Unsafe Condition Report
It is everyone's responsibility to monitor against unsafe conditions.  When you see something that appears to be a hazardous or unsafe condition in your work area, please bring it to the attention of the department manager for immediate action.  Some conditions may require reporting to a higher level office.  In these cases, the following procedures should be followed:
1.    Report a campus unsafe condition by completing the Unsafe Condition Report (UCR) and forwarding it to the Executive Director of Facilities Management and Engineering, Rich Frank.  Please do not use this form for regular maintenance.  Send a copy of the form to Elise Barocas, the Safety Committee Chairperson and Risk Manager.  If the Executive Director of Facilities Management and Engineering does not have the authority to address the concern, he will forward the form to the appropriate administrative manager.
2.    The Executive Director of Facilities Management and Engineering or the administrative manager who has responsibility to take action will acknowledge receipt of the form and get additional details if necessary.
3.    In emergency situations, concerns may be made verbally, in which case the executive director or administrative manager will document the concern by completing the UCR.
4.    The responding manager will document and explain the response on the UCR, confirm that the complainant has been informed, and send the completed form to the Safety Committee.
5.    If the complainant is unable to reach the executive director or administrative manager or is not satisfied with the response, he/she should follow-up with Elise Barocas, Safety Committee Chairperson and Risk Manager, or in her absence, with the HR Safety Committee representative, Susan Gura. 
Click here to access and print the Unsafe Condition Report.  The form is stored in MS Word format.
 

