Inspection schedule 
Purchases and Risk 7th floor          

July 15th 2015
HR 4th floor




October 14th 2015
EBS 14th floor and OMF 12th floor

April 15th  2015
Contacts:
Procurement – Barb Gibson

Risk – Kate Wood

HR – Gary Nelson

EBS- Michelle Ladd

OMF – Jane Braaten

EBS – Satish Nash
Inspections are scheduled during regular meetings.  The group will split up and inspect each bureau at the same time.  Facilities will inspect their own space separately.  
Process for inspections:

· Safety Committee Chair to notify Bureau contacts regarding pending inspection.

· Committee members will divide up, ½ the committee members inspecting one bureau and the other ½ inspecting the second bureau at the same time.

· One committee member should have a copy of the inspection form to record hazards. If individuals split up be sure each individual has an inspection form. (Form is located on the OMF Safety Committee website under Safety Inspections)

· After inspections are complete, combine all inspection information to one form for each bureau.  If there is time, members should meet back at normal meeting room for debrief. In the event there is not enough time to meet, send the combined form to the Chair.

· Committee chair to draft  a summary letter of hazards and recommendations for correction.  A follow up date should be recorded and noted in calendar.  

· Committee chair to follow up and bureau contacts are responsible for responding to letter and summary of hazards. 

· All inspection sheets, letters and bureau responses should be kept on the website.
