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	I.  SAFETY
1.  Are hydraulic lifting devices load tested IAW TB 43-0142?  Are they inspected?

2.  Are all lifting devices properly marked IAW TB 43-0142?

3.  Is documentation maintained on file for all lifting devices IAW TB 43-0142?

4.  Are tools/equipment kept clean and serviceable at all times?

5.  Do you provide power tool training and issue safety qualification cards IAW UR 385-50 to all personnel who use power tools?

6.  Do you have a complete first aid kit in the shop?

7.  Do you have first aid kit location signs posted in work areas?

8.  Are color code markings for first aid kits posted?

9.  Do you provide and check users' DA Form 3031-1 (Qualification card for use of Auto Craft Shop Equipment)?
10. Are safety lines marked and guards in place?

11. Are ear muffs and face shields prominently displayed?
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	12. Do you ensure usage of hearing/face protection?

13. Do you have hearing/face protection signs posted?

14. Is safety check conducted prior to daily lock up (i.e. trash emptied, electrical appliances disconnected, etc.)?

15. Are restrooms checked nightly for plumbing problems and flushed toilets?

16. Are all electrical cords secured, out of the way and not under rugs or equipment?

17. Is facility free of small rugs that slide, frayed loose rug edges, nails sticking out of furniture, snow/ice on walkways, loose electrical plugs, uncovered wall outlets, etc.?

18. Are all exits well lit at night?

II.  FIRE SAFETY
1.  Is no smoking policy enforced?

2.  Do shop users wear heat-resistant gloves while using hazardous equipment (blowtorches, welding torches)?

3.  Are oily and paint-soaked items disposed of in a clearly marked covered metal container?
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	4.  Are fire extinguishers visible, accessible and located in areas designated by community fire chiefs?

5.  Are fire extinguishers serviced annually or when seal is broken?

6.  Are defective fire extinguishers replaced immediately?

7.  Are fire extinguisher operating instructions legible and facing outward?

8.  Is proper fire extinguisher kept with welding set at all times?

9.  Is there a building fire warden appointed?

10.  Does building fire warden inspect fire extinguishers monthly and record inspection date?

11. Does fire warden maintain a log of findings and deficiencies found during monthly inspections?

12. Are inspection findings forwarded to community fire chief?

13. Do you have an emergency plan for evacuating personnel, reporting and controlling fires and salvaging property?

14. Has fire prevention inspector inspected shop in last six months?

15. Does staff know how to check and operate fire extinguishers?
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	16. Are fire evacuation plans clearly drawn and prominently posted?

17. Are all interior exit lights functioning?

18. Are flammables stored in approved flammable liquid containers?

19. Do you have a hot work permit (DA Form 5383-R) for gas welding sets?

III.  SECURITY
1.  Are safes secured to a fixed object by a 1/4" chain and a 200 series lock?

2.  Are safe combinations changed after a personnel turnover or annually as required by AR 380-5?

3.  Do you use Security Checklist, SF 701?

4.  Are shop keys signed out to individuals for accountability?

5.  Are locks changed when keys are lost/stolen?

6.  Are keys furnished to CRD office in case of emergency?

7.  Is facility properly secured at close of business?

8.  Is there a key control system in operation?
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	IV.  ADMINISTRATION
1.  Does Auto Craft Shop have an SOP (Updated within 1 year)?

2.  Are Army, MACOM and local regulations on hand for reference?

3.  Does director/manager conduct staff meetings at least monthly?

4.  Is all equipment properly accounted for on APF/NAF hand receipts?

5.  Has a total inventory been conducted within the last fiscal or calendar year?

6.  Are working files correctly maintained and updated?

7.  Are job descriptions, performance standards and IDPs up-to-date and on file IAW with governing policies?

8.  Does SOP include opening procedures, emergency reports, key control, physical security, staff duties and staff shift hours?

9.  Does director/manager conduct in-house training for staff and volunteers?  Has staff received required training IAW Baseline Assessment Standards?
10. Does CRO conduct unannounced reviews in auto shop to ensure sufficient internal controls?
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	V.  GENERAL APPEARANCE AND FUNCTION
1.  Is there an exterior sign prominently displaying the shop name?

2.  Is exterior attractively landscaped and well maintained?

3.  Are correct operating hours prominently posted?

4.  Are all signs professionally made (no hand-made signs)?

5.  Is the main exterior entrance area well lighted?

6.  Are all light fixtures and light bulbs operational?

7.  Are all windows and doors in good repair?

8.  Are there signs and directional markers to locate and identify facility?

9.  Are names of responsible personnel, operating hours and phone numbers posted on, or near entrance doors?

VI.  STAFF
1.  Does staff show that their first commitment is to customers and to their mission when on duty?

2.  Is staff well informed about their mission and job duties?
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	3.  Are fees/charges approved by welfare/recreation fund council?

4.  Are staff members identifiable with name tags, shirts or other distinguishing clothing?

5.  Are staff and volunteers trained to use correct telephone manners and registered through the ACS Volunteer Coordinator?

6.  Is manager trained in service techniques and customer relations?

7.  Do all personnel receive annual hands-on skill level training?

VII.  FUNDS ACCOUNTING
1.  Are petty cash/change funds strictly controlled?

2. Is petty cash fund balanced monthly?

VIII.  ENVIRONMENTAL
1.  Are drip pans placed under all vehicles with leaking components?

2.  Do you use proper containers/scrap metal bins for waste oil and lubricants (fuel, antifreeze, hydraulic fluid, (etc.) IAW AR 200-1?

3.  Are adequate collection containers, bins and tanks available for used oil filters, batteries, scrap metal, oily rags and tires?
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	4.  Are staff members aware of environmental hazards and trained in appropriate actions to prevent such hazards and handle small spills?

5.  Are all containers approved by Community Fire Prevention Officer?

6.  Are collection containers placed in an environmentally safe manner and location?

7.  Are hardstands equipped with POL separators and available for leaking vehicles?

8.  Is maintenance being performed on outdoor hardstands which are connected to POL separators?

9.  Are maintenance pits connected to sewer system and equipped with two-step POL separators IAW German Law?

10. Is POL absorbent material available?

11. Is a community oil and hazardous substance spill control and contingency plan available?

IX.  CRAFT SHOP USE
1.  Is there an identifiable equipment checkout counter?

2.  Are there enough supplies on-hand for self-directed activities?

3.  Are all unserviceable items tagged for turn-in and out of sight?
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	4.  Is equipment well organized?

5.  Do you have an in-house equipment/tool check-out policy?

6.  Do you prohibit persons who are under influence of alcohol from using auto craft facility?

X.  MISCELLANEOUS/GENERAL
1.  Is a calibration account with your support activity established?

2.  Do you have CNR "calibration not required" stickers as needed?

3.  Is all test equipment marked with DA Label 80?

4.  Are all equipment and tools in proper working order?

5.  Is a schedule established to clean and maintain equipment and tools?

6.  Are all work orders for repairs followed through to completion?

7.  Is there a capital purchase/minor construction plan?

8.  Is trash disposed of daily at close of business?


	
	


