	Pre-Audit
	OPERATIONAL DOCUMENT CHECKLIST



	District Name:  
District Contact: 

	

	1.     MATERIALS PROCUREMENT POLICY

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. Procurement policy

	
	
	
	

	2. Person or Department responsible for the purchase of chemicals


	
	
	
	

	3. Procedures for inventory keeping, updating and checking

	
	
	
	

	4. Procedures for the reviewing and selection of hazardous materials

	
	
	
	

	5. Guidelines for rejection or substitution for safer chemical alternatives

	
	
	
	

	6. Guidelines on green products for suppliers


	
	
	
	


	2.     HAZARDOUS MATERIAL MANAGEMENT 

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. Procedures or guidelines for material management (i.e., specific storage and handling procedures, etc.)
	
	
	
	

	2. List of any hazardous materials and chemicals stored within the office areas


	
	
	
	

	3. Diagrams showing the routes for hazardous materials and chemicals transport


	
	
	
	

	4. Diagrams showing indoor storage areas for hazardous materials and chemicals


	
	
	
	

	5. Hazardous Material Inventory


	
	
	
	

	6. Current or past Hazardous Material Business Plan and/or Disclosures from Fire HazMat Department, CUPA, or JHA
	
	
	
	


	2.     HAZARDOUS MATERIAL MANAGEMENT (Cont’d) 

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	7. List of permits for storage of hazardous materials


	
	
	
	

	8. Procedures or guidelines for chemical handling


	
	
	
	

	9. Procedures or guidelines for chemical donations


	
	
	
	

	10. Diagram showing outdoor hazardous materials storage area


	
	
	
	

	11. Hazardous materials inspection logs


	
	
	
	

	12. Material Safety Data Sheet (MSDS) files


	
	
	
	


	2.     HAZARDOUS MATERIAL MANAGEMENT (Cont’d) 

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	13. Guidelines provided for training of staff in handling hazardous materials/chemicals


	
	
	
	

	14. Documentation/training for personnel


	
	
	
	

	15. Violation notices received


	
	
	
	

	16. Alarm systems and evacuation procedures in case of emergency


	
	
	
	

	17. Building footprints and plot maps showing locations of utility shutoffs (gas, electrical, water)


	
	
	
	


	3.     HAZARDOUS MATERIAL MANAGEMENT (Cont’d) – Pesticides

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	18. Pesticides Inventory


	
	
	
	

	19. Pesticides storage area diagram

	
	
	
	

	20. Pesticides storage area security/control

	
	
	
	

	21. Guidelines for pesticide handling


	
	
	
	

	22. Records of the use of pesticides in sensitive areas for the last three years

	
	
	
	

	23. Violation notices received in the past three years

	
	
	
	


	4.     HAZARDOUS MATERIAL MANAGEMENT (Cont’d) – Asbestos

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	24. Formal asbestos management plan or policy statement


	
	
	
	

	25. Asbestos-containing materials (ACM) inspection or survey reports


	
	
	
	

	26. ACM management or monitoring plans and copies of any ACM abatement or removal plans or certifications
	
	
	
	

	27. Regulatory agency inspection reports


	
	
	
	

	28. Notices of violation received pertaining to asbestos


	
	
	
	

	29. List of any operations/activities which generate asbestos waste


	
	
	
	


	5.     HAZARDOUS WASTE MANAGEMENT 

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. Permit(s) or license(s) for  waste storage, transportation and disposal with specification of terms and conditions
	
	
	
	

	2. Procedures or guidelines for waste handling

	
	
	
	

	3. Guidelines for classification of waste

	
	
	
	

	4. Diagrams showing waste storage areas and routes for waste handling

	
	
	
	

	5. Lists of sources of generating these wastes

	
	
	
	

	6. Waste analysis data and profiles for all current waste streams

	
	
	
	


	5.     HAZARDOUS WASTE MANAGEMENT (Cont’d)

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	7. Waste surveys or reports prepared


	
	
	
	

	8. Copies of any regulatory inspection reports


	
	
	
	

	9. Any violation notices received


	
	
	
	

	10. Waste transportation and disposal documentation (including waste contractor licenses and any associated documents)
	
	
	
	

	11. Waste recycling and minimization plan and associated documents


	
	
	
	

	12. Documents related to the disposal facilities used


	
	
	
	


	5.     HAZARDOUS WASTE MANAGEMENT (Cont’d)

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	13. Operating records of any disposal facilities


	
	
	
	

	14. Any incident reports for the past three years

	
	
	
	

	15. Waste control or management licenses issued from the appropriate authorities

	
	
	
	

	16. Safety procedures or programs

	
	
	
	

	17. Details of waste segregation program(s)

	
	
	
	

	18. Training records for personnel

	
	
	
	


	6.     EMERGENCY RESPONSE PROCEDURES

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. Emergency response procedures and contingency plans


	
	
	
	

	2. Notification and/or Call Out Phone numbers


	
	
	
	

	3. Staff training record in emergency response procedures


	
	
	
	

	4. Documentation of Fire and/or Evacuation Drills


	
	
	
	


	7.     MANDATED REGULATORY PROGRAMS  

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. Injury Illness Prevention Plan [8 CCR 3203(a)(7) and 1509(e)]

	
	
	
	

	2. Hazard Communication [8 CCR 5194(b)(1)]

	
	
	
	

	3. Chemical Hygiene Plan for Laboratories [8 CCR 5191(f)(2)]

	
	
	
	

	4. Formaldehyde [8 CCR 5217(n)]

	
	
	
	

	5. Pesticide Safety (Handlers) [8 CCR 5194(h)]

	
	
	
	

	6. Respiratory Protection [8 CCR 5144(c) & (k) and Appendix A & C]

	
	
	
	


	8.     STAFF AWARENESS AND TRAINING

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1. List of any regular meetings on the improvement of the working environment


	
	
	
	

	2. Copy of any Departmental environmental policy on staff training


	
	
	
	

	3. List of staff training programs relating to environmental matters


	
	
	
	

	4. Details of criteria for selection of staff to attend the relevant training programs


	
	
	
	

	5. Reports on the effectiveness of training programs


	
	
	
	

	6. Staff training record(s)

	
	
	
	


	9.     RISK CONTROL

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	1 Engineering Controls

	
	
	
	

	a Containment, isolation, ventilation
	
	
	
	

	b Fume hoods (certified annually)
	
	
	
	

	c Biosafety cabinets (certified annually)
	
	
	
	

	d Laminar flow cabinets (certtified annually)
	
	
	
	

	e Gas cylinders chained and secured
	
	
	
	

	2 Personal Protective Equipment


	
	
	
	

	a Properly selected


	
	
	
	

	b Readily available


	
	
	
	

	c Correctly used


	
	
	
	

	d Where necessary, training provided
	
	
	
	

	e Maintained appropriately


	
	
	
	


	9.     RISK CONTROL (Cont’d)

	
	
	
	
	

	
	
	
	
	

	Information to be reviewed
	Available
	Not Available
	Not Applicable
	Location of Documents/Comments

	3 Emergency Facilities


	
	
	
	

	a Posted Evacuation Maps (where appropriate)
	
	
	
	

	b Safety showers and eyewash stations (certified annually)
	
	
	
	

	c Fire Extinguishers (certified annually)
	
	
	
	

	d Fire Hoses (certified every 5-years)
	
	
	
	

	e Fire Suppression – sprinklers (certified)
	
	
	
	

	f Mercury Spill Kits


	
	
	
	

	g Spill Kits (Absorbent Clay, Pads, Pigs, Socks, Berms)
	
	
	
	

	h Other


	
	
	
	

	4 First Aid Facilities


	
	
	
	

	a First Aid Kits / Cabinets

	
	
	
	

	b AED

	
	
	
	

	c Triage and/or Emergency Supply Trailers
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