 COMMAND SAFETY ASSESSMENT PREPARATION CHECKLIST
This is a working visit to assist you as much as possible while conducting the assessment.  

Enclosed is a copy of our assessment guide for your preparation.
We are required to plan a brief with the CG/CO, DCG/XO, or the Chief of Staff as early as possible upon our arrival at your command.  Please coordinate this brief with the command and provide me the date/time.  The brief should last 10-15 minutes.
We are also specifically required to out brief the CG/CO, DCG/XO or CoS.  This brief should be coordinated for the afternoon of Thursday.  It normally lasts 45-60 minutes depending on questions from the Command.

To facilitate a smooth effort with minimal disruption of your staff, please gather the following items and have them available for review by the assessment team at the start of the CSA: 

1.  Last two sets of briefing slides and minutes from your safety councils and safe drive councils;
2.  The quarterly and year end rollup and analysis of mishap trends and the Command corrective action plans for last two FYs;
3.  A list of all safety programs with the primary and backup POC.
4.  Copies of the last two FECA council slides and minutes, total FECA costs for last two chargeback years, and your command’s lost time injury statistics for the last two FYs;
5.  All of the Individual Development Plans (IDPs) for all safety professionals to include the director/manager and deputy;
6.  Copies of the previous two years worth of command safety assessments, CGIPs, NOSSA explosives safety inspections, DDESB surveys, etc, and copies your POA&M or CAP to correct any identified deficiencies from above inspections, surveys, or assessments;

7.  Copy of current and previous fiscal year budget requested by the Safety Office and the final command approved budget authorization for the safety office;
8.  Copy of the last Safety office POM submission; 

9.  Copy of planned/offered safety training for your installation for last two FY;
10.  Provide access to your office’s safety inspection reports for installation activities, organizations, and tenants that were conducted last FY and current FY.  

11.  Trend analysis from inspection reports on program findings or facilities deficiencies along with subsequent reports to the chain of command on findings and their corrective action plans.
12.  Traffic Safety- review overall program, review all curriculums in use, determine appropriate number of classes being provided, attendance and record keeping procedures and recording of course completion for participants.

Motorcycle Safety- review process for identifying riders, mentors, and club/organization of riders.   Confirm appropriate level of training being provided for riders.  Review plan of action to record the completed training.
13.  Have each program manager ready to discuss the aspects of their respective programs with assignment orders, if required, turnover binders, applicable training records, training POIs, inventories, surveys, and end of year program reviews as applicable, and any other pertinent program data required for their program;
14.  Applicable Base, command, or higher headquarters safety orders, policies, etc;
15.  Applicable CG and CO safety policies, mission statement, and any other relevant policy or guidance; 
16.  We would like to visit a selection of installation offices and shops to meet with supervisors that we will select at random.  This action is to ascertain the level of implementation of the safety program at their level.
17.  Make available your system used to track identified hazards, interim abatement actions, final abatement actions and quarterly and annual trend analysis. 

THIS ASSESSMENT IS A WORKING VISIT TO ASSIST THE SAFETY OFFICE.
· Do you need us to specifically prepare to help you in a certain area? 

· Do you need or want us to meet with anyone special outside of your office to assist your program? 

· Does your command need us to look at anything special? 

· We are open to your needs and have built extra time into the week for that purpose.

· Please email me with any such requests and provide me the date and time of the command inbrief.
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