CAO SELF-ASSESSMENT PROGRAM
RECORDING AND REPORTING
PROCEDURES
1. Supervisors shall assess all areas of responsibility at least once a month.

Note: Assessments shall include a look at facility condition and employee behavior. RSM’s will provide training on conducting effective assessments and will be available for guidance and consultation during assessments. 
2. Supervisors shall record assessment data using an Office Safety Assessment checklist or similar.

3. Supervisors shall forward the completed checklist to their Division Chief or Manager.

4. Division Chiefs or Managers shall enter the data from the checklist onto a spreadsheet which will summarize all assessment data.  
5. Division Chiefs or Managers shall notify ASC Directors upon completion of all assessments.
6. ASC Directors shall review data, make comments and when ready, shall forward the summary report to the CAO Safety Officer.    
Note: ASC Directors shall receive guidance on the process of forwarding their summary reports on the web.
7. The CAO Safety Officer shall review the summary report and brief CAO of the results and corrective actions.
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