	Compliance and Safety Self-Survey


At least semi-annually, the General, Branch or location Manager or their designee, will review the workplace for Compliance and for safety hazards using this checklist.  
Use this form as a worksheet.  Final answers must be entered into the form online, using the link provided by Compliance.

Mark “Yes” for each item if the branch is in compliance.  For non-compliant items, mark “No” and indicate the date by which the item will be corrected. Any issues or hazards identified must be corrected immediately.  Once any improvements/corrections are made, an updated form marked complete must be submitted.
Forward any questions to compliance@nsm-seating.com.  
	Yes
	No
	Improvement Date
	Item Reviewed

	Administrative

	
	
	
	Warehouse and office space are NEAT, CLEAN and ORGANIZED, well-lit, and free of hazards.

	
	
	
	All New Employees have completed their online Orientation and competency has been assessed for technicians, RTSs and ATPs prior to unsupervised client interaction.

	
	
	
	All training, in-services and drills have been documented and logged as required.  All assigned training – NSM University, etc. has been completed by all employees.

	
	
	
	Recommended safety and operational checks are performed on equipment used to evaluate clients, including molding frames and pressure mapping units, and the checks are logged.

	
	
	
	The Emergency Operations Plan is posted in a central location available to all employees.  The Threat of Violence checklist is also readily available to all employees.

	
	
	
	Any compliance issues, ethical concerns or conflict of interest questions that may have arisen since the last self-survey were brought to the manager’s attention, reported and resolved.

	Safety

	
	
	
	Safety Spotlights area visible and accessible by employees.

	
	
	
	SDSs (Safety Data Sheets) are present for all chemicals in the NSM facility & vehicles.

	
	
	
	No expired materials are present in the warehouse or facility. (Check dates on all chemicals and supplies.  If no date, discard after 5 years.) 

	
	
	
	All chemical containers, including cleaning supplies, are clearly labeled as to contents.

	
	
	
	All doors/entryways are clear of obstructions, secured/locked as appropriate and have a method for notifying employees when opened.  (If a doorbell is present and required for entry, the door does not require a chime upon opening.)

	
	
	
	Boxes and supplies are stacked in such a way that all are more than 12 inches from ceiling. 

	
	
	
	PPE, including masks, gloves and gowns, are well stocked, easily available and in use.

	
	
	
	Hand Sanitizer is readily available, not expired and used properly.

	
	
	
	All gas cylinders, including fire extinguishers, are stored upright and secured, including those in vehicles.

	
	
	
	Every item is either bagged or boxed, or is contained on a shelf in a clean area.

	
	
	
	CO monitors are installed and tested where required.

	
	
	
	Flammable materials are properly stored.

	
	
	
	First Aid Kit / Eye Wash are available, are fully stocked, and have no expired contents.  Eye wash stations are by the cleaning area.

	
	
	
	Fire extinguishers are present and have been visually inspected for charge and condition.  The inspection has been documented with initials of the inspector and the date on the tag. Monthly inspections are completed by NSM.  Annual inspections are performed by a company hired by NSM and are documented with a new annual inspection tag.

	Equipment Handling/Infection Control

	
	
	
	A “Dirty” area exists that is separated from the “Clean Area” ideally by a wall, door, or plastic tarp, but at a minimum, separation is indicated by tape on the floor.

	
	
	
	“Dirty” items are bagged and stored in the separate “Dirty” area.  All “Dirty” items are denoted as such with a red tag containing the serial number and the equipment owner’s identifier.  

	
	
	
	The “Dirty” area is neat in appearance and is not overflowing. 

	
	
	
	A covered trash can is present in the “Cleaning” area.

	
	
	
	All “Dirty” items are sprayed with the required tuberculocidal disinfectant (must remain on equipment for stand time indicated on the label), then cleaned with a detergent prior to repair or re-use.

	
	
	
	Bags or bins are used on every “Dirty” item while in transport in our vehicles to prevent infection cross contamination and protect the equipment.  

	
	
	
	All “Clean” Equipment has a green tag or is in a green tagged area.  “Clean Equipment” is segregated in clearly marked areas as follows: Obsolete/NOI, To Be Repaired, Clean Equipment, and Patient-Ready Equipment.

	
	
	
	Adequate stock levels of clear bags, red tags, green tags, gloves, gowns, masks, goggles and sanitation supplies have been observed. Supplies are stored adjacent to or near, but not IN, the “Dirty” area.

	
	
	
	All equipment returning to the branch is function tested and disinfected. This is documented on a log with the serial number for chairs, lifts and serialized ADLs.

	Signage

	
	
	
	No smoking areas defined and marked.

	
	
	
	Hand Hygiene posters are placed above every sink and proper supplies (hand soap, hand sanitizer) are available.

	
	
	
	Hotline Posters and Code of Ethics are posted for visibility for all employees (break rooms, near time clocks, etc.)

	
	
	
	All client posters are on display in the client waiting area:

	
	
	
	· abuse, 

	
	
	
	· Notice of Privacy Practices (NPP), 

	
	
	
	· client rights & responsibilities, 

	
	
	
	· supplier standards, 

	
	
	
	· state specific client information posters

	
	
	
	HR Signage is posted in employee areas

	
	
	
	Evacuation diagrams are in place and Exit signs are present as appropriate.  Exits are clear and accessible.

	Vehicles

	
	
	
	a. All vehicles are 1) in neat, clean, and orderly condition and 2) are operational and in good repair.

	
	
	
	b. All vehicles have Infection Control Kits and Safety Kits, including flashlights.

	
	
	
	c. No bungee cords are present in vehicles; proper tie downs are present and in use, including on ramps.

	Client Privacy

	
	
	
	Client information and records are securable, protected and locked when possible.

	
	
	
	Client names are removed from view on boxes and equipment prior to leaving the warehouse.

	
	
	
	Any client information that needs to be discarded is placed in a designated, locked, bin for destruction by an NSM designated vendor.  Documents containing client information are destroyed appropriately and timely.

	
	
	
	The private area for client evaluations, either a room or area with a screen, is clear and easily accessible, free of other client’s information, clean and disinfected.

	Notes, questions or concerns:
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