deal with chemical emergencies and are all persons informed?		
 
G2	FIRE PROTECTION                                                       

	Is there a fire extinguisher in the room?         
   Has the fire extinguisher been inspected, tagged, dated and initialled?		 
    Is the fire extinguisher an ABC type, and is it checked monthly?		

G3	SHOWERS & EYE BATHS

	Is there an eye/face/body wash in or near the room?					  
	Is it capable of continual flushing?			

G5	SPILL CLEAN-UP

	Is there a spill control kit present in this room?	    

H.	PERSONAL PROTECTIVE EQUIPMENT	                    

H1-H9	APPLIES TO ALL OF "H" INCLUSIVE

	Is personal protective equipment available?       
   Goggles, shields, aprons, pot holders?	

TECHNICAL STUDIES DEPARTMENT

A.	GENERAL HOUSEKEEPING	

A7	TIDINESS/FREE OF DEBRIS

	Are metal lathes kept free of waste build up?
	Is waste stock broken in small pieces?   		   

B.	GENERAL WORKPLACE CONDITIONS                      

B2	EXHAUST SYSTEMS    

  Are dust collectors and filters used and maintained in good operating condition?		
  Are welding fumes removed at the generation source by local exhaust?			
  Is a local exhaust with filters installed and maintained in Spray Paint Booths?

C.	MATERIALS                                              

C1	STACKING AND STORAGE                                                       
  Is storage organized and arranged in safe manner? 
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C4	COMPRESSED GASSES	

  Is the gas flow to portable appliances regulated?  
  Is the main supply cut off valve identified and readily accessible?        

C6	FLAMMABLES AND COMBUSTIBLES

  Is a metal container with lid available for oily rags?			   
  Are flammable liquids stored in approved safety cans?				   
  Is the storage cabinet vented?

EQUIPMENT                                              

D1	HAND AND PORTABLE TOOLS                                                    
  Are tools and blades sharp, clean and appropriately stored when not in use?         

D3	GUARDING

  Are power tools and equipment equipped with guards to prevent access to the  cutting blade or pinch point?	

D4	LIFTING GEAR/ELEVATING DEVICES

	Are hoists, A-Frames and Block & Tackle labelled as to design capacity  and maintained in good      condition and inspected annually? 

E.	ELECTRICAL         						    	  

E3	RECEPTACLES/SWITCHES                                                       
   Are functional electrical "Panic Buttons" available to shut off power to equipment?		  
   Are magnetic switches in place to prevent machines restarting?            
   Are toggle switches shielded to prevent accidental start?      

E5	PLUGS (SPECIFY)

   Are all portable power tools electrically grounded?                       

E6	CSA OR HYDRO APPROVAL                           

   Are all portable power tools CSA or Ontario Hydro approved?               

F.	HAZARD CONTROLS                                        

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

  Are current Material Safety Data Sheets available where applicable?       
  Are chemicals labelled?		

F3	SIGNS/TAGS/COLOR CODING

  Are high voltage sources clearly labelled?         

G.	EMERGENCY SYSTEMS

G2	FIRE PROTECTION                                                       

  Are extinguishers maintained and mounted?          

															 7 - 21

G3	SHOWERS AND EYE BATHS

	Are eye/body wash facilities available where hazardous materials are handled?       

H.	PERSONAL PROTECTIVE EQUIPMENT                          

H1-H9	APPLIES TO ALL OF "H" INCLUSIVE                                          

  Is protective equipment available?  i.e. welding gloves, apron, eye and face protection (protection shall meet CSA standards)?                         

VISUAL ARTS

A.	GENERAL HOUSEKEEPING   

A7	TIDINESS/FREE OF DEBRIS

   Are floors, work tables and aisles clear of potential obstructions?

B.	GENERAL WORKPLACE CONDITIONS                           

B2	EXHAUST SYSTEMS                                                       

	Are kilns operating with canopy exhaust ventilation?
	Is kiln located close to exhaust canopy? i.e. no lower than 4" - 6" below canopy?		    

C.	MATERIALS                                              

C6	FLAMMABLES AND COMBUSTIBLES                                                 
	Are flammable liquids stored in safety containers and a flammable storage cabinet?
· Is a metal container with lid available for oily rags?	

F.	HAZARD CONTROLS	                      

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS	                        

	Are all chemicals labelled?
	Are Material Safety Data Sheets available?				    
· Have less toxic art materials been substituted where possible?	

F5	HYGIENE PRACTICES

	Is good personal hygiene practiced ie: hand washing before eating or drinking?			 

G.	EMERGENCY SYSTEMS                                       

G2	FIRE PROTECTION                                                       

	Are fire extinguishers available in each room?			    
	Are fire extinguishers checked monthly?

G3	SHOWERS & EYE BATHS

	Are eye/face/body wash facilities available where hazardous  materials are handled?
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H1 TO H9 APPLIES TO ALL OF "H" INCLUSIVE

· Is personal protection equipment available? Face and eye protection, gloves and protection (barrier) creams?	

PHYSICAL EDUCATION DEPARTMENT

A.	GENERAL HOUSEKEEPING         	

A1	FLOORS (WALKING & WORKING) SURFACES                                                      
	Are gym floor sockets flush with floor and all fixtures tight, no missing parts?
	Is the floor clear of objects or substances which may cause tripping, or slipping?	

A5	ENTRANCE/EXITS

	Are exits free from obstructions?			    

A7	TIDINESS/FREE OF DEBRIS

	Is the Equipment storage room tidy with equipment stored properly?	 

C.	MATERIALS           

C1	STACKING AND STORAGE                                                       

	Is adequate equipment storage available?	

D.	EQUIPMENT                                              

D9	OTHER  

	Is equipment in good repair?	

E.	ELECTRICAL          

E3	RECEPTACLES/SWITCHES                                                       

	Are all electrical outlets, switches, public address systems outlets    
	flush with wall surface?					    

E7	LIGHTING FIXTURES

	Are light fixtures sturdy and resistant to damage? 

F.	HAZARD CONTROLS

F6	SCHEDULED MAINTENANCE INSPECTIONS

	Is all equipment well maintained and inspected annually? i.e. ropes, climbing 	rack and basketball backstops?	    

FAMILY STUDIES DEPARTMENT

A.	GENERAL HOUSEKEEPING         	

A1	FLOORS (WALKING & WORKING) SURFACES       

	Are floors kept clear of water, grease, flour?	    
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D.	EQUIPMENT

D2	MACHINERY (SPECIFY)                                                       

	Do walk in refrigerators/freezers have internal door openers and are they in good working order?	 

C.	MATERIALS           

C1	STACKING AND STORAGE                                                       

	Are knives stored in a safe manner?			    

D.	EQUIPMENT                                              

D3	GUARDING                                                       

	Are guards in place on meat slicers and shredders? 

E.	ELECTRICAL                                             

E3	RECEPTACLES/SWITCHES

	Are on/off switches on electrical mixers, meat slicers or shredders shielded or recessed to prevent accidental start?

	Are all deep fryers thermostatically controlled?   

F.	HAZARD CONTROLS	                                   

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS                            

	Are concentrated detergents, chemicals and  pesticides labelled and stored away from food?	    

G. EMERGENCY SYSTEMS 

G2	FIRE PROTECTION                                                       

	Are fire extinguishers or systems available and maintained?	

AUDIO VISUAL DEPARTMENT

B.	GENERAL WORKPLACE CONDITIONS	

B2	EXHAUST SYSTEMS

	Is the darkroom ventilated, exhausting outdoors?					
	Are aerosol sprays limited to an area with local exhaust or the outdoors?	

C.	MATERIALS           

C1	STACKING AND STORAGE                                                       

	Is housekeeping and storage satisfactory?		

C3	CHEMICALS

	Are paints, inks, solvents and other chemicals stored safely and labelled?
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D.	ELECTRICAL  

E3	RECEPTACLES/SWITCHES       

	Is the laminator being operated at the manufacturer's recommended temperatures?		

F.	HAZARD CONTROLS                                 

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS                            

	Are Chemicals labelled?					
	Are Material Safety Data Sheets available?	

F5	HYGIENE PRACTICES

· Is good hygiene practiced - hands washed before eating or drinking?	

H.	PERSONAL PROTECTIVE EQUIPMENT                          

H1-H9 APPLIES TO ALL OF "H" INCLUSIVE

	Is appropriate personal protective equipment available? ie: gloves, aprons and eye protection.

HAZARD CONTROL

· Are "wet" floors adequately signed by custodial?

EMERGENCY SYSTEMS                                      
                                        
	Are "Exit" signs visible and illuminated where provided?		
	Are fire doors closed as required by the Fire Code?

STRUCTURAL                                             
                                        
	Is roof secure and is access restricted to authorized personnel?						  
	Are roof areas in good condition?			     
	Are stairs in good condition?		
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1.0 ROLE OF WORKPLACE SAFETY INSPECTIONS

Workplace safety inspections are an essential part of the Board’s health and safety program.  Through critical examination of the workplace, safety inspections identify and record potential and actual physical condition hazards.  Safety inspections facilitate corrective actions and control of hazards resulting in a reduction in accidents and injuries creating a healthier and safer working environment.

Other inspections in the Dufferin-Peel Catholic District School Board schools/administrative buildings include;

1.1 Routine Inspections

Ongoing inspections are continually conducted by Principals/Supervisors or designates and workers as part of their job responsibilities.  They note hazardous conditions and either correct them immediately or report them for corrective action.  The frequency of these inspections varies with the amount and conditions of equipment used.  Daily checks by users assure that equipment and materials meet minimum acceptable safety requirements.

1.2 Pre-operational Inspections

Pre-operational inspections are routinely undertaken by workers before using equipment or carrying out a specific work practice as required by the Occupational Health and Safety Act.

1.3 Periodic Inspections

Periodic inspections must be undertaken by the Director of Education, Associate Directors of Education, Superintendents, Principals/Supervisors, staff members of the Health and Safety Department or Joint Health and Safety Committee (.) members.  These inspections are usually in response to a workers complaint or concern, to carefully monitor an area which was previously the cause of an accident, or to check that, if new procedures have been recommended, they are being followed.

Principals/Supervisors or their designates perform weekly inspections of the schools as required by The Education Act.

1.4 Inspections by Government Inspectors

From time to time, a government inspector may inspect the workplace to ensure compliance with legislative requirements.  These inspections are performed by organizations such as the;

	Ministry of Labour
	Public Health Department
	Liquor Licensing Board of Ontario
	Fire Department
	Ministry of Education
	Public Institutions Inspection Committee
	Municipal Building Department

1.5 Miscellaneous Other Types of Inspection

Inspections must be made following a critical injury or fatality.  This inspection involves the Principal/Supervisor, Joint Health and Safety Committee (C.A.M.E.O.) Worker member and the Health and Safety Department.
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Technical safety inspections are regular, planned inspections of critical components of equipment or systems such as boilers, ventilation systems, etc., performed annually in each building by the Maintenance Department.  Technical equipment inspections, ie. Elevator devices are performed by internal professionals or external contractors on a regular basis. Gymnasium equipment is inspected by an external contractor.

Annual inspections of buildings with friable asbestos containing materials are performed by the Health and Safety Department and an external consultant.  Ongoing inspections are performed by any person who may be in close proximity to friable asbestos containing materials.

Inspections are performed for insurance purposes by the Ontario School Board’s Insurance Exchange as directed by the manager of Administrative Services.

2.0 ORGANIZING WORKPLACE SAFETY INSPECTIONS

Organizing is essential for an effective workplace safety inspection.   The Joint Health and Safety Committee (C.A.M.E.O.) Worker Member and Principal/Supervisor or designate are responsible for identifying unsafe acts and workplace conditions and achieve this by shared, active participation in the inspection.

2.1 Aspects to Examine

An effective workplace safety inspection procedure identifies all types of hazards.  Every inspection must examine who, what, where, when and how.

Particular attention is paid to components most likely to develop unsafe or unhealthy conditions because of stress, wear, impact, vibration, heat, corrosion, chemical reaction or misuse.  For a particular machine, the critical components include the point of operation, moving parts and accessories.

2.2 Workplace Elements

For an effective inspection, look at all workplace elements – the environment, equipment, process and procedures.

Noise, vibration, lighting, temperature and ventilation
					
ENVIRONMENT

				      *               	        *
				     *				         *
                            *               	WORKPLACE	     *
          *			     				*
                               *             *             *            *            *             *                *           *         *

	EQUIPMENT						PROCESS AND PROCEDURE
	Materials, tools &					Worker interaction
	With apparatus					other elements (job tasks)
	of tasks (operations)
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2.3 Types of Hazards

There are four types of workplace hazards:

1. Biological hazards caused by living organisms such as viruses, bacteria, fungi and parasites.

2. Chemical hazards caused by chemicals in a solid, liquid, vapour, gas, dust, dume or mist state.

3. Physical hazards caused by noise, vibration, energy, weather, heat, cold, electricity, radiation and pressure.

4. Ergonomic hazards caused by anatomical, physiological, and psychological demands on the worker, such as lighting, equipment design and work demands.

2.4 Information Requirements

The following information will greatly assist in enhancing the thoroughness of the workplace safety inspection.

2.4.1 Floor Plan

Using current floor plans visualize the activities in the workplace and identify the location of equipment and materials.

2.4.2 Equipment Inventory

Know what type of equipment and materials the workplace uses.

2.4.3 WHMIS Inventory

WHMIS inventories must be updated annually and current material safety data sheets must be available.  Find out whether actual and potential sources of chemical exposure are properly controlled.  Make sure that all workers have received training in handling chemicals.  Check that chemicals are labelled with pertinent information, such as identification, handling, storage, and waste disposal, according to Workplace Hazardous Materials Information System (WHMIS) requirements.

2.4.4 Workplace Safety Inspection Report Guide

A Workplace Safety Inspection Report Guide helps to clarify inspection responsibilities and controls inspection activities.  Do not become so intent on noting the details listed, that other hazardous conditions are missed.  Use the Workplace Safety Inspections Report Guide as a basic tool.

2.4.5 Workplace Safety Inspection Reports

Workplace Safety Inspection records are important.  Past safety inspection records show what has been identified.  The inspection report can draw attention to possible hazards.  But do not simply repeat or copy previous inspections.  Use the inspection report to determine whether previous recommendations, ie. Work was implemented.

3.0 WORKPLACE SAFETY INSPECTION SCHEDULE

The Joint Health and Safety Committee (C.A.M.E.O.) will establish a workplace safety inspection schedule.  This schedule will include all schools, the Catholic Education Centre and Keaton Centre.  It is the intention of the Committee to conduct inspections as frequently as needed to establish an effective means of identifying and addressing health and safety issues.  The frequency of inspections will be determined by the Committee on an as-required basis.  At the end of the first year, the Joint Health and Safety Committee (C.A.M.E.O.) shall assess the inspection schedule.
7 - 36

3.1	The Board will provide floor plans required for inspection of all schools and buildings.

CONDUCTING WORKPLACE SAFETY INSPECTIONS

4.1	Roles and Responsibilities
Joint Health and Safety Committee (C.A.M.E.O.) Worker Member

The Joint Health and Safety Committee (C.A.M.E.O.) Worker Members shall conduct safety inspections using the Workplace Safety Inspection Report.  Before inspecting a high risk area such as the science lab, contact the person in charge.  This person may assist in the inspection by providing information and recommendations.

Upon completion of the safety inspection the Joint Health and Safety Committee (C.A.M.E.O.) Worker Member will submit a signed Workplace Safety Inspection Report to the Principal/Supervisor or designate.

The Joint Health and Safety Committee (C.A.M.E.O.) Worker Member will confer with the Principal/Supervisor or designate regarding corrective actions and/or preventative measures including recommendations for implementation schedule for each item.  This process is intended to be a collaborate problem solving approach (Section 4.3 – Safety Inspection Principles).

Principal/Supervisor or Designate
The Principal/Supervisor or designate shall receive and sign the completed report.  He/she will confer with the Joint health and Safety Committee (C.A.M.E.O.) Worker Member and other appropriate staff regarding corrective action and/or preventative measures.

Principal/Supervisor or designate should not interpret reporting as a criticism.  In order to comply with the Occupational Health and Safety Act, a Joint Health and Safety Committee (C.A.M.E.O.) Worker Member cannot fail to report hazards.  Workplace Safety Inspections are objective fact-finding, not fault-finding.

Work orders are to be generated by the Principal/Supervisor or designate and he/she shall confer with the Maintenance Department to determine a mutually agreeable schedule of corrective action as required.

Letters are to be generated by the Principal/Supervisor or designate for items on the report not requiring work orders and addressed to the appropriate department for attention.  All correspondence to be copied to the C.A.M.E.O. Worker Member.  The Principal/Supervisor or designate shall confer with the appropriate department to determine mutually agreeable corrective or preventative measures and schedule for implementation.

Superintendents

Where health and safety items have not been mitigated, the Superintendent shall take appropriate action such as providing recommendations, allocate personnel and/or budgetary requirements and consult with Senior Administration.

Health and Safety Department

The Health and Safety Department shall recommend corrective action and/or preventative measures concurrent with and agreed upon by the Joint Health and Safety Committee (C.A.M.E.O.)

Copies of the Workplace Safety Inspection Report will be forwarded to the health and Safety department by the Worker Member.

Joint Health and Safety Committee (C.A.M.E.O.) 					7 - 37

The Joint Health and Safety Committee (C.A.M.E.O.) shall, at the Co-Chairs discretion, evaluate Workplace Safety Inspection Reports and may provide recommendations for corrective action and/or preventative measures to the Manager of Health and Safety Department.

Copies of Workplace Safety Inspection Reports will be forwarded to the Worker Co-Chair of the Joint Health and Safety Committee (C.A.M.E.O.) by the Worker member.
			
Staff
During the inspections all staff will provide the Joint Health and Safety Committee (C.A.M.E.O.) Worker Member with information and assistance in identification of health and safety hazards and/or control measures.

It is important to remember that the most critical inspection is the ongoing routine inspection performed by each employee of his/her work area.  Any hazards identified must be appropriately responded to and reported to the Principal/Supervisor or designate as soon as practicable.

4.2		Observation of Unsafe Acts

Observation of unsafe acts during the workplace safety inspection must be included so that corrective and preventative measures may be implemented.  Reporting of unsafe acts is not intended for the purpose of disciplinary action.

Deviations from accepted work practices may include;

•	using machinery or tools without authority
•	operating at unsafe speeds or in other violation of safe work practice
•	removing guards or other safety devices, or rendering them ineffective
•	using defective tools or equipment or using tools or equipment in unsafe ways
•	using hands or body instead of tools or push sticks
•	overloading, crowding, or failing to balance materials or handling materials in other unsafe ways, including improper lifting
•	repairing or adjusting equipment that is in motion, under pressure, or electrically 
	charged
•	failing to use or maintain, or improperly using, personal protective equipment or safety devices
•	creating unsafe, unsanitary, or unhealthy conditions by improper personal hygiene, by using compressed air for cleaning clothes, by poor housekeeping, or by smoking in unauthorized areas.
•	standing or working under suspended loads, scaffolds, shafts, or open hatches

4.3		Safety Inspection Principles

When conducting workplace safety inspections, follow these basic principles:

•	Draw attention to the presence of any immediate danger – other items can await the final report
•	Shut down and lock out” any hazards by cordoning the area off or unplugging and signing the equipment
•	Do not operate equipment.  Ask the operator for a demonstration.  If the operator of any piece of equipment does not know what dangers may be present, this is cause for concern.  Never ignore any item because you do not have knowledge to make an accurate judgement of safety
•	Look up, down, around and inside.  Be methodical and thorough.  Do not spoil the inspection with a “once-over-lightly” approach
•	Clearly describe each hazard and its exact location in your rough notes.  Allow “on-the-spot” recording of all findings before they are forgotten.  Record what you have or have not examined in case the inspection is interrupted
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•	Ask questions, but do not unnecessarily disrupt work activities.  This may interfere with efficient assessment of the job function and may also create a potentially hazardous situation
•	Consider the static (stop position) and dynamic (in motion) conditions of the item you are inspecting.  If a machine is shut down, consider postponing the inspecting until it is functioning again
•	Can any problem, hazard or accident generate from this situation when looking at the equipment, the process or the environment?  Determine what corrections or controls are appropriate.
•	Do not try to detect all hazards simply by relying on your senses or by looking at them during the inspection.  Equipment may be required to measure the levels of exposure to chemicals, noise, radiation or biological agents
•	If further assessment is deemed/identified as necessary, it should be recommended on the report.

5.0	REPORTING

It must be stressed that the Workplace Safety Inspections Report form is intended to be used for health and safety related items only.  Regular maintenance and aesthetic concerns must be addressed through other established mechanisms.

To make a report, first copy all unfinished items from the previous report on the new report.  Then complete the Workplace Safety Inspection Report form as follows:

Form Completion (Committee Worker Member)

Location			School/location name

Date of Inspection		Date inspection began 

Page				Page number in sequence

Room #/Designation		Room number or name

S = Safe			Check ( ) if there are no hazards observed in the room

U = Unsafe			Check ( ) if there is a hazard observed in the room

R = Repeat			Check ( ) if this hazard has been reported previously

Hazard Code			Assign appropriate hazard code to each item

List Hazard Observed		Fill in additional information referring to the hazard, ie. Lack of ventilation, tripping hazard from extension cords.  Use more than
				One line if needed

Safety Inspection By		Signed by Joint Health and Safety Committee (C.A.M.E.O.) worker member who conducted the inspection and the date of completion

Form Completion (Principal/Supervisor or Designate)

SP = Safety Priority Code	Assign the appropriate safety priority code

RS = Responsibility		Assign the appropriate Responsibility

Assignation Code		Assignation Code for the hazard observed

		Corrective Action		Used by Principal/Supervisor or designate to describe
		Required			corrective action where required
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		Work Order Date		Enter date work order completed for hazard

		Date of Completion		Date hazard corrected

		Received By			Signed by Principal/Supervisor or designate and date received

	Priority/Assignation Code 

	Safety Priority Code

1. Immediate action required (hazard, lock out of service)
2. As soon as practicable
3. Investigation (design, budget, schedule, etc.)

Responsibility Assignation

		M	-   Maintenance
		C	-   Plant Operations (Custodial)
		P/S	-   Principal/Supervisor or designate
		A/V	-   Audio/Visual
		H.S.	-   Health and Safety Department

A combination of priority code and responsibility assignation will be applied by the Principal/Supervisor or designate for action.

		Example:

		1-M	-   Maintenance to make quick response
		1-P/S	-   Referred to Principal/Supervisor or designate for immediate correction
		2-HS	-   Health and Safety Department to investigate when practicable
3-M	-   Investigation to be made by the Maintenance Department.  May be a maintenance program is already in place, or the problem may need planning, budget preparation, or engineering.  Progress will be made in a methodical manner.

Form Distribution

1. The Principal/Supervisor or designate retains the completed signed, white top sheet.

2. The canary sheet is forwarded to the Health and Safety Department with in three (3) working days.

3. The pink sheet is forwarded to the Joint Health and Safety Committee Worker Co-Chair.

4. The goldenrod sheet is forwarded to the Maintenance Department as soon as signed by the Principal/Supervisor with copies of the appropriate work order.

5. Send a photocopy of the report to any other department responsible for the required action.

6. Follow up and distribution of the inspection form must be completed with 30 days of receipt.

Items which are not resolved within the scheduled time shall be addressed by the Principal/Supervisor with their Superintendent.


6.0	FOLLOW-UP/MONITORING

The Principal/Supervisor or designate and Joint Health and Safety Committee (C.A.M.E.O.) Worker Member will review the information obtained from regular workplace safety inspections to identify 
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where immediate corrective action is needed.  Identify trends as part of the overall monitoring of the health and safety program’s effectiveness.  Analysis of inspection reports may indicate the following:

•	Priorities for corrective action
•	Need for improving safe work practices
•	Insight as to why accidents are occurring in particular areas
•	Need for training in certain areas
•	Areas and equipment which require more in-depth hazard analysis

The Joint Health and Safety Committee (C.A.M.E.O.) Worker Member and Principal/Supervisor or designate should review the progress of implementation of the recommendations as required.  This will assist in identifying trends for the maintenance of an effective health and safety program.

7.0	RECOMMENDATIONS

An inspection report is effective only if the results are promptly reported to persons who have the authority to implement recommendations.

· It is the responsibility of the Principal to address local concerns.

· Outstanding inspection items may be referred to the Joint Health and Safety Committee (M.A.C.E.) for review and recommendation.  Recommendations made by this committee will be addressed to the Director of Education in accordance with Occupational Health and Safety Act.

· Unresolved items may be referred to the Ministry of Labour by the Joint Health and Safety Committee (C.A.M.E.O.) also in accordance with the Occupational Health and Safety Act.

WORKPLACE SAFETY INSPECTION GUIDE

GENERAL AREAS

OFFICE/CLASSROOM/PORTABLE/HALLWAYS/STAFFROOM

A. GOOD HOUSEKEEPING

A1	FLOORS/WALKING AND WORKING SURFACES

•	Are floor surfaces clean, dry and free of debris?
•	Are carpets well secured to the floor and free of worn or frayed spots?
•	Are the floors slippery?  ie: water or oil spilled
•	Are all electrical cords and extension wires taped flush with the floor?
•	Are permanent phone lines, electrical cord, electrical wire secured under desks or alongside baseboards?

A2	HALLWAYS/AISLES AND PASSAGEWAYS

•	Are there clear routes to the exit from all parts of the room?
•	Are aisles, doorways and corners free of objects to permit unobstructed visibility and/or exit?
•	Are file cabinets and storage closets placed so drawers and doors do not open into walkways?

A3	LANDINGS AND PLATFORMS

•	Are all landing and platforms clear and unblocked? 7 - 41

A4	STAIRS

•   	Are they clear and unblocked?	
•	Do stair treads have non-slip surfaces?
7 - 42
A5	ENTRANCES/EXITS

•	Are they clear and unblocked?
•	Paper or wallboard should not be used on doors or on walls within 90 centimetres (3 ft) of exits.
•	All doors must not be chained or locked to prevent exiting an area.
•	Are emergency exits well marked and free of obstruction?

A6	ROADWAYS/PEDESTRIAN WALKWAYS

•	Roadways should be signed and/or painted to ensure safe and orderly traffic flow.
•	Pedestrian walkways should be clearly marked and away from vehicular traffic areas.
•	Are outdoor sidewalks and parking lot maintained?

	A7	TIDINESS/FREE OF DEBRIS

•	Are no more than 20% of wall surfaces covered with paper or other combustible materials?
•	Are all posted materials clean and readable?
•	Are animal cages and aquariums kept clean and sanitary?
•	Is debris picked up regularly in all areas?

A8	ACCESS FOR DISABLED PERSONS

•	Are all ramps accessible and well maintained?
•	Is the slope of the ramp at an appropriate angle?
•	Do ramps have guardrails?
•	Are all lifting devices used by disabled persons inspected annually?

B	GENERAL WORKPLACE CONDITIONS

B1	GENERAL VENTILATION

•	Are ventilation systems including all grills checked and cleaned regularly?
•	Are all blowers, fans and ventilation systems checked to ensure if they are on and working properly?

B2 	EXHAUST SYSTEMS

•	Are exhaust fans working properly?
•	Is exhaust ventilation installed on equipment where required ie: kilns?

B3	LIGHTING

•	Is there adequate lighting for all work areas?
•	Are all aisles and passageways well lighted?

B4	NOISE

•	Are high noise areas identified?

B5	ERGONOMICS

•	Are working surfaces at an appropriate height?  Ie: for writing, computer keyboards.
•	Are computer monitors at an appropriate level?

C	MATERIALS

C1	STACKING AND STORAGE

•	Combustible materials should not be stored (paper products) within 107 centimetres (36 inches) of the 
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ceiling. i.e.: above shelves?
•	Are items stacked and stored to prevent toppling of materials?
•	Are shelving units firmly secured to walls?
•	Are sharp objects stored in a safe manner ie:  sharp scissors and knives out of reach of students?
•	Are heavy items stored at a lower level?
												
•	Are containers ie: boxes and bins in good condition?
•	Is there adequate storage space?				
•	Are heavy items stored in lower or middle shelves of storage cabinets?
•	Is the paper cutter stored with the blade down?

C2   MATERIAL HANDLING EQUIPMENT

•	Are dollies available for moving heavy boxes or materials?

C3	CHEMICALS

•	Are hazardous chemicals identified?
•	Are hazardous chemicals located out of reach of students?
•	Are materials used in the office safely stored (ie. Cleaning fluids, photocopy toner)?
•	do chemicals comply with WHMIS?

C4	WASTE DISPOSAL

•	Are chemicals not used for long periods of time identified?
•	Are chemicals not used in an area identified for possible use by other staff at your location or at other locations?
•	Are sharp objects or material in waste appropriately wrapped and containers identified ie glass or metal objects?

C5	FLAMMABLES AND COMBUSTIBLES

•	All flammable materials are to be stored in a flammable storage cabinet/area ie: copier toner/dispersant in cabinet below copier.
•	All oily rags must be kept in a closed container.

D	EQUIPMENT

D2	MACHINERY (SPECIFY)

•	Is all equipment well maintained and kept in good condition?

D3	GUARDING

•	Is equipment with pinch points properly guarded?
•	Are all light fixtures fitted with covers, to prevent bulbs from falling or damage to bulbs?

D6	LADDERS/SCAFFOLDING

•	Is a step stool or ladder available so high objects can be safely reached?

E	ELECTRICAL

E1	MAIN POWER SUPPLY

•	Are all main panels clearly identified and known by staff?
•	Are main panels unobstructed by a minimum of 90 centimetres (3 ft) on all sides?

E2	AUXILIARY POWER PANELS

•	Are auxiliary power panels clearly identified and unobstructed?
												
E3	RECEPTACLES/SWITCHES

•	Are switches and receptacles enclosed, no exposed wiring?  Ie. knockout plugs & covers plates missing?

E4	CORDS (NOT INCLUDING PLUG)

•	Are electrical cords maintained in good condition?

E5	PLUGS

•	Do three wire plugs have ground pin attached?

E6	HEATERS

•	Are heaters kept clear of combustible materials? (boxes and paper)

E8	CSA OR HYDRO APPROVAL

•	Is all equipment either CSA or Ontario Hydro approved?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are all chemicals inventoried?
•	Are chemical labelled?
•	Are Material Safety Data Sheets available from the Manufacturer?

F3	SIGNS/TAGS/COLOUR CODING

•	Are glass doors clearly identified?
•	Are all restricted areas clearly marked?

F6 	SCHEDULED MAINTENANCE INSPECTIONS

•	Is regular maintenance provided for photocopier?
•	Are all elevator and personal lifting devices inspected annually, with certificates permanently displayed?

F7	LEGISLATIVE REQUIREMENTS

•	Are the following items visible to staff in the workplace?
•	Workplace Safety and Insurance Board poster
•	Occupational Health and Safety Act Pocket Extract or poster
•	Copy of the Occupational Health and Safety Act booklet (green)
•	WHMIS station and binders

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Are the exits clearly marked?
•	Are Emergency Evacuation signs clearly posted in each room?
•	Are fire drills conducted as required?
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G2	FIRE PROTECTION

•	Do the exit doors swing outwards?
•	Is there emergency lighting where no natural light is available?
•	Are fire alarm panels inspected annually with the certificate prominently displayed?
•	Are fire extinguishers inspected monthly? (annually)

G4	FIRST AID KITS/STATIONS

•	Are first aid certificates prominently displayed?
•	Is the first aid station equipped in accordance with the First Aid Requirements Reg. 1101.

H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

H2	EAR PROTECTION (CSA Approved)

1 TO 9 ALL INCLUSIVE

•	Is the appropriate personal protective equipment available where required?

I	STRUCTURAL

I1	FLOORS

•	Are floors in good repair without major cracks or holes?

I2	WALLS

•	Are all walls in good repair without major cracks?

I3	WINDOWS

•	Are windows in good repair with properly operating drop prevention mechanisms?

I7	STAIRS/MEZZANINES/CAT WALKS

•	Are wooden stairs and platforms in good repair?
•	Do all raised surfaces above 60 centimetres (24”) have a strongly constructed guardrail of at least 107 centimetres (42”) with an intermediate rail midway between the guardrail and the landing and platform?
•	Where tools or other objects may fall a toe-board at least 12.5 centimetres (5”) in height is required.
•	Are all stair treads in good condition?

CUSTODIAL AREAS

A	GENERAL HOUSEKEEPING

A3	LANDINGS AND PLATFORMS

•	Are there non slip feet on base of legs (except wooden ladders)?

A5 	ENTRANCES/EXITS

•	Are exit doors free of obstruction?

										7 - 45
A7	TIDINESS/FREE OF DEBRIS

•	Is area neat and clean?
•	Is equipment in good repair and clean?

B	GENERAL WORKPLACE CONDITIONS

B2	 EXHAUST SYSTEMS

•	Is there ventilation (if required)?

C	MATERIALS

C1	STACKING AND STORAGE

•	Are the Cleaners’ carts clean and neat?

C5	FLAMMABLES AND COMBUSTIBLES

•	Are flammable materials stored in safety containers?  In proper storage facilities?
•	Is gasoline powered equipment stored in a separate room or outside storage shed where provided?

D	EQUIPMENT

EQUIPMENT TO INSPECT INDIVIDUALLY

•	Ladders – 3’, 6’, 8’, etc.
•	Extension ladder (s)
•	Scaffolding (indoor and outdoor)
•	Lawn mowers (hand, ride-on)
•	Snow blowers
•	Weed eater (s)
•	Floor buffing machine (s)
•	Vacuum cleaner (s)
•	Shop vacuum (s) (wet and dry)
•	Brush cleaner (s)
•	Electrical appliances (fridge, stove, washing machine, kettle)
•	Power tools (drill, jigsaw, skill saw, etc.)
•	Extension cords

D1	HAND AND PORTABLE TOOLS

•	Cleaning equipment (mops, buckets, wringers, etc.)
•	Are vacuums in safe condition?
•	Is equipment in good repair?
•	Are edges rough or sharp?

D3	GUARDING

•	Are there guards over rotating shafts and belts?
•	Are all the guard(s) in place?

D6	LADDERS/SCAFFOLDING

•	Is there a rope on extension ladder?  Is it in good repair?
•	If scaffolding present, are two trained employees available for erection and dismantling? 
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D8	GROUNDS MAINTENANCE EQUIPMENT

•	Are all lawnmower, snow blower equipment in good repair and in safe condition?

E	ELECTRICAL

E2	AUXILIARY POWER PANELS

•	Obstructed electrical panels?

E4	CORDS (NOT INCLUDING PLUG)

•	Are electrical cords in good condition?  Ie. no bare wires, ground pin broken off, cords taped?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are chemicals in labelled bottles?
•	Are M.S.D.S. available?

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Do all cleaning staff have access to the First Aid Kit?

G2	FIRE PROTECTION

•	Is there emergency lighting where no natural light is available?
•	Are all exit lights illuminated where provided?

G4	FIRST AID KITS/STATIONS

•	Is a First Aid kit in Custodian’s office?
•	Is it stocked with proper dressings (WSIB requirements)?

H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

•	Is there eye protection available? (CSA approved)?

H2	EAR PROTECTION (CSA Approved)

•	Is hearing protection available? (CSA approved)?

H5	HAND PROTECTION

•	Are rubber gloves in good repair (no holes or cuts)?

H6	FOOT PROTECTION (CSA Approved)

•	Are safety shoes worn by all plant employees?

I	STRUCTURAL HAZARDS

I7	STAIRS/MEZZANINES/CAT WALKS

•	Do all stairways and catwalks have a guard rail or handrail?
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SAFETY INSPECTION GUIDE

SCIENCE DEPARTMENT

CLASSROOMS/LABORATORIES AND PREPARATION ROOMS

B	GENERAL WORKPLACE CONDITIONS

B1	GENERAL VENTILATION

•	Is there ventilation in the area?  Mechanical exhaust?

B2 	EXHAUST SYSTEMS

•	Are exhaust fume hoods available?
•	Is the acid and flammable storage cabinet mechanically vented?

B5	ERGONOMICS

•	Are teacher desks located outside the chemical storage area?

C	MATERIALS

C1	STACKING AND STORAGE

•	Are materials safely stored in the room?
•	Are large bottles of chemicals stored close to the floor?

C3	CHEMICALS

•	Are refrigerators used exclusively for chemical/bacterial culture storage?
•	Is there a separate acid storage cabinet?
•	If present, is the hood used for chemical transfer only, not storage?
•	Are chemicals stored according to similarities in chemical properties?
•	Are incompatible chemicals separated and stored apart?

C4	COMPRESSED GASES

•	If present, are compressed gas cylinders fastened securely?
•	Are compressed gas cylinders present?
•	For compressed gas, are valves operating properly, and free of excessive corrosion?
•	Is there a main gas shut off known by the staff?

C5	WASTE DISPOSAL

•	Are chemicals appropriately identified for disposal?
•	Is there a clearly marked container for broken glass in the room?

C6	FLAMMABLES AND COMBUSTIBLES

•	Is there a separate, flammable liquid storage cabinet?
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C7	POWER SOURCES NON ELECTRICAL

•	Are radioactive materials present?
•	Are radioactive materials stored in specialized containers?
•	Is locked storage provided for radioactive materials?
•	Are containers and storage areas containing radioactive materials labelled with international symbols?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are current Material Safety Data Sheets available?
•	Are all chemicals clearly labelled?
•	Do the labels include the date of purchase hazards, and basic first aid requirements for the chemical?

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Are procedures in place to deal with chemical emergencies and are all persons informed?

G2	FIRE PROTECTION

•	Is there a fire extinguisher in the room?
•	Has the fire extinguisher been inspected, tagged, dated and initialed?
•	Is the fire extinguisher an ABC type?

G3	SHOWERS & EYE BATHS

•	Is there an eye/face/body wash in or near the room?
•	Is it capable of continual flushing?

G5	SPILL CLEAN –UP

•	Is there a spill control kit in this room?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9   APPLIES TO ALL OF “H” INCLUSIVE

•	Is personal protective equipment available?  Goggles, shields, aprons, pot holders?

TECHNICAL STUDIES DEPARTMENT

A	GENERAL HOUSEKEEPING

A7	TIDINESS/FREE OF DEBRIS

•	Are metal lathes kept free of waste build up; is waste stock broken in small pieces?

B	GENERAL WORKPLACE CONDITIONS

B2	EXHAUST SYSTEMS

•	Are dust collectors, after filters used and maintained in good operating condition?
•	Are welding fumes removed at the generation source by local exhaust?

•	Is a local exhaust with filters installed and maintained in Spray Paint Booths?
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C	MATERIALS

C1	STACKING AND STORAGE

•	Is storage organized and arranged in safe manner?

C4	COMPRESSED GASES

•	Is the gas flow to portable appliances regulated?
•	Is the main supply cut off valve identified and readily accessible?

C6	FLAMMABLES AND COMBUSTIBLES

•	Is a metal container with lid available for oily rags?
•	Are flammable liquids stored in approved safety cans?

D	EQUIPMENT

D1	HAND AND PORTABLE TOOLS

•	Are tools and blades sharp, clean and appropriately stored when not in use?

D3	GUARDING

•	Are power tools and equipment equipped with guards to prevent access to the cutting blade or pinch point?

D4	LIFTING GEAR/ELEVATING DEVICES

•	Are hoists, A-Frames and Block & Tackle labelled as to design capacity and maintained in good condition and inspected annually?

E	ELECTRICAL 

E3	RECEPTACLES/SWITCHES 

•	Are at least two electrical “Panic Buttons” available to shut off power to equipment?
•	Are magnetic switches in place to prevent machines restarting?
•	Are toggle switches shielded to prevent accidental start?

E5	PLUGS (SPECIFY)

•     Are all portable power tools electrically grounded?

E8	CSA OR HYDRO APPROVAL

•	Are all portable power tools CSA or Ontario Hydro approved?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are current Material Safety Data Sheets available where applicable?
•	Are flammable, combustible and corrosive liquids labelled?

F3	SIGNS/TAGS/COLOR CODING

•	Are high voltage sources clearly labelled?
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G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are extinguishers maintained and mounted?

G3	SHOWERS AND EYE BATHS

•	Are eye/body wash facilities available where hazardous materials are handled?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9	APPLIES TO ALL OF “H” INCLUSIVE

•	Is protective equipment available?  ie.  welding gloves, apron, eye and face protection (protection shall meet CSA standards)?

VISUAL ARTS

A	GENERAL HOUSEKEEPING

A7	TIDINESS/FREE OF DEBRIS

•	Are floors, work tables and aisles clear of potential obstructions?

B	GENERAL WORKPLACE CONDITIONS

B2	EXHAUST SYSTEMS

•	Are kilns operating with canopy exhaust ventilation?
•	Is kiln located close to exhaust canopy?  ie. no lower than 4” – 6” below canopy?

C	MATERIALS

C6	FLAMMABLES AND COMBUSTIBLES

•	Are flammable liquids stored in safety containers and a flammable storage cabinet?
•	Is a metal container with lid available for oily rags?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS 

•	Are all chemicals, paints, dyes and metals labelled?
•	Are Material Safety Data Sheets available from the manufacturer or distributor?
•	Have less toxic art materials been substituted where possible?

F5	HYGIENE PRACTICES

•	Is good personal hygiene practiced “washing of hands”?

G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are fire extinguishers available in each room?

G3	SHOWERS & EYE BATHS

•	Are eye/face/body wash facilities available where hazardous materials are handled?
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H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

•	Is eye protection available where corrosive chemicals are handled?

H1 TO H9 APPLIES TO ALL OF “H” INCLUSIVE

•	Is personal protection equipment available?  Face and eye protection, gloves and protection (barrier) creams?

PHYSICAL EDUCATION DEPARTMENT

A	GENERAL HOUSEKEEPING

A1	FLOORS (WALKING & WORKING) SURFACES

•	Are gym floor sockets flush with floor and all fixtures tight, no missing parts?
•	Is the floor clear of objects or substances which may cause tripping, or slipping?

A5	ENTRANCE/EXITS

•	Are exits free from obstructions?

A7	TIDINESS/FREE OF DEBRIS

•	Is the equipment storage room tidy with equipment stored properly?

C	MATERIALS

C1	STACKING AND STORAGE

•	Is adequate equipment storage available? 

D	EQUIPMENT

D9	OTHER

•	Is equipment in good repair?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Are all electrical outlets, switches, PA outlets flush with wall surface?

E7	LIGHTING FIXTURES

•	Are light fixtures sturdy and resistant to damage?

F	HAZARD CONTROLS

F6	SCHEDULED MAINTENANCE INSPECTIONS

•	Is all equipment well maintained and inspected annually?  ie. ropes, climbing rack and basketball backstops?
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FAMILY STUDIES DEPARTMENT

A	GENERAL HOUSEKEEPING

A1	FLOORS (WALKING & WORKING) SURFACES

•	Are floors kept clear of water, grease, flour?

C	MATERIALS

C1	STACKING AND STORAGE

•	Are knives stored in a safe manner?

D	EQUIPMENT

D2	MACHINERY (SPECIFY)

•	Do walk in refrigerators/freezers have internal door openers and are they in good working order?

D3	GUARDING

•	Are guards in place on meat slicers and shredders?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Are on/off switches on electrical mixers, meat slicers or shredders shielded or recessed to prevent accidental start?
•	Are all deep fryers thermostatically controlled?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are concentrated detergents, chemicals and pesticides labelled and stored away from food?

G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are fire extinguishers or systems available and maintained?

AUDIO VISUAL DEPARTMENT

B	GENERAL WORKPLACE CONDITIONS

B2	EXHAUST SYSTEMS

•	Is the darkroom ventilated, exhausting outdoors?
•	Are aerosol sprays limited to an area with local exhaust or the outdoors?

C 	MATERIALS

C1	STACKING AND STORAGE

•	Is housekeeping and storage satisfactory?
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C3	CHEMICALS

•	Are paints, ink, solvents stored safely and labelled?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Is the laminator being operated at the manufacturer’s recommended temperatures?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are chemicals labelled?
•	Are Material Safety Data Sheets available?

F5	HYGIENE PRACTICES

•	Is good hygiene practices – hands washed frequently?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9	APPLIES TO ALL OF “H” INCLUSIVE

•	Is appropriate personal protective equipment available?  ie. gloves, aprons and eye protection.

HAZARD CONTROL

•	Are “wet” floors adequately signed by custodial?

EMERGENCY SYSTEMS

•	Are “Exit” signs visible and illuminated where provided?
•	Are fire doors closed as required by the Fire Code?

STRUCTURAL

•	Is roof secure and is access restricted to authorized personnel?
•	Are roof areas in good condition?
•	Are stairs in good condition?
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1.0	ROLE OF WORKPLACE SAFETY INSPECTIONS

Workplace safety inspections are an essential part of the Occupational Health and Safety program.  Critical examination of the workplace, safety inspections identify and record potential and actual physical condition hazards.  Safety inspections facilitate corrective actions and control of hazards resulting in a reduction in accidents and injuries creating a healthier and safer working environment.

Inspections in the Dufferin-Peel Catholic District School Board schools;

1.1	Routine Inspections

Ongoing inspections are continually conducted by Principals/ Supervisors and workers as part of their job responsibilities.  They note hazardous conditions and either correct them immediately or report them for corrective action.  The frequency of these inspections varies with the amount and conditions of equipment used.  Daily checks by users assure that equipment and materials meet minimum acceptable safety requirements.

1.2	Pre-operational Inspections

Pre-operational inspections are routinely undertaken by workers before using equipment or carrying out a specific work practice as required by the Occupational Health and Safety Act.

1.3	Periodic Inspections

Periodic inspections must be undertaken by the Director of Education, Associate Directors of Education, Superintendents, Principals/Supervisors, staff members of the Health and Safety Department, and the Joint Health and Safety Committee Worker Co-Chairs.  They are usually undertaken in response to a worker's complaint or concern, to carefully monitor an area which was previously the cause of an accident, or to check that, if new procedures have been recommended, they are being followed.

	Principals/Supervisors or their designates perform weekly inspections of the schools as required by the Education Act.

1.4	Inspections by Government Inspectors

	From time to time, a government inspector may inspect the workplace to ensure compliance with legislative requirements.  These inspections are performed by organizations such as;

Ministry of Labour
Public Health Department
Liquor Licensing Board of Ontario
Fire Department
Ministry of Education
Public Institutions Inspection Committee
Municipal Building Department

1.5	Miscellaneous Other Types of Inspections

	Inspections must be made following a critical injury or fatality. This inspection involves the supervisor, Joint Health and Safety Committee Worker Co-Chairs and the Health and Safety Department.
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Technical safety inspections are regular, planned inspections of critical components of equipment or systems such as boilers, ventilation systems etc., performed annually in each building by the Maintenance Department.  Technical equipment inspections i.e.:  elevator devices are performed by internal professionals or external contractors on a regular basis.  Gymnasium equipment is inspected by an external contractor.

Annual inspections of buildings with friable asbestos containing materials are performed by the Health and Safety Department and an external consultant.  Ongoing inspections are performed by any person who may be in close proximity to friable asbestos containing materials.

Inspections are performed for insurance purposes by the Ontario School Board's Insurance Exchange as directed by the Manager of Administrative Services.

2.0	PLANNING WORKPLACE SAFETY INSPECTIONS

Planning is essential for an effective workplace safety inspection.  The Joint Health and Safety Committee Worker Co-Chair and Supervisor are responsible for identifying unsafe acts and workplace conditions and achieve this by shared, active participation in the inspection.

2.1	Aspects to Examine

An effective workplace safety inspection method identifies all types of hazards.  Every inspection must examine who, what, where, when and how.

Pay particular attention to components most likely to develop unsafe or unhealthy conditions because of stress, wear, impact, vibration, heat, corrosion, chemical reaction or misuse.  For a particular machine, the critical components include the point of operation, moving parts and accessories.

2.2	Workplace Elements

For an effective inspection, look at all workplace elements - the environment, the equipment and the process.

	Noise, vibration, lighting, temperature
	and ventilation
	access routes and points

	Environment
*
*     *
*           *
*    WORKPLACE
*                       *
*  *  *  *  *  *  *  *  *  *  *
	Equipment			         Process

  Materials, tools & apparatus	   	Worker interaction with
 	other elements in a series of tasks (operations)

2.3	Types of Hazards

There are four types of workplace hazards:

	Biological hazards caused by living organisms such as viruses, bacteria, fungi and parasites.
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	Chemical hazards caused by a solid, liquid, vapour, gas, dust, fume or mist.

	Ergonomic hazards caused by anatomical, physiological, and psychological demands on the worker, such as lighting, equipment design and work demands.

	Physical hazards caused by noise, vibration, energy, weather, heat, cold, electricity, radiation and pressure.

2.4	Information Requirements

Floor Plan

Using floor plans visualize the activities in the workplace and identify the location of equipment and materials.

Equipment Inventory

Know what type of equipment and materials the workplace uses.

WHMIS Inventory

WHMIS inventories must be updated annually and current material safety data sheets must be available.  Find out whether actual and potential sources of chemical exposure are properly controlled.  

Make sure that all workers have received appropriate training in handling chemicals.  Check that chemicals are labelled with pertinent information, such as identification, handling, storage, and waste disposal, according to Workplace Hazardous Materials Information System (WHMIS) requirements.

2.5	Workplace Safety Inspection Guide

A Safety Inspection Guide helps to clarify inspection responsibilities and controls inspection activities.  Do not become so intent on noting the details listed, that other hazardous conditions are missed.  Use the Safety Inspections Report Guide as a basic tool.

2.6	Safety Inspection Reports

Safety Inspection records are important.  Past safety inspection records show what has been identified.  The inspection report can draw attention to possible hazards.  But do not simply repeat or copy previous inspections.  Use the inspection report to determine whether previous recommendations were implemented.

3.0	CONDUCTING WORKPLACE SAFETY INSPECTIONS

3.1	Roles and Responsibilities

Joint Health and Safety Committee Worker Co-Chair

The Joint Health and Safety Committee Worker Co-Chair shall conduct safety inspections according to the inspection schedule, using the Workplace Safety Inspection Report.  Before inspecting a high risk area such as the science lab, contact the person in charge.  This person may assist in the inspection by providing information and recommendations.

Upon completion of the safety inspection the health and safety member will submit a signed report to the Supervisor.
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The Joint Health and Safety Committee Worker Co-Chair will confer with the Supervisor regarding corrective action and/or preventative measures including recommendations for implementation schedule for each item.  

Supervisor

The Supervisor shall receive and sign the completed report.  He/she will confer with the Joint Health and Safety Committee Worker Co-Chair regarding corrective action and/or preventative measures.  

Supervisor should not interpret reporting as a criticism.  In order to comply with the Occupational Health and Safety Act the Joint Health and Safety Committee Worker Co-Chair cannot fail to report hazards.  Safety Inspections are objective fact-finding, not fault finding.

Work orders are to be generated by the Supervisor and he/she shall confer with the Maintenance Department to determine a mutually agreeable schedule of corrective action.

Letters are to be generated by the Supervisor for items on the report not requiring work orders and addressed to the appropriate department for attention.  He/she shall confer with the appropriate department to determine mutually agreeable corrective or preventive measures and schedule for implementation.

Superintendents of Schools

Where health and safety items have not been mitigated, the appropriate Superintendent of Schools shall take appropriate action such as make recommendations, allocate personnel and/or budgetary requirements and consult with Senior Administration as required.

Health and Safety Department

Copies of the Workplace Safety Inspection Report will be received by the Health and Safety Department for review.  The Health and Safety Department shall recommend corrective action and/or preventative measures, as required.

Joint Health and Safety Committee

The Joint Health and Safety Committee shall review Safety Inspection Reports and provide recommendations for corrective action and/or preventative measures.

Workers

It is important to remember that the ongoing routine inspection performed by each worker of his/her work area is critical to maintaining the internal responsibility system.  Any hazards identified must be appropriately responded to and reported to the Supervisor as soon as practicable.

During the inspections all staff will provide the Joint Health and Safety Committee Worker Co-Chair with information and assistance in identification of health and safety hazards and/or control measures.

3.2	Observation of Unsafe Acts

Observation of unsafe acts during the workplace safety inspection must be included so that corrective and preventative measures may be implemented. Reporting of unsafe acts is not intended for the purpose of disciplinary action.
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Some examples of these observations may include:

	Using machinery or tools without authority;

	Performing in an unsafe manner or in other violation of safe work practice;

	Removing guards or other safety devices, or rendering them ineffective;

	Using defective tools or equipment or using tools or equipment in unsafe ways;

	Using hands or body instead of tools or push sticks;

	Overloading, crowding, or failing to balance materials or handling materials in other unsafe ways, including improper lifting;

	Repairing or adjusting equipment that is in motion, under pressure, or electrically charged;

	Failing to use or maintain, or improperly using, personal protective equipment or safety devices;

	Creating unsafe or unhealthy conditions by using improper hygiene techniques ie. hand washing, by using compressed air for cleaning clothes, by poor housekeeping, or smoking in unauthorized areas;

	Standing or working near suspended loads, scaffolds, shafts, or open hatches;

3.3	Inspection Principles

When conducting workplace safety inspections, follow these basic principles:

	Draw attention to the presence of any immediate danger - other items can await the final report.

	Shut down and "lock out" any hazards by cordoning the area off or unplugging and signing the equipment.

	Do not operate equipment.  Ask the operator for a demonstration.  If the operator of any piece of equipment does not know what dangers may be present, this is cause for concern.  Never ignore any item because you do not have knowledge to make an accurate judgement of safety.

	Look up, down, around and inside.  Be methodical and thorough.  Do not spoil the inspection with a "once-over-lightly" approach.

	Clearly describe each hazard and its exact location in your rough notes.  Allow "on-the-spot" recording of all findings before they are forgotten.  Record what you have or have not examined in case the inspection is interrupted.
	Question, but do not unnecessarily disrupt work activities.  This may interfere with efficient assessment of the job function and may also create a potentially hazardous situation.

	Consider the static (stop position) and dynamic (in motion) conditions of the item you are inspecting.  If a machine is shut down, consider postponing the inspecting until it is functioning again.


7 – 65

	When looking at the equipment, process or environment, determine whether any problem, hazard or accident could result from this situation.  Determine what corrections or controls are appropriate.

	Do not try to detect all hazards simply by relying on your senses or by looking at them during the inspection.  Equipment may be required to measure the levels of exposure to chemicals, noise, radiation or biological agents.

· If further assessment is deemed necessary, it should be recorded on the report.

4.0	REPORTING

It must be stressed that this form is intended to be used for health and safety related items only.  Regular maintenance and aesthetic concerns must be addressed through other established mechanisms.

To make a report, first copy all unfinished items from the previous report on the new report.  Then complete the Workplace Safety Inspection form as follows:

4.1 	Form Completion - Joint Health and Safety Committee Worker Co-Chair

Location			School/location name

Date of Inspection		Date inspection began

Page		Page number in sequence

Room #/Designation		Room number or name

S = Safe		Check() if there are no hazards observed in the room

U = Unsafe		Check() if there is a hazard observed in the room

R = Repeat		Check() if this hazard has been reported previously

Hazard Code		Assign appropriate hazard code to each item

List Hazard Observed	Fill in additional information referring to the hazard, i.e. lack of ventilation, tripping hazard from extension cords.  Use more than one line if needed

Safety Inspection By	Signed by Joint Health and Safety Committee Worker Co-Chair conducting inspection and date of completion

Form Completion (Supervisor)

SP = Safety Priority Code	Assign the appropriate safety priority code.	
					
RS = Responsibility	Assign the appropriate Responsibility

Assignation Code	Assignation Code for the hazard observed.

Corrective Action Required	Used by Principal/Supervisor to describe corrective action where required

Work Order Date	Enter date work order completed for hazard
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Date of Completion	Date hazard corrected

Received By		Signed by Supervisor and date received

Priority/Assignation Codes

Safety Priority Code

1.	Immediate hazard, lock out of service
2.	As soon as convenient
3.	Investigation (design, budget, schedule, etc.)

Responsibility Assignation 

M	-	Maintenance
C	-	Plant Operations (Custodial)
S	-	Supervisor 
A/V	-	Audio/Visual
H.S.	-	Health and Safety Department

A combination of priority code and responsibility assignation will be applied by the Principal/Supervisor for action.

Example:

1-M	 -	Maintenance to make quick response
1-S	 -	Referred to Supervisor for correction
2-HS 	 -	Health and Safety Department to investigate
3-M   	-	Investigated by Maintenance for action.  May be a program of maintenance already in 	place, problem may need planning, budget preparation, or engineering.  Progress will 	be made in a methodical manner.

4.2	Workplace Safety Inspection Report Form Distribution	

1. The Principal/Supervisor or designate retains the completed signed, white top sheet.

2. The canary sheet is forwarded to the Health and Safety Department with in three (3) working days.

3. The pink sheet is forwarded to the Joint Health and Safety Committee Worker Co-Chair.

4. The goldenrod sheet is forwarded to the Maintenance Department as soon as signed by the   Principal/Supervisor with copies of the appropriate work order.

5. Send a photocopy of the report to any other department responsible for the required action.

6. Follow up and distribution of the inspection form must be completed with 30 days of receipt.

Items which are not resolved within the scheduled time shall be addressed by the Principal/Supervisor with their Superintendent.


NOTE:	
Take appropriate temporary measures such as roping of the area, tagging out equipment or posting warning signs for immediate hazards.  Hazards requiring controls or elimination, should be communicated to the appropriate Superintendent/Supervisor and Health and Safety Department in a concise and factual fashion.
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5.0	FOLLOW-UP & FEEDBACK

Timely and efficient feedback is essential to ensure an adequate and effective Workplace Safety Inspection Program.
The Supervisor and Joint Health and Safety Committee Worker Co-Chair shall review the information obtained from regular workplace safety inspections to identify appropriate corrective action and identify trends.  Analysis of inspection reports may indicate the following:

	Priorities for corrective action
	Need for improving safe work practices
	Insight as to why accidents are occurring in particular areas
	Need for training in certain areas
	Areas and equipment which require more in-depth hazard analysis

GENERAL AREAS

OFFICE/CLASSROOM/PORTABLE/HALLWAYS/STAFFROOM

A.  	GOOD HOUSEKEEPING

A1	FLOORS/WALKING AND WORKING SURFACES

•	Are floor surfaces clean, dry and free of debris?
•	Are carpets well secured to the floor and free of worn or frayed spots?
•	Are the floors slippery?  ie: water or oil spilled
•	Are all electrical cords and extension wires taped flush with the floor?
•	Are permanent phone lines, electrical cord, electrical wire secured under desks or alongside baseboards?

A2	HALLWAYS/AISLES AND PASSAGEWAYS

•	Are there clear routes to the exit from all parts of the room?
•	Are aisles, doorways and corners free of objects to permit unobstructed visibility and/or exit?
•	Are file cabinets and storage closets placed so drawers and doors do not open into walkways?

A3	LANDINGS AND PLATFORMS

•	Are all landing and platforms clear and unblocked?

A4	STAIRS

•	Are they clear and unblocked?
•	Do stair treads have non-slip surfaces?

A5	ENTRANCES/EXITS

•	Are they clear and unblocked?
•	Paper or wallboard should not be used on doors or on walls within 90 centimetres (3 ft) of exits.
•	All doors must not be chained or locked to prevent exiting an area.
•	Are emergency exits well marked and free of obstruction?

A6	ROADWAYS/PEDESTRIAN WALKWAYS

•	Roadways should be signed and/or painted to ensure safe and orderly traffic flow.
•	Pedestrian walkways should be clearly marked and away from vehicular traffic areas.
•	Are outdoor sidewalks and parking lot maintained?
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A7	TIDINESS/FREE OF DEBRIS

•	Are no more than 20% of wall surfaces covered with paper or other combustible materials?
•	Are all posted materials clean and readable?
•	Are animal cages and aquariums kept clean and sanitary?
•	Is debris picked up regularly in all areas?

A8	ACCESS FOR DISABLED PERSONS

•	Are all ramps accessible and well maintained?
•	Is the slope of the ramp at an appropriate angle?
•	Do ramps have guardrails?
•	Are all lifting devices used by disabled persons inspected annually?

B	GENERAL WORKPLACE CONDITIONS

B1	GENERAL VENTILATION

•	Are ventilation systems including all grills checked and cleaned regularly?
•	Are all blowers, fans and ventilation systems checked to ensure if they are on and working properly?

B2	EXHAUST SYSTEMS

•	Are exhaust fans working properly?
•	Is exhaust ventilation installed on equipment where required ie: kilns?

B3	LIGHTING

•	Is there adequate lighting for all work areas?
•	Are all aisles and passageways well lighted?

B4	NOISE

•	Are high noise areas identified?

B5	ERGONOMICS

•	Are working surfaces at an appropriate height?  Ie: for writing, computer keyboards.
•	Are computer monitors at an appropriate level?

C	MATERIALS

C1	STACKING AND STORAGE

•	Combustible materials should not be stored (paper products) within 107 centimetres (36 inches) of the ceiling. i.e.: above shelves?
•	Are items stacked and stored to prevent toppling of materials?
•	Are shelving units firmly secured to walls?
•	Are sharp objects stored in a safe manner ie:  sharp scissors and knives out of reach of students?
•	Are heavy items stored at a lower level?
•	Are containers i.e.: boxes and bins in good condition?
•	Is there adequate storage space?
•	Are heavy items stored in lower or middle shelves of storage cabinets?
•	Is the paper cutter stored with the blade down?
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C2	MATERIAL HANDLING EQUIPMENT

•	Are dollies available for moving heavy boxes or materials?

C3	CHEMICALS

•	Are hazardous chemicals identified?
•	Are hazardous chemicals located out of reach of students?
•	Are materials used in the office safely stored (ie. Cleaning fluids, photocopy toner)?
•	do chemicals comply with WHMIS?

C4	WASTE DISPOSAL

•	Are chemicals not used for long periods of time identified?
•	Are chemicals not used in an area identified for possible use by other staff at your location or at other locations?
•	Are sharp objects or material in waste appropriately wrapped and containers identified ie glass or metal objects?

C5	FLAMMABLES AND COMBUSTIBLES

•	All flammable materials are to be stored in a flammable storage cabinet/area ie: copier toner/dispersant in cabinet below copier.
•	All oily rags must be kept in a closed container.

D	EQUIPMENT

D2	MACHINERY (SPECIFY)

•	Is all equipment well maintained and kept in good condition?
	
D3	GUARDING

•	Is equipment with pinch points properly guarded?
•	Are all light fixtures fitted with covers, to prevent bulbs from falling or damage to bulbs?

D6	LADDERS/SCAFFOLDING

•	Is a step stool or ladder available so high objects can be safely reached?

E	ELECTRICAL

E1	MAIN POWER SUPPLY

•	Are all main panels clearly identified and known by staff?
•	Are main panels unobstructed by a minimum of 90 centimetres (3 ft) on all sides?

E2	AUXILIARY POWER PANELS

•	Are auxiliary power panels clearly identified and unobstructed?

E3	RECEPTACLES/SWITCHES

•	Are switches and receptacles enclosed, no exposed wiring?  ie. knockout plugs & cover plates missing?
E4	CORDS (NOT INCLUDING PLUG)

•	Are electrical cords maintained in good condition?
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E5	PLUGS

•	Do three wire plugs have ground pin attached?

E6	HEATERS

•	Are heaters kept clear of combustible materials?  (boxes and paper)

E8	CSA OR HYDRO APPROVAL

•	Is all equipment either CSA or Ontario Hydro approved?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are all chemicals inventoried?
•	Are chemical labelled?
•	Are Material Safety Data Sheets available from the Manufacturer?

F3	SIGNS/TAGS/COLOUR CODING

•	Are glass doors clearly identified?
•	Are all restricted areas clearly marked?

F6 	SCHEDULED MAINTENANCE INSPECTIONS

•	Is regular maintenance provided for photocopier?
•	Are all elevator and personal lifting devices inspected annually, with certificates permanently displayed?

F7	LEGISLATIVE REQUIREMENTS

•	Are the following items visible to staff in the workplace?
•	Workplace Safety Insurance Board poster
•	Occupational Health and Safety Act Extract poster
•	Copy of the Occupational Health and Safety Act booklet (green)
•	WHMIS station and binders

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Are the exits clearly marked?
•	Are Emergency Evacuation signs clearly posted in each room?
•	Are fire drills conducted as required?

G2	FIRE PROTECTION

•	Do the exit doors swing outwards?
•	Is there emergency lighting where no natural light is available?
•	Are fire alarm panels inspected annually with the certificate prominently displayed?
•	Are fire extinguishers inspected monthly? (annually)
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G4	FIRST AID KITS/STATIONS

•	Are first aid certificates prominently displayed?
•	Is the first aid station equipped in accordance with the Peel Health Department manual and Workers Compensation Act reg. 950?

H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

H2	EAR PROTECTION (CSA Approved)

1 TO 9 ALL INCLUSIVE

•	Is the appropriate personal protective equipment available where required?

I	STRUCTURAL

I1	FLOORS

•	Are floors in good repair without major cracks or holes?

I2	WALLS

•	Are all walls in good repair without major cracks?

I3	WINDOWS

•	Are windows in good repair with properly operating drop prevention mechanisms?

I7	STAIRS/MEZZANINES/CAT WALKS

•	Are wooden stairs and platforms in good repair?
•	Do all raised surfaces above 60 centimetres (24”) have a strongly constructed guardrail of at least 107 centimetres (42”) with an intermediate rail midway between the guardrail and the landing and platform?
•	Where tools or other objects may fall a toe-board at least 12.5 centimetres (5”) in height is required.
•	Are all stair treads in good condition?

CUSTODIAL AREAS

A	GENERAL HOUSEKEEPING

A3	LANDINGS AND PLATFORMS

•	Are there non slip feet on base of legs (except wooden ladders)?

A5 	ENTRANCES/EXITS

•	Are exit doors free of obstruction?

A7	TIDINESS/FREE OF DEBRIS

•	Is area neat and clean?
•	Is equipment in good repair and clean?

B	GENERAL WORKPLACE CONDITIONS

B2	 EXHAUST SYSTEMS
•	Is there ventilation (if required)?
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C	MATERIALS

C1	STACKING AND STORAGE

•	Are the Cleaners’ carts clean and neat?

C5	FLAMMABLES AND COMBUSTIBLES

•	Are flammable materials stored in safety containers?  In proper storage facilities?
•	Is gasoline powered equipment stored in a separate room or outside storage shed where provided?

D	EQUIPMENT

EQUIPMENT TO INSPECT INDIVIDUALLY

•	Ladders – 3’, 6’, 8’, etc.
•	Extension ladder (s)
•	Scaffolding (indoor and outdoor)
•	Lawn mowers (hand, ride-on)
•	Snow blowers
•	Weed eater (s)
•	Floor buffing machine (s)
•	Vacuum cleaner (s)
•	Shop vacuum (s) (wet and dry)
•	Brush cleaner (s)
•	Electrical appliances (fridge, stove, washing machine, kettle)
•	Power tools (drill, jigsaw, skill saw, etc.)
•	Extension cords

D1	HAND AND PORTABLE TOOLS

•	Cleaning equipment (mops, buckets, wringers, etc.)
•	Are vacuums in safe condition?
•	Is equipment in good repair?
•	Are edges rough or sharp?

D3	GUARDING

•	Are there guards over rotating shafts and belts?
•	Are all the guard(s) in place?

D6	LADDERS/SCAFFOLDING

•	Is there a rope on extension ladder?  Is it in good repair?
•	If scaffolding present, are two trained employees available for erection and dismantling?

D8	GROUNDS MAINTENANCE EQUIPMENT

•	Are all lawnmower, snow blower equipment in good repair and in safe condition?

E	ELECTRICAL

E2	AUXILIARY POWER PANELS

•	Obstructed electrical panels?
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E4	CORDS (NOT INCLUDING PLUG)

•	Are electrical cords in good condition?  Ie. no bare wires, ground pin broken off, cords taped?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are chemicals in labelled bottles?
•	Are M.S.D.S. available?

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Do all cleaning staff have access to the First Aid Kit?

G2	FIRE PROTECTION

•	Is there emergency lighting where no natural light is available?
•	Are all exit lights illuminated where provided?

G4	FIRST AID KITS/STATIONS

•	Is a First Aid kit in Custodian’s office?
•	Is it stocked with proper dressings (WCB requirements)?

H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

•	Is there eye protection available? (CSA approved)?

H2	EAR PROTECTION (CSA Approved)

•	Is hearing protection available? (CSA approved)?

H5	HAND PROTECTION

•	Are rubber gloves in good repair (no holes or cuts)?

H6	FOOT PROTECTION (CSA Approved)

•	Are safety shoes worn by all plant employees?

I	STRUCTURAL HAZARDS

I7	STAIRS/MEZZANINES/CAT WALKS

•	Do all stairways and catwalks have a guard rail or handrail?

SAFETY INSPECTION GUIDE

SCIENCE DEPARTMENT

CLASSROOMS/LABORATORIES AND PREPARATION ROOMS

7 - 74
B	GENERAL WORKPLACE CONDITIONS

B1	GENERAL VENTILATION

•	Is there ventilation in the area?  Mechanical exhaust?

B2 	EXHAUST SYSTEMS

•	Are exhaust fume hoods available?
•	Is the acid and flammable storage cabinet mechanically vented?

B5	ERGONOMICS

•	Are teacher desks located outside the chemical storage area?

C	MATERIALS

C1	STACKING AND STORAGE

•	Are materials safely stored in the room?
•	Are large bottles of chemicals stored close to the floor?

C3	CHEMICALS

•	Are refrigerators used exclusively for chemical/bacterial culture storage?
•	Is there a separate acid storage cabinet?
•	If present, is the hood used for chemical transfer only, not storage?
•	Are chemicals stored according to similarities in chemical properties?
•	Are incompatible chemicals separated and stored apart?

C4	COMPRESSED GASES

•	If present, are compressed gas cylinders fastened securely?
•	Are compressed gas cylinders present?
•	For compressed gas, are valves operating properly, and free of excessive corrosion?
•	Is there a main gas shut off known by the staff?

C5	WASTE DISPOSAL

•	Are chemicals appropriately identified for disposal?
•	Is there a clearly marked container for broken glass in the room?

C6	FLAMMABLES AND COMBUSTIBLES

•	Is there a separate, flammable liquid storage cabinet?

C7	POWER SOURCES NON ELECTRICAL

•	Are radioactive materials present?
•	Are radioactive materials stored in specialized containers?
•	Is locked storage provided for radioactive materials?
•	Are containers and storage areas containing radioactive materials labelled with international 	symbols?
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F	HAZARD CONTROLS 

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Is there a set of “CHEMICAL HAZARD CARDS” available?
•	Are current Material Safety Data Sheets available?
•	Are all chemicals clearly labelled?
•	Do the labels include the date of purchase hazards, and basic first aid requirements for the 	chemical?

G	EMERGENCY SYSTEMS

G1	EMERGENCY INSTRUCTIONS

•	Are procedures in place to deal with chemical emergencies and are all persons informed?

G2	FIRE PROTECTION

•	Is there a fire extinguisher in the room?
•	Has the fire extinguisher been inspected, tagged, dated and initialled?
•	Is the fire extinguisher an ABC type?

G3	SHOWERS & EYE BATHS

•	Is there an eye/face/body wash in or near the room?
•	Is it capable of continual flushing?

G5	SPILL CLEAN –UP

•	Is there a spill control kit in this room?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9   APPLIES TO ALL OF “H” INCLUSIVE

•	Is personal protective equipment available?  Goggles, shields, aprons, pot holders?

TECHNICAL STUDIES DEPARTMENT

A	GENERAL HOUSEKEEPING

A7	TIDINESS/FREE OF DEBRIS

•	Are metal lathes kept free of waste build up; is waste stock broken in small pieces?

B	GENERAL WORKPLACE CONDITIONS
					
B2	EXHAUST SYSTEMS

•	Are dust collectors, after filters used and maintained in good operating condition?
•	Are welding fumes removed at the generation source by local exhaust?
•	Is a local exhaust with filters installed and maintained in Spray Paint Booths?

C	MATERIALS

C1	STACKING AND STORAGE

•	Is storage organized and arranged in safe manner?
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C4	COMPRESSED GASES

•	Is the gas flow to portable appliances regulated?
•	Is the main supply cut off valve identified and readily accessible?

C6	FLAMMABLES AND COMBUSTIBLES

•	Is a metal container with lid available for oily rags?
•	Are flammable liquids stored in approved safety cans?

D	EQUIPMENT

D1	HAND AND PORTABLE TOOLS

•	Are tools and blades sharp, clean and appropriately stored when not in use?

D3	GUARDING

•	Are power tools and equipment equipped with guards to prevent access to the cutting blade or pinch point?

D4	LIFTING GEAR/ELEVATING DEVICES

•	Are hoists, A-Frames and Block & Tackle labelled as to design capacity and maintained in good condition and inspected annually?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Are at least two electrical “Panic Buttons” available to shut off power to equipment?
•	Are magnetic switches in place to prevent machines restarting?
•	Are toggle switches shielded to prevent accidental start?

E5	PLUGS (SPECIFY)

•	Are all portable power tools electrically grounded?

E8	CSA OR HYDRO APPROVAL

•	Are all portable power tools CSA or Ontario Hydro approved?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are current Material Safety Data Sheets available where applicable?
•	Are flammable, combustible and corrosive liquids labelled?

F3	SIGNS/TAGS/COLOR CODING

•	Are high voltage sources clearly labelled?

G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are extinguishers maintained and mounted?
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G3	SHOWERS AND EYE BATHS

•	Are eye/body wash facilities available where hazardous materials are handled?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9	APPLIES TO ALL OF “H” INCLUSIVE

•	Is protective equipment available?  ie.  welding gloves, apron, eye and face protection (protection shall meet CSA standards)?

VISUAL ARTS

A	GENERAL HOUSEKEEPING

A7	TIDINESS/FREE OF DEBRIS

•	Are floors, work tables and aisles clear of potential obstructions?

B	GENERAL WORKPLACE CONDITIONS

B2	EXHAUST SYSTEMS

•	Are kilns operating with canopy exhaust ventilation?
•	Is kiln located close to exhaust canopy?  ie. no lower than 4” – 6” below canopy?

C	MATERIALS

C6	FLAMMABLES AND COMBUSTIBLES

•	Are flammable liquids stored in safety containers and a flammable storage cabinet?
•	Is a metal container with lid available for oily rags?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are all chemicals, paints, dyes and metals labelled?
•	Are Material Safety Data Sheets available from the manufacturer or distributor?
•	Have less toxic art materials been substituted where possible?

F5	HYGIENE PRACTICES

•	Is good personal hygiene practiced “washing of hands”?

G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are fire extinguishers available in each room?

G3	SHOWERS & EYE BATHS

•	Are eye/face/body wash facilities available where hazardous materials are handled?

H	PERSONAL PROTECTIVE EQUIPMENT

H1	EYE PROTECTION (CSA Approved)

•	Is eye protection available where corrosive chemicals are handled?
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H1 TO H9 APPLIES TO ALL OF “H” INCLUSIVE

•	Is personal protection equipment available?  Face and eye protection, gloves and protection (barrier) creams?

PHYSICAL EDUCATION DEPARTMENT

A	GENERAL HOUSEKEEPING

A1	FLOORS (WALKING & WORKING) SURFACES

•	Are gym floor sockets flush with floor and all fixtures tight, no missing parts?
•	Is the floor clear of objects or substances which may cause tripping, or slipping?

A5	ENTRANCE/EXITS

•	Are exits free from obstructions?

A7	TIDINESS/FREE OF DEBRIS

•	Is the equipment storage room tidy with equipment stored properly?

C	MATERIALS

C1	STACKING AND STORAGE

•	Is adequate equipment storage available?

D	EQUIPMENT

D9	OTHER

•	Is equipment in good repair?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Are all electrical outlets, switches, PA outlets flush with wall surface?

E7	LIGHTING FIXTURES

•	Are light fixtures sturdy and resistant to damage?

F	HAZARD CONTROLS

F6	SCHEDULED MAINTENANCE INSPECTIONS

•	Is all equipment well maintained and inspected annually?  ie. ropes, climbing rack and basketball backstops?

FAMILY STUDIES DEPARTMENT

A	GENERAL HOUSEKEEPING

A1	FLOORS (WALKING & WORKING) SURFACES

•	Are floors kept clear of water, grease, flour?
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C	MATERIALS

C1	STACKING AND STORAGE

•	Are knives stored in a safe manner?

D	EQUIPMENT

D2	MACHINERY (SPECIFY)

•	Do walk in refrigerators/freezers have internal door openers and are they in good working order?

D3	GUARDING

•	Are guards in place on meat slicers and shredders?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Are on/off switches on electrical mixers, meat slicers or shredders shielded or recessed to prevent accidental start?
•	Are all deep fryers thermostatically controlled?

F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are concentrated detergents, chemicals and pesticides labelled and stored away from food?

G	EMERGENCY SYSTEMS

G2	FIRE PROTECTION

•	Are fire extinguishers or systems available and maintained?

AUDIO VISUAL DEPARTMENT

B	GENERAL WORKPLACE CONDITIONS

B2	EXHAUST SYSTEMS

•	Is the darkroom ventilated, exhausting outdoors?
•	Are aerosol sprays limited to an area with local exhaust or the outdoors?

C 	MATERIALS

C1	STACKING AND STORAGE

•	Is housekeeping and storage satisfactory?

C3	CHEMICALS

•	Are paints, ink, solvents stored safely and labelled?

E	ELECTRICAL

E3	RECEPTACLES/SWITCHES

•	Is the laminator being operated at the manufacturer’s recommended temperatures?
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F	HAZARD CONTROLS

F1	HAZARDOUS MATERIALS LABELLING/SAFETY DATA SHEETS

•	Are chemicals labelled?
•	Are Material Safety Data Sheets available?

F5	HYGIENE PRACTICES

•	Is good hygiene practices – hands washed frequently?

H	PERSONAL PROTECTIVE EQUIPMENT

H1 – H9	APPLIES TO ALL OF “H” INCLUSIVE

•	Is appropriate personal protective equipment available?  ie. gloves, aprons and eye protection.

HAZARD CONTROL

•	Are “wet” floors adequately signed by custodial?

EMERGENCY SYSTEMS

•	Are “Exit” signs visible and illuminated where provided?
•	Are fire doors closed as required by the Fire Code?

STRUCTURAL

•	Is roof secure and is access restricted to authorized personnel?
•	Are roof areas in good condition?
•	Are stairs in good condition?

