Safety & Health Inspections / Fire Inspection

Semi-Annual Inspections due by Feb 28th & Aug 31st of each year
Regeana Arrowood – Atalissa IA 52720 – 8/4/11
You must have approval in eAccess for “The Safety Toolkit” in order to complete this inspection on the computer. 

Contact 1-800-688-0321 if you need assistance.

OICs & non-EAS employees may have to complete a manual checklist & send the certification letter to the Safety office.
In “My Documents” make a folder & name it: Safety & Health Inspections. To do this, > My Documents. 
(mouse over) New > Folder. Type: Safety & Health Inspections Press: Enter (on keyboard) > X to exit My Documents.
To complete Inspections:

On Blue pg, under Essential Links: > Safety & Environmental Resources or http://safetytoolkit.usps.gov/Resources/Resources.aspx?filePath=/ResourceFiles/632953928596654393Safety%20Checklists.html   
> Safety Toolkit (right side)
> Accept

> Inspections (left side)
> New (tab across top)
In Facilities Head > (Postmaster name)
Using ( (down arrow): Inspection Type: > S & H Inspection Team Type: > Facility FSC
Start & Stop Dates: Click calendar box to right & click dates.
Scroll down > Make new inspection
Click drop down arrows:

Facility Type: > (<50 WY)  Available Checklists: > Level 21 & Below (<50WY)
When checklist appears, scroll through. If any deficiency statement pertains to your office,
> ( , then > Add
When finished: > Print report by location PDF (top right)
When report appears: Press Ctrl P > OK (optional)
Save “S & H Inspection” to “My Documents:” > File > Save As… > My Documents >> Safety & Health Inspections

File name: delete entry & type: (town – zip) Safety & Health Inspection FY (year)
> Save > ( to exit report.
In middle of page – Available Checklists > ( (down arrow) > Less than 50 WY Facility Fire Inspection Checklist
Under Checklist Items: If any deficiency statement pertains to your office, > (, then > Add
When finished: > Print Report by Location PDF (top right)
When report appears: Press Ctrl P > OK (optional)
Save “Fire Inspection” to “My Documents:” > File > Save As… > My Documents >> Safety & Health Inspections

File name: (delete entry & type: (town – zip) Fire Inspection FY (year) > Save > ( to exit report.
To finalize:

> Inspection Detail (top left on Deficiency List page)

Enter data for all * fields.

> Finalize

Read message & if you want to continue: > Next OR if you need to change information: > Cancel 
Enter Information: Team Leader: (you) Members & title: (you & others?) > Next
Do you need to enter a follow up date? If so: Scheduled Follow Up Date:            > calendar > (date)
If not: > Next
Do you want to finalize? > ( Yes OR ( No
> Finish > Print Completed Inspection

To print: Press – Ctrl P > OK > ( to close page.
When inspection has been completed, you must: 1. Post a copy for employees review (ELM 824.426) & provide copy to employee representative(s). 2. Establish a Hazard Abatement Committee within 5 working days of inspection receipt & meet to assign priorities & specific abatement dates within the limits set by the inspection team (ELM 824.52)
If your office does not have a computer to complete this inspection on the Safety Toolkit or if you cannot get access to The 

Safety Toolkit, send Inspection Certification Letter (furnished in email) to: Shirley Smith, MGR, Safety & Health Services                                                                                                                         Questions, call: 1-800-877-7364 ext. 2230 or 515-251-2230                               PO Box 189994, 
 FAX: 515-251-2239                                                                                               Des Moines IA 50318-9441
