Administrative Controls Checklist
Check the appropriate box to indicate your organization’s use of each control.
	Control


	In Use
	Don’t Know

	1. Establish and adhere to a set of electrical safety principles.
	(
	(

	2. Establish and adhere to consistent procedures for working around electricity.
	(
	(

	3. Provide electrical safety training for workers.
	(
	(

	4. Conduct job briefings for projects that involve electricity.
	(
	(

	5. Have and use a documented housekeeping program.
	(
	(

	6. Provide adequate work rest periods to prevent employees from taking costly shortcuts.
	(
	(

	7. Consider every electrical conductor or circuit to be energized until proven otherwise.
	(
	(

	8. Allow only qualified personnel to test electrical equipment.
	(
	(

	9. Establish and observe approach boundaries.
	(
	(

	10. Establish and use a system of warnings and signs.
	(
	(

	11. Avoid working under overhead power lines.
	(
	(

	12. Avoid working in wet conditions.
	(
	(

	13. Verify location of all buried or embedded electrical circuits before digging or cutting.
	(
	(

	14. Know where your overcurrent devices are (i.e. circuit breakers and fuses) so they can be easily and quickly reached in case of emergency.
	(
	(

	15. Determine the reason a fuse operated or a circuit breaker tripped before replacing or resetting.
	(
	(


-continued on next page-

Administrative Controls Checklist—continued

	Control


	In Use
	Don’t Know

	16. Read and follow all equipment operating instructions.
	(
	(

	17. Ensure equipment repairs are made by authorized people.
	(
	(

	18. Use electrical equipment for its intended purposes only.
	(
	(

	19. Never modify tools.
	(
	(

	20. Inspect electrical equipment before each shift.
	(
	(

	21. Keep thorough records of inspections and maintenance.
	(
	(

	22. Avoid carrying a tool by the cord.
	(
	(

	23. Avoid yanking a cord to disconnect it from the receptacle.
	(
	(

	24. Keep hands dry when plugging and unplugging equipment.
	(
	(

	25. Keep cords and tools away from heat, oil and sharp edges.
	(
	(

	26. Disconnect tools when changing bits, blades or accessories.
	(
	(

	27. Avoid piggybacking power strips and extension cords.
	(
	(

	28. When replacing lamps and bulbs, verify that the replacement matches fixture requirements.
	(
	(

	29. Avoid wearing jewelry and other metal.
	(
	(

	30. Secure and contain loose hair.
	(
	(


Note:  This list is compiled based on the following regulations and standards.
· OSHA 29 CFR 1910, Subpart I and Subpart S

· NFPA 70E
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