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FACILITY RISK MANAGEMENT SELF-INSPECTION FORM


This form has been designed to provide a simple means to conduct a safety inspection at your facility.  It is intended to be an aid in detecting hazards and thus reducing exposure to loss.  The Book of Discipline calls us to “ensure that the church, its properties and its personnel are properly protected against risks”.  

This form should be provided to Trustees, business manager, as well as the person responsible for facility management at your location.  This self-inspection should be conducted periodically or at least annually. All inspection items can be answered “Y” for Yes, “N” for No and “N/A” for Not Applicable. This is an internal document for your use and should be kept on file at your church.  
All inspection items with “No” responses should be reviewed by the church Board of Trustees and may suggest further analysis and/or an action plan for corrective action. Success of this program requires both the inspection of the property and correction of hazards identified. 

Of course, if there are specific questions or problems, the Ministry Protection Department of the Florida Annual Conference should be contacted.  
	Church Campus 
	
	Completed By
	
	Date

	FIRE PREVENTION AND LIFE SAFETY

	Y
	N
	N/A
	 Fire Extinguishers

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do extinguishers receive monthly inspections and annual service (see tag)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees receive training in extinguisher use?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are the locations of extinguishers marked and accessible?   Mounted properly?

	
	
	
	

	Y
	N
	N/A
	 Fire Exits

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are doors unlocked (when occupied) or have panic hardware?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are exit signs illuminated with 6” letters?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Do you maintain clear access to all exits?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do doors swing out to safe discharge areas?

	
	
	
	

	Y
	N
	N/A
	Fire Alarms and Suppression (Sprinklers)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the church campus have a fire alarm system? Is it maintained and tested periodically?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the sprinkler system (if applicable) undergo periodic testing and are alarms operative?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is there adequate clearance from sprinkler heads to stored materials (18 inches)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the commercial kitchen stove fire suppression system undergo periodic testing?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are battery operated smoke detectors periodically tested with annual battery replacement?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are fire drills held on a regular basis, if required, especially schools and employees?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are emergency evacuation maps posted, if required?

	Y
	N
	N/A
	Additional Fire Prevention Related Items

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is good housekeeping practiced - excess paper and trash removed promptly?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are flammables such as gasoline, paint solvents and propane tanks (for gas grills) stored outside?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are gas furnaces, kitchen stoves and water heaters/boilers professionally inspected periodically?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do employees shut off all heating elements – coffee makers, cup warmers, portable electric heaters –     when not in use or at the end of the day?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are there adequate clear paths in front of all fire/electric equipment, extinguishers, and exit doors (36”)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Has non-functioning fire protection equipment, i.e., smoke/fire alarms, pull alarms, emergency lighting been repaired or removed from service?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are kitchen ventilating hood filters clean and free of accumulated grease?


	MOTOR VEHICLE SAFETY

	Y
	N
	N/A
	Driver / Vehicle Safety

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do drivers of vehicles that transport >15 passengers have a current Commercial Drivers License (CDL) and Florida Drivers License endorsement?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are all drivers of church owned vehicles approved by the Florida Conference (Ministry Protection)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Owner’s auto insurance is required on personal vehicles used for church business?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is Golf/Utility cart safe driving practiced?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are vehicles inspected regularly?  ie, tires, lights, signals, horns, windshield, etc.

	
	
	
	

	CHEMICAL STORAGE

	Y
	N
	N/A
	Custodial and Maintenance Chemicals (cleaners, paints, solvents, floor wax, etc.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All chemicals are stored below eye-level in locked and secured areas?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Material Safety Data Sheets (MSDS) are available for each chemical?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Chemicals are not be stored in air handler/HVAC rooms

	
	
	
	

	SLIP, TRIP AND FALL PREVENTION

	Y
	N
	N/A
	Parking Lots, Stairs, Ramps, Walkways, Floors

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are there unprotected changes in grade? (parking lot bumpers, transitions between different  flooring/surface materials and other hazards - a change in grade as little as 3/8” can create a trip hazard)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Do parking lots, entryways and lobbies have lighting that is sufficient to make hazards clearly visible?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are parking lots, sidewalks, aisles, stairwells and entry/exit ways clear of debris?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are weather mats in use during inclement weather? Warning placards used when floors are wet?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are mats or carpeting in lobby areas inspected regularly for slip and trip hazards?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Do stairways have handrails and are properly lighted?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Do lofts have standard guardrails (42” top rail, mid rail and 4” toe board)?

	
	
	
	

	
	
	
	

	Y
	N
	N/A
	 Working from Height – Ladders, Rolling Scaffolds, Aerial Lifts

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you inspect ladders/step stools regularly to ensure they are in safe, serviceable condition?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do your ladders meet OSHA/ANSI requirements (TYPE I or II)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are metal (aluminum) ladders stored and used away from electrical hazards?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you trained employees to inspect and use ladders, scaffolds and aerial lifts?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Is the scaffold designed by a qualified person (refer to manufacturer and OSHA guidelines)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Do you follow the manufacturer’s recommendations for operator safety and preventative maintenance      on all aerial lifts – scissor lifts, articulating booms, bucket trucks, Genie lifts, etc.?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Is fall protection (lanyard with body harness) required on all aerial lifts?

	
	
	
	

	COMPUTER AND SERVER ROOM

	Y
	N
	N/A
	 Computer/Server Room

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All computer equipment is secured in a locked room?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All electrical equipment (including electrical cords/surge protector and UPS) is maintained above ground level to prevent water intrusion?

	
	
	
	

	FINANCIAL CONTROLS

	Y
	N
	N/A
	Financial Controls 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Has a financial audit been completed within the past year?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are bank statements reviewed and balanced monthly?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are checks and cash stored in a locked cabinet or safe?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are weekly contributions counted by two or more unrelated persons? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are two signors required on all checks? 

	
	
	
	

	AUTOMATIC ELECTRONIC DEFIBRILLATOR (AED) & FIRST AID

	Y
	N
	N/A
	 AED and First Aid Supplies

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Is an Automated External Defibrillator available?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 Are the employees trained in its proper use and location?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the AED inspected periodically, especially battery life – unit and cabinet alarm?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are outdated first aid supplies properly discarded and replaced?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	CHILD/YOUTH PROTECTION /  PLAYGROUND RISKS

	Y
	N
	N/A
	 Child/Youth Protection

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the playground equipment sit on at least 9 – 12 inches of shock-absorbing surface material?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the protective surfacing extend at least 6 feet in all directions from play equipment? (For swings, be sure surfacing extends, in back and front, twice the height of the suspending bar)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are play structures more than 30 inches high spaced at least 9 feet apart?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are spaces that could trap children, such as openings in guardrails or between ladder rungs, measure less than 3.5 inches or more than 9 inches?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do elevated surfaces, like platforms and ramps, have guardrails to prevent falls?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are children carefully supervised at all times?  Proper child/teacher ratios?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  Is the playground inspected for worn, damaged or missing parts, loose bolts, sharp edges or points?   


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  Background checks done on all employees and volunteers that routinely work with children/youth?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does your church/school have a child/youth protection policy that is reviewed annually?

	
	
	
	

	
	
	
	

	MISCELLANEOUS RISK MANAGEMENT CONSIDERATIONS

	Y
	N
	N/A
	 Related Items

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  Is adequate exterior lighting noted around entire church campus?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is material handling equipment (hand trucks, carts, floats, etc.) adequate and maintained?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are electrical system issues referred to a professional electrical contractor/technician for repair?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is adequate Personal Protective Equipment (gloves, safety eyewear) provided to employees and volunteers when required?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you require a Certificate of Insurance from any contractor or vendor performing a service or working on church property?  Does the certificate name your church as an “additional insured”?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are Certificates of Insurance obtained from outside (not a ministry of your church) organizations renting or using the facilities, naming your church as an”additional insured”?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you know how to report a potential claims (injury/accident)?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does your church have a disaster recovery plan?   Updated annually? 


	
	
	
	

	EXTERIOR / BUILDING / MAINTENANCE

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  Is roofing in good repair?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  Are gutters, downspouts and roof drains inspected regularly and kept clean? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does facility have a lightning protection system?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Does the facility manager/custodian utilize a formal maintenance schedule?  Approved by Trustees? 


NOTE: Depending on when your church campus was built (under local building codes), the presence of a preschool program and/or requirements of the local Fire Marshall, your current level of fire protection may vary. The addition of a preschool or major modification to your facilities may result in the upgrading of your fire protection systems to current requirements. Therefore, not all church campuses may be required to have all inspection items currently in place. Fire extinguishers, smoke detection, emergency lighting and lighted fire exit signs are highly recommended, especially in assembly and areas that accommodate children or overnight guests.
FURTHER INFORMATION / BACKGROUND:  This Church Campus Risk Management Self-Inspection Form was developed based on numerous surveys conducted at our FLUMC campuses, our loss leading Workers’ Compensation (WC) accidents and typical risks nationwide at similar exposures. 
Fire safety issues are one the greatest risks for loss in our type of fire safety occupancy - a Church/Worship Center, which is an Assembly Occupancy (NFPA 1). According to the National Fire Protection Association (NFPA), arson is the leading cause of fire at worship centers. A fire may be deliberately set for a variety of reasons: as an act of vandalism or pyromania, to cover up evidence of other crimes (such as burglary), for some twisted sort of “revenge,” and in some cases even arson for profit. In worship centers, vandalism and cover-up are common. 

Faulty wiring is the second most common cause of fires at worship centers. Many facilities are old, and in some instances may predate the use of electricity. Consequently, the wiring in some older buildings may not be adequate to handle the electrical demands of air conditioning, P.A. systems, organs, and other appliances and equipment found in worship centers today. 

Other common causes of fire at worship centers are lighting, faulty furnaces, stoves and water heaters/boilers, overheated organ motors, carelessness with smoking materials – even outside, and careless use of candles and Christmas decorations.

Within the Florida Conference, the loss leading types of WC related claims are slips, trips and falls (STF) and material handling (lifting, pushing, pulling). The majority of STF-related injuries occur as a result of falls from the same level walking surfaces and secondarily from different levels. The causes of STF incidents are varied and include housekeeping, wet or slippery surfaces, obstacles in walkways, lighting, footwear, individual behavior, uneven surfaces, stairs, ladders and ramps.
Material handling injuries are primarily caused by the weight and bulkiness of objects being lifted. The second factor frequently contributing to their injuries was body movement. Bending, followed by twisting and turning, were the more commonly cited movements that caused back injuries. Back injuries accounted for more than 20 percent of all occupational illnesses, according to data from the National Safety Council.
Any safety/risk management concerns should be directed to the Florida Annual Conference Department for Ministry Protection at 1-800-282-8011 x 126.
1

[image: image1.jpg]