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APPENDIX 7-M-3

	RFO SOH MANAGER ADMINISTRATIVE CHECKLIST 

	
	General Administration/Contracting


	Yes
	No
	NA

	1.
	Did safety personnel come properly equipped, see deployment Go-Kit. If you are on the Blue Roof Team, request a rental car equipped with a Global Positioning System.
	
	
	

	2.
	Have you gotten essential information such as Org Charts, Phone Listings, Contractor POC’s, maps, etc.
	
	
	

	3.
	Have you been brought on board soon enough to help establish contracts, establish work sites and site layouts, to properly assess damage to determine needed safety support.
	
	
	

	4.
	Are essential safety and contractor personnel given copies of EM 385-1-1 and other safety directives, policies, waivers, etc.
	
	
	

	5.
	Are new employees being given safety training that covers both generic safety issues and specific mission safety training, i.e., roofing, debris, temporary structures, flood fighting, etc.  
	
	
	

	6.
	Are employees provided with a copy of their Position Description and Position Hazard Analysis
	
	
	

	7.
	Have Activity Hazard Analyses been prepared for work tasks, and is has a risk assessment been made.
	
	
	

	8.  
	Are there any regulatory waivers or variance requests that need to be prepared for the mission.
	
	
	

	9.
	Do you have computer access, needed software, forms, etc. 
	
	
	

	10.
	Have you established a good supply chain so that turnaround of purchases is timely-can you purchase locally on government purchase card.
	
	
	

	
	Medical


	
	
	

	11.
	Has the RFO set up a medical support office headed up by a nurse or qualified medical provider.
	
	
	

	12.
	Are employees reporting with proper medical clearance, immunizations, etc.
	
	
	

	13.
	Is the medical office under the direction of a physician, do they have some over the counter medications such as cold medicines, pain relievers, etc.  (Note: Only EMT’s can administer over the counter medicines, however employees may self-dose.)
	
	
	

	14.
	Have employees been given the opportunity to talk with the Critical Incident Response Team to help deal with their stress. Be careful not to place personnel who have been directly impacted by the disaster too close to the front lines.
	
	
	

	
	Construction & Contracting


	
	
	

	15.
	Are Construction QA’s trained and knowledgeable the excepted safety requirements for their mission, are the familiar with EM 385-1-1.
	
	
	

	16.
	Are you engaging yourself in the work, attending pre-work meetings, working with contracting and mission managers in setting up contracts and enforcing requirements, are you being visible and acting in a capacity to help support the mission
	
	
	

	17.
	Is the Safety Office on the routing for contractor approvals, plans and spec reviews, etc.
	
	
	

	18.
	Have you received and reviewed contracts, contractor site safety plans, schedules, shop drawings,  and other required safety submittals, .
	
	
	

	19  
	Are appropriate local building codes being followed, International Building Codes, ADA or ABA for Handicap Accessibility? 
	
	
	

	20.
	Is site access, site control and security sufficient, i.e., haul roads or points of entry, security fencing and lighting, etc.  
	
	
	

	21.   
	Are building permits or other permits and utility locates requested, if applicable? 
	
	
	

	22.
	Are equipment checks being done and is there consistency between EFO’s, use appropriate checklists.
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