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 AP2-1 

 
 DIOCESE OF CHARLOTTE 
 RISK CONTROL PROGRAM 
 
 GUIDELINES FOR PARISH AND SCHOOL OPERATIONS 
 
 
 SURVEY OF EXTERIOR CONDITIONS AND OPERATIONS 
 SELF-INSPECTION CHECKLIST 
 

Parish:   Date:  

Address:   Performed By:  

   Telephone:  

 
 

  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

1. Sidewalks (Including Public Sidewalks and Walkways):     
  Unobstructed.     
  Even surfaces, no holes, good condition, etc.     
  Abrupt or obscure changes in walkway elevation highlighted.     
  Snow and ice removed as necessary.     
2. Parking Lots:     
  Surface in good condition with no obstructions, no potholes.     
  No extraordinary grease build up.     
  Speed bumps and well marked.     
  Car stops (concrete blocks) well marked and in good repair.     
  Snow and ice removed as necessary.     

3. Landscaping:     
  Vegetation does not obstruct walkways, stairways, etc.     
  No low hanging tree branches that could strike pedestrians.     
  No mud or water run-off across walkways.     
  Sprinklers not too close to walkways and do not pose tripping 

hazards. 
    

  Tree roots not uplifting walkways.     
4. Building Approaches and Entrances:     
  All stairways and ramps have secure, full length handrails.     
  Stairs and ramps provide good, non-slip footing.     
  No obstructions or obvious defects in stairs or ramps.     
  Landings and porches have guardrails.     
  Doormats used as necessary in wet weather.     
  Leaves, debris, etc., regularly removed from walking surfaces.     
  Responsibility assigned for ice and snow removal as necessary.     



 
DAT/RB/MANUAL/DIOCHARL.AP2  

 
 AP2-2 

  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

5. Lighting and Electrical:     
  Parking lots used at night are well lighted.     
  Walkway and building approaches are well lighted.     
  Stairways are well lighted.     
  Responsibility assigned for assuring lights are on at night during 

events. 
    

  Exterior electrical equipment rated for outdoor use.     
6. General Maintenance:     
  Condition of exterior paint.     
  Fences and gates in good repair.     
  Benches and tables in good condition.     
  No unnecessary combustible material or debris stored near or 

under buildings. 
    

  Gutters, downspouts, and area drains cleaned of leaves and other 
debris and are in good working order. 

    

  Water pipes subject to freezing winterized, as necessary.     
  Windows not cracked or broken.     

7. Special Hazards:     
  Areas under construction or repair are fenced or barricaded and 

flashing warning lights used as necessary. 
    

  Gas meters, propane tanks, gasoline pumps, etc., provided with 
barriers to prevent damage by vehicles. 

    

8. Volunteer Safety:     
  Volunteers do not perform heavy lifting or work at heights in 

excess of 5 feet. 
    

  Volunteers do not perform heavy maintenance or construction 
work. 

    

  Volunteers do not perform tree trimming or roof repair.     
9. Employee Safety:     
  Staff has been trained regarding safe lifting techniques.     
  Mechanical lifting and moving aids (dollies, hand trucks, etc.) 

provided, as necessary. 
    

  Ladders provided as necessary and staff trained regarding proper 
inspection and use. 

    

  Provisions made for first aid.     
  Staff trained in techniques to prevent falls from elevated work 

surfaces. 
    

  Employees required to wear safety glasses when operating hand 
and power tools. 

    

  Workshop equipment in good condition, guards in place, 
instructions given on proper use. 

    

  Employees instructed regarding safe and proper use of 
chemicals. 
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  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

10. Playground Equipment:     
  No playground equipment placed over or near asphalt or concrete 

surfaces. 
    

  Plenty of space with cushioning material is provided around all 
pieces of equipment so that persons using or jumping or falling 
from the equipment will not strike structures, walkways, other 
equipment, etc. 

    

  Adequate cushioning materials (sand, bark, foam padding, etc.) 
positioned under and well around all equipment. 

    

  Concrete equipment anchors well covered with cushioning 
material 

    

  All equipment structurally stable and securely anchored.     
  Is there any equipment over 8 feet in height?  If so, please 

comment. 
    

  All equipment free of sharp edges, exposed bolts, screws, etc.     
  Playground areas inspected daily for broken glass, foreign 

objects, etc. 
    

  Playground equipment inspected daily for common defects and 
maintained on a scheduled basis. 

    

  Ladder rungs in good condition.     
  No small diameter (five to ten inch) exercise rings.     
  "S" hooks used to support chains are in good condition and fully 

closed. 
    

  No heavy, hard swing seats.     
  Swing seats and chains in good condition.     
  No see-saws or glider type swings.     
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       

Signature of Person Completing Survey:  
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 SURVEY OF INTERIOR CONDITIONS AND OPERATIONS 
 SELF-INSPECTION CHECKLIST 
 
 (See Exterior Survey Form For Volunteer and Employee Safety) 
 
 

Please complete a separate form     9 Church 
for each building.      9 School 
        9 Multi-Purpose Building 
        9 Hall 
 
Parish:   Date:  
Address:   Performed By:  
   Telephone:  
 
 

  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

1. Walking Surfaces:     
  Flooring in good condition, no obvious defects or foreign objects.     
  Abrupt or obscure changes in floor level highlighted.     
  Floors are not slippery.     
  Carpeting and mats are not torn, buckled, etc.     
  Non-slip wax used on slick surfaces (tile, marble, etc.)     
2. Stairways and Ramps:     
  All stairways and ramps have secured full length handrails.     
  Stairs and ramps have good, non-slip footing. 

No storage, obstruction, or obvious defects in stairways or ramps. 
    

3. Exits:     
  All emergency exits properly marked and unobstructed.     
  No storage in hallways.     
  All exit doors unlocked to allow exiting whenever building is 

occupied. 
    

  Exit doors operate easily and open outward.     
  Decorations do not obstruct exit signs or exit ways.     

4. Lighting and Electrical:     
  Adequate lighting levels maintained whenever building is open.     
  Stairways well lighted.     
  Exit ways well lighted.     
  Emergency lighting system operational.     
  Outlets and switches have protective face plates.     
  All light fixtures have covers, i.e., no bare bulbs.     
  At least a 3 foot clear area provided in front of all electrical panels.     
  Electrical work performed by licensed contractors only.     
  Electrical system inspected at least annually.     
  Have you had problems with fuses blowing or circuit breakers 

tripping? 
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  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

5. Slip/Trip and Fall Hazards:     
  Door mats provided during wet weather.     
  Responsibility assigned to clean up tracked-in water, spills, etc.     
  "Caution - Wet Floors" signs available.     
  No plumbing leaks which may result in a slip-and-fall hazard.     
  Electrical cords do not pass across walkways (extension cords, 

cords for projectors, organ power supply, etc.). 
    

  Bathroom floors kept dry.     
6. General Maintenance:     
  Interior paint in good condition.     
  Tables and chairs in good condition and stored properly with no 

danger of falling. 
    

  Are heating or boiler systems maintained on regularly scheduled 
basis?  If so, name of firm.                                  

    

  Are boiler certificates posted?     
  Are fire extinguishers serviced, at least annually, by an accredited 

company? 
    

  Any signs of water leakage or damage.     
  Are floor drains clear?     
  Is the building sprinklered?  If so, is the supply valve open?  

                                                                
    

  Building, repair, and maintenance contractors provide certificates of 
insurance and additional insured endorsements. 

    

7. Special Hazards:     
  No "glowing element" type portable, electric space heaters used.     
  Candles checked several times a day.     
  Votive candles secured in a non-combustible stand with no 

combustible materials above or below. 
    

  Extension cords not used as a substitute for permanent wiring.     
  Large decorations are non-flammable or flame-retardant treated 

(Christmas trees included). 
    

  Storage of flammable and combustible liquids minimized and 
removed from sources of ignition in a well ventilated area. 

    

  "No Smoking" signs posted and enforced in storage areas.     
  Oily rags disposed alone in a covered metal container.     

8. Housekeeping:     
  Are storage areas neatly arranged and free of rubbish?     
  No combustible materials stored in boiler or furnace rooms, or near 

other sources of ignition. 
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  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

9. Emergency Planning:     
  Emergency telephone numbers posted near all telephones.     
  Responsibility for first aid assigned.     
  All staff has been briefed on what to do in case of an emergency 

(fire, tornado, civil disturbance, etc.). 
    

  Well marked, properly mounted fire extinguishers are available for 
use. 

    

  Are all personnel trained in the proper use of fire extinguishers?     
  Do you know where the main electric, water, and gas shut-offs are 

and how to use them, and are they identified and accessible? 
    

  Procedure understood and responsibility assigned for reporting 
incidents to the Insurance Administrator. 

    

10. Kitchen (If Applicable):     
  Does the stove have a vented hood?                                        
  Are grease traps, hoods, and ducts clean?  Date of last cleaning.  

                                           
    

  Is there a self-contained extinguishing system over the cooking 
area?  If so, has it been serviced within the last year?  
                                                

    

  Is there at least one fire extinguisher of the appropriate type in the 
immediate cooking area? 

    

  Floor mats provided near sink and dishwasher to help prevent slips.     
  Does the refrigerator function properly, and is it maintained below 40o 

F? 
    

11. Security:     
  Buildings patrolled to assure all have vacated after events.     
  Doors and windows checked to assure they are locked at night.     
  Outside lighting kept on at night.     
  Vacant buildings checked daily.     
  Audiovisual equipment and other theft target items stored in a secure 

area, out-of-sight. 
    

  Volunteers do not provide securing services.     
  Security companies provide certificates of insurance and additionally 

insured endorsements. 
    

  Are armed guards used?  Please comment.     
       
       
       
       
       

Signature of person performing this self-inspection:  
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 ELEMENTARY SCHOOL SUPPLEMENT 
 SELF-INSPECTION CHECKLIST 
 
 

School/Parish:   Date:  

Address:   Performed By:  

   Telephone:  

 
 

  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

1. Supervision:     
  All student activities supervised.     
  Yard monitors arrive with or prior to children and continuously 

supervise. 
    

  Adequate number of yard monitors.     
  No "blind spots" in the yard where children can hide.     
  Attractive nuisances within school grounds identified and 

removed. 
    

  Periodic head counts made throughout the day.     
  Procedures developed to respond in case a child is missing.     
  Procedure to report suspicious persons on or about the premises.     
  All play yards, lunch areas, and other areas of the facilities which 

students use are reviewed on daily basis for unsafe conditions 
(debris, broken glass, condition of walking surfaces, benches, 
etc.). 

    

  Background checks have been performed on employees in 
compliance with state laws. 

    

2. Emergency Plans:     
  Fire, tornado, and emergency drills performed in accordance with 

state law. 
    

  First aid provisions made in compliance with state law.     
  Emergency medical authorization cards on file for every student.     
  Emergency telephone numbers posted including the number for 

the poison control center. 
    

  All staff trained regarding what to do in case of emergency.     
  Provisions made for physically disabled children and children with 

special medical conditions (if applicable). 
    

  Fire alarm systems tested and maintained on a scheduled basis.     
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  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

3. Special Hazards:     
  Janitors' closets, chemical and equipment storage areas are 

locked to prevent student access. 
    

  Children not allowed to move heavy furniture, tables, chairs, etc.     
  Children not allowed to use paper cutters.     
  Do you have a chemistry, biology, or other similar laboratory?  If 

so, has a safety check been made? 
    

4. Classrooms:     
  Staff instructed to report and remove broken furniture.     
  Objects that may be accidentally swallowed have been 

eliminated. 
    

  Bookshelves, etc., secured to walls.     
  Area above all cabinets not used for storage.     
  Student use of sharp, pointed, and cutting tools restricted, as 

necessary. 
    

  Aisles and exits kept clear.     
  Door paths marked where doors open out into corridors.     
  Non-conductive plugs placed in unused electrical outlets.     

5. Physical Education:     
  Students wear appropriate clothing and foot wear.     
  Play fields, gymnasiums, etc., are visually inspected daily for 

unsafe conditions (debris, holes in playing surface, uneven 
playing surfaces, etc.                                                         

    

  Physical education activities are planned and constantly 
supervised. 

    

  Bleachers have been inspected.     
  No glass windows, etc., adjacent to sports or play areas.     

6. Field Trips:     
  Field trip policies including transportation policies reviewed 

annually. 
    

  Signed permission slips and medical release forms required.     
  Copies of permission slips and medical release taken on field 

trips. 
    

  Chaperon-to-child ratios enforced.     
  Chaperons not allowed to be alone with children on a one-on-one-

basis. 
    

  If passenger cars are used to transport children, the one child per 
seat belt rule is enforced. 

    

  Except for genuine school buses, no vehicle with a seating 
capacity greater than nine (including the driver) is used to 
transport the children on field trips. 
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  SATIS- 
FACTORY 

ATTN. 
REQ. 

 
N/A 

 
COMMENTS 

7. Traffic Control:     
  Safe area designated for parents to pick up and drop off children.     
  Vehicular traffic not allowed in yard when children are present.     
  Crossing guards trained to prevent injury to themselves or other 

students. 
    

  Child crossing guards properly supervised.     
8. Employee Safety:     
  Staff trained regarding hygiene and control of communicable 

diseases. 
    

  Audio-visual equipment secured during transit and carts in good 
condition. 

    

  Spills cleaned up promptly to prevent slip-and-falls.     
  Chairs not used as ladders.     
  File drawers closed when not in use.     
  Extension or telephone cords not run across walkways.     

9. Food Service:     
  Food Service Workers personal health and hygiene standards 

enforced. 
    

  Facility and equipment cleanliness standards set and enforced 
(including pest control). 

    

  Refrigerators supplied with thermometers and maintained below 
40o F. 

    

  Freezers maintained below 0oF.     
  Food awaiting service kept below 40o F or above 145oF.     
  Dry good storage areas well arranged and used for no other 

purpose with all storage at least 8" above floor level. 
    

  Food products not stored for long periods of time.     
  Food service equipment (slicers, mixers, etc.) in good condition 

with guards in place. 
    

  Spills in kitchen and dining room cleaned up promptly.     
       
       
       
       
       
       
       
       
       
       

Signature of person performing this self-inspection:  
 


