Arts and Sciences – (Your Department Name Here)

Environmental Health and Safety Compliance Checklist
· We have written an Emergency Evacuation and Operations Plan (EEOP) that is updated annually.  The back page of the latest revision has been sent to the Office of the Dean – Attn: Safety Coordinator.  This plan is available to all employees.  Help for constructing a plan can be found at: EH&S EEOP Template ;
 or the Office of the Deans EEOP might be useful as an example.
· An employee has been designated as our Safety Coordinator who manages the department’s compliance with the UW’s H&S policies.

· An appropriate number of Evacuation Wardens are trained and we have held a coordinated evacuation drill with all building occupants during the last year.
· We have a written Departmental Office Emergency Plan.  An example of such a plan is the Office of the Dean Emergency Plan.  Our employees are aware of the Emergency Preparedness Recommendations of OEM.
· We have viewed this EH&S website to determine if our department, or any of our employees, should take specific classes or training.  Where applicable we have been particularly observant of training for:
· Instructors
· PIs
· Hazardous Materials
· Laboratories/field trips (first Aid Training required)

· We document all training/classes taken by our employees, maintaining a hard file of training activity participants, accident reports, and all safety and emergency plans.
· We have a New Employee Health & Safety Checklist that has been completed for all new employees. The Office of the Deans New Employee Health & Safety Checklist may serve as a template, but should be extensively modified to reflect the special needs of your department.
· We have paid particular attention to documenting the following required training:

· Violence in the Workplace (Required every two years)

· Asbestos Awareness (On-line and requiring an annual refresher)

· Heat Stress (new in 2008, determine who may require training)

· At least annually we have reviewed all relevant policy and requirements with all faculty and staff.

· We have all appropriate documents required for the above in electronic format, with descriptive filenames, in a well named directory, on a backed up server, where we can easily find and modify them next year when we have to do all this again.
· We acknowledge that Health and Safety requirements are more extensive than can be covered on a one page checklist and that we are responsible for our compliance.

Chair/Director’s Signature:

________________________________________________
Safety Coordinator’s Signature:
________________________________________________
