Agency Documentation Review


	Required Documentation
	Compliance/Notes

	One externally conducted fire inspection yearly (Res Hab and On-site Day Hab) – State Fire Marshall
	

	Annual water inspection (if not on public water supply)
	

	Documentation of regular and preventive maintenance performed on agency owned vehicles, agency owned equipment and agency owned buildings.
	

	Insurance verification for agency owned vehicles (must be in vehicles).
	

	Emergency information and phone numbers maintained and accessible to person and staff at all times.
	

	Emergency drills on all shifts on which individuals supported are present:

· Day Hab: 1 fire drill per month; 2 disaster drills per year

· Group Home 4 to 9 people: 1 fire and 1 disaster drill quarterly with a minimum of 1 of each during sleeping hours.  Must also conduct fire drill within 1 week of arrival of new consumer

· Group Home 10+ people: 1 fire and 1 disaster drill per month.  At least 2 annually during sleeping hours

· ISL: 1 fire drill per quarter, (one overnight); 1 severe weather drill
	

	Fire extinguisher expiration date or preventative maintenance tag/documentation, and indicator of charge.  Extinguisher must have directions for use attached. 
	

	Community Event Reports
	

	Documentation of repairs and ongoing preventative maintenance for individuals’ adaptive equipment.
	


