DEPARTMENT OF THE AIR FORCE
AIR FORCE RECRUITING SERVICE (AETC)

8 Mar 04
MEMORANDUM FOR SQUADRON PERSONNEL

FROM: 367 RCS/CC
3990 East Bijou Street
Colorado Springs CO 80909-6806

SUBJECT: Squadron Safety Spot Inspection Program Policy

1. ALL PERSONNEL. Everyone in the squadron is responsible for safety. Personnel in recruiting and
flight offices are the first line of defense at identifying hazards outside the headquarters. The best way to
identify hazards is to perform monthly random spot inspections of your office. Use the attached spot
inspection checklist to identify hazards in your office. All personnel in geographically separated offices
at a minimum must conduct a monthly spot inspection of their office and annotate findings on the spot
inspection checklist. Forward any discrepancies to 367 RCS/SE and maintain only the most current
inspection in that office’s visitors log.

2. FLIGHT CHIEFS/MEPS. Flight Chiefs must perform a spot inspection on EACH of their offices
(including the Flight Offices) EVERY month. Inspections must be annotated on the spot inspection
checklist and documented on the monthly safety report (367 RCS Form Letter 13) and forwarded to 367
RCS/SE each month. A spot inspection is not a complete inspection of the entire office. It could consist
of checking the exit lights or fire extinguishers, or checking for any extension cords — that’s it. Use the
spot inspection checklist and maintain the most current inspection in the visitors log. If you find any
discrepancies, maintain the original in the visitor’s log and fax a copy of the spot inspection checklist to
367 RCS/SE or report the discrepancy on the Form Letter 13.

3. HEADQUARTERS PERSONNEL. All personnel visiting offices must perform random spot
inspections using the attached spot inspection checklist. Maintain the current original spot inspection in
the visitors log and forward a copy of any discrepancies found to 367 RCS/SE.

4. Although several spot inspections monthly may seem redundant, they are crucial to identifying and
removing hazards in the workplace. In turn, we have a safer environment to recruit in!

5. Current copies of the spot inspection checklist and the Form Letter 13 are located on the squadron
website. If you have any questions on the above info, contact MSgt Harvey or SSgt Boswell at (719) 554-
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THOMAS Y. l—éAD N, Lt Col, USAF
Commander
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367 RCS SAFETY SPOT INSPECTION CHECKLIST

DATE

20030818

OFFICE INSPECTED : | 367 RCS/SE

NO.

ITEM
(Assign a paragraph number to each item. Draw a horizontal line between each major paragraph.)

YES N/A

% =
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11.

12.

13.

14.

FORM 2519 19911101 =

FLIGHT OFFICES/SUPERVISORS:

Are AF Form(s) 55 completed for all employees & include Course I, ORM & JST?......ovooeooomooeoeoeooon
Are AETC Form(s) 29B on file for all personnel under 26 years old who have traveled in past 90 days?....
ALL OFFICES:

Is the Vistor's Log with local safety briefing (Course II) available at entrance and in plain view?.................
Are all Automated Data Processing Equipment (computers, printers, laptops, etc), plugged into surge
PrOtectors iNStead Of POWET SITPS?........c..cucucueurrrinrerisieseeeceec e essss s sssesesnsessssesesass e s sssese et esess e
Fire Extinguishers:

a. Are fire extinguishers MoUNted SECUTELY?................ovucueeiesieeeseeeeeeeseseesse s e sseees s sss e s seeseseesesens,
b. Are fire extinguishers readily accessible and in plain VIEW?..............ovuvuvvevereooosooeooeoo

c. Are fire extinguishers charged (in the Green area)................cvvuveeeuerereeeoeeeeeeeeesesses e
d. Are the inSPECtion tags UP-10-AALEY.............c.ucvuruereerrereseseseeeesesessessssessesssssssssessssessessesseesses e sseeneeneess s
Lights:

a. Overhead lights burned out?............coccovevrueeeuceerennnn. SRR AR PRI I TP R )
b. EXxit lights illuminated?............ccccceveiueiuermersrnresesiessssesneeeeseeesesesssesssesssessessesss o
c. Outside lights operational?................ccoeevueuereeeveeeemeeeeeennnnn,

d. Fluorescent bulbs flickering, need replacing?..................covwermeemmevereereeereesessee e eeeses e eeeeseseseeeeee e
Is office funiture damaged, missing parts, have unusually sharp corners, or frayed?.......ccooevrrerecnrccsnnnnens
Any excessive heavy objects exceeding weight limitations stored above head level?..............oooooooovoovo
Are there any tripping hazards? (I.e. power cords, ripped carpets, low file drawers open, boxes in

pathways, electrical cords crossing Walkways)..............ccooveeueeeeeeeeeereeneneseeseensseenson
Cigarette butt cans:

..................

.......

c. Is container being used as a trash Can?...............ocuevucveiuemeeeeceereeeeeeeeeeeese s e eeeons
Exterior Overview:

a. Are there uneven cracks in the sidewalk/parking lot that could cause tripping?..........
b. Are all doors and locks operational?

c. Outside exterior in need of repair (in plain view)
RAP Safety:

a. Are Rapper safety briefings on file for CUITEnt RAPPETS?............ouvveveereeeeeeeeeeeeeee oo
b. Are Rapper safety briefings on file for Rappers who have departed in the last 30 days?.....ccccceveirennnrennans
¢. Are AETC Form(s) 29b on file for Rappers who have departed in the last 90 daYS?...oceereerereerrereannenne
Spot Inspections:

a. Is the last spot inspection on file more than 30 days 01d?..............c.eeeeeeereeeeeeeeeeeeeeeeoeeeeeeeeoeeeeeeeses oo,

OTHER COMMENTS
*Use this space or on back to add comments or explain specific findings*.

Maintain original checklist in the visitors log until next inspection.
The last checklist completed should NOT be more than 30 days old.
Fax any discrepancies to 367 RCS Safety for action.

Inspected By (Print Grade/Name) ' Signature : Date Inspected
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