
 Utah State Division of 
 Risk Management  

Self Inspection Survey 



To All Of Our Valued Clients 

• The Administration and Staff of the Utah 
State Division of Risk Management would 
like to guide you through the “Self 
Inspection Survey” training and to thank 
you for your participation.  
 



Purpose 

• Claims histories have always given us guidance 
on liabilities that threaten your facilities. The 
inspections performed by our loss control 
specialists lend another set of eyes and ears to 
identify hazards and give recommendations to 
solve problems. But this survey will now 
establish trends from your own perspective. 

Presenter
Presentation Notes
The results will give us the historical data that is required to pinpoint the problems that threaten your safety, track common problems that exist at multiple facilities and allow for the training or resource necessary to create a risk free environment for your students, staff and guests. With you, our valued clients, we are excited to move toward this goal.



Utilizing the Survey 
• The manner in which you utilize this information is only 

limited by your imagination.  
– Clients are generating work orders from the data.  
– Others use data to help budget maintenance expenditures. 

Still others identify uses for their limited resources.  
– An honest and accurate survey will generate change, record  

the problems, and eliminate the most hazardous problems in 
order of priority.  

– The findings validate commonly known conditions, detail 
current needs and allow for open discussion to gain 
resolution. 



What You Asked For 
• More security with your surveys and data 
• More control  
• Access to data 
• Better reports 
• Lock and Unlock capability 
• More concise questions 
• Specific questions that were overlooked 



What You Asked For  
Cont. 

• Organizations will have inspectable areas based upon 
their type of organization 

• Inspectable area changes  
– Organizational Practices (replaced administration) - Available 

to all agencies. Only needs to be filled out for the main facility 
of the organization, and covers the entire organization. DOES 
NOT NEED TO BE DONE FOR EACH FACILITY.  

– Office Environment – Answers specific question about office 
spaces. Can be filled out by the Office Personnel.  

– Building Maintenance - Mandatory to be filled out on all 
buildings. Can be filled out by Maintenance Personnel. 

– Residence Facilities - Answers questions pertaining to the 
residence locations. 



What You Asked For  
Cont. 

• Surveyors can be assigned to more then one 
organization.  

• Coordinators can lock and unlock surveys from 
the coordinator area.  

• Coordinators can develop and either print reports 
or save them for the corrective actions of their 
organization. 
 



Changes (Continued) 
• The list of facilities that require an inspection has been 

shortened to buildings with higher occupancy, multiple use 
and more hazard exposure. 

• Portable and satellite buildings have been grouped with the 
main facility to minimize additional surveys. 

• Prominent buildings not found on your organization’s 
building list do not have to be surveyed. 
– As you construct new buildings and eliminate facilities, complete 

the building identification survey and submitted it to Risk 
Management for coverage purposes. 

 

Presenter
Presentation Notes
The Building Identification Survey is located on the Risk Management Website Home Page at www.risk.utah.gov 



Features 

• A new feature is the  
 “Where Am I” box. 
 If at any time you 

question where you 
are, click on this box 
to view a navigation 
diagram. 



Features (continued) 
Three helpful tools can be accessed on the left-hand 

side of each survey page: 
• FAQ – This link directs you to frequently asked questions, 

a problem solving tool that will be available for both 
coordinators and surveyors.   

• Email Risk Management - This link enables 
coordinators to contact a SIS Administrator at DRM with 
any questions or concerns about the survey. 

• Take a Survey - This link allows coordinators to access a 
survey.  You must add yourself as a surveyor if you will be 
doing surveys. 

Presenter
Presentation Notes
Features defined.
#1 FAQ     -    Frequently asked questions are a problem solving tool that will be available for both coordinators and surveyors. These questions are generated by your analysis of the system. The answers to the questions could be all you require to solve problems without additional contacts with the Risk Management or, with the surveyors, without contacting you as a coordinator for assistance. Coordinators should be capable surveyors and familiar with the surveyor portion to answer questions posed by their surveyors at various locations. 
#2 Email Risk Management    -    This button will allow a coordinator to contact a SIS Administrator at DRM with any question about the survey. Questions that the surveyors might have will have to go through the coordinator to access Risk.  Coordinators should  familiarize themselves with the survey to answer most common questions. If any pose a significant problem feel free to contact a program administrator for further assistance. We feel that we have got most of the bugs out of the system but we are sure you will find more. We appreciate your help in refining the system. Also, the changes we made this year are a direct result of your input. Please give us your suggestions for future changes. This is your survey, give us ideas that make it work for your system.
#3 Take a survey link will put you as a coordinator directly into a survey. It is important that you install yourself as a surveyor if you will be doing surveys as well. This will speed up the process and make the survey and its questions available to you at any time. You will also have assign your self to a facility and inspectable areas to get access to the questions.



Controls For Risk Management 

• We can add or delete coordinators. 
• We can access information and reports.  
• We can answer questions . 
• We can give additional training on-line or upon request. 
• We can add, delete, and modify questions, groups, 

organizations and facilities. 



Coordinator’s Role in Survey Development 

• Identify and add every Surveyor for your organization. 
• Select a facility and assign individual Surveyors. 
• Assign areas of inspection (inspectable areas) to each 

Surveyor. 
• Verify that all inspectable areas/buildings have been 

assigned. 
• Send notifications to Surveyors regarding their assigned 

buildings and inspectable areas.  
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Presentation Notes
Tips for Coordinator’s

With the higher level of security, as a coordinators, you should anticipate a much larger amount of information that will have to generated this first year. After the information has been submitted once the surveyors and inspectable areas should not have to entered for the buildings in the future.

To speed the entering process, coordinators should copy and print a list of their “survey required” facilities from step two of the instructions.

A list of facility managers, principals, custodians and departments heads should be compiled along with their e-mail addresses as possible surveyors.




The Self Inspection Survey  

   The following slides are a step-by-step 
progression of the screens that appear on the Self 
Inspection Survey. As we navigate through the 
survey, follow along on your own computer. If at 
any time you are not on the same slide, please ask 
for assistance from one of the Risk Management 
staff.  



On the internet go to the  
RISK MANAGEMENT HOME PAGE 

at www.risk.utah.gov    

Click on Self Inspection Survey Link on 
the Left Side  

http://www.risk.utah.gov/




Coordinators Log in     
Surveyors Log in 
Frequently Asked 

Questions 
Training 
Click on the Risk 

Coordinator Log-in link 
and you will be taken to 
the UMD Login page 



DTS  Department of Technology Services 
Utah Master Directory (UMD) Login Page 

UMD Security Authentication:  
 

Requesting Coordinators must be registered users of UMD 
for controlled access to Utah State Applications.  If a 
Requesting Coordinator does not have a UMD login and 
password, s/he will need to click “Create new user 
account” on the UMD login page.  Because validations of 
the requests are conducted via email, Requesting 
Coordinators must have a valid email address. Some email 
addresses take longer to validate through outside systems, 
i.e., yahoo.com, hotmail.com, etc.  



Requesting Coordinators will receive an email (same address provided) from 
UMD with an authorization code to log into the Master Directory System. This 
will give access to the State Network. The application process is the next step. 



Enter your information in the fields. A red asterisk indicates a 
required field.  The user ID field may contain any unique entry. 



Enter a unique password with a minimum of 8 characters. Any 
combination of numbers and letters may be used. 
Enter a recovery question only you will know the answer to. 
Enter the answer to the question. 
Enter your password, then enter the password again to confirm. 



Enter your information in the fields. 
Click next 



Enter your information. 
Click finish 



After the Login Function has been 
completed, the Self Inspection Screens 

Will Appear In the Following Order  
 

(The next two slides can be skipped if 
you were a coordinator last year) 



Click the “Request Access” button.  An email will 
automatically be sent to sis@utah.gov for the DRM ADMIN 
to grant access to the Requesting Coordinator.  

mailto:sis@utah.gov


The Requesting Coordinator will know the message has been 
successfully submitted via the above-shown confirmation. 



Coordinator Home Page 

• On this page you are 
welcomed as a 
coordinator. 

• If you do not have the 
list of facilities, you are 
required to survey go to 
step #2, copy and save 
the list. 

• Go back to step #1 
 Manage Surveyors. 

Presenter
Presentation Notes
Tips for Coordinators
Copy and print the facility list for future reference.



Manage / Add Surveyors 

• On this page you will add 
all of the surveyors for 
your facilities.  
– Name, phone number 

and e-mail address are 
required. 

• You can also edit any 
errors you have made. 

• You can delete a surveyor. 
• When completed go to step 

#2  Select Facility. 



 Click “Go 
To Step 2” 
to Select 
Facility 

Page 



“Where Am I’  Step 1 



Select Facility Page 

• Select a building by 
clicking on the 
radio button next to 
the desired facility.  

• You can also search 
for the facility by 
typing its name in 
the field next to 
“Facility Name”. 

• After your selection 
click Submit. 



Select 
Facility 

Submit Page 



Assign Inspection Area to a Surveyor 

• The name of the 
facility will be 
displayed with facility 
number and address.  

• From the list of 
surveyors select the 
one you would like to 
do the survey. 
– Additional surveyors 

can be added later. 
• Click Submit button to 

continue. 



Assign Inspection Areas  

• A list of inspectable 
areas will be 
displayed. 

• Select the inspection 
areas this surveyor 
will inspect.  
– Check only the areas 

that exist in the 
building and on the 
grounds. 



Special Areas 
• The Organizational Practices     

Inspectable Area should only be 
assigned to your organization’s 
administration building or home 
office. Not for each building. 



Assign Areas to a Surveyor 

• If multiple surveyors 
will be assigned to a 
facility, click on the 
radio button for the next 
surveyor and select the 
areas that s/he will 
inspect. Click “Submit”. 

• You cannot select 
multiple surveyors at 
the same time for 
different areas of a 
facility. 



Assign Inspection Areas New Surveyor 

• After the 
inspectable areas 
for the new 
surveyor have 
been selected click 
the Submit button.  



Add Surveyor Verify Inspectable Areas 

• As surveyors are added, 
the names and 
corresponding assigned 
areas will be posted on 
the screen.  
– Once all Inspection Areas 

have been assigned, you 
can go to Select Facility on 
the left hand column to 
work on another facility 
or; 

• When all assignments 
have been made move on 
to “Step Three”. 



“Where Am I” Step 2 



Verify Mandatory Inspectable Areas 

• In step #3 all facilities will 
be shown with the 
corresponding mandatory 
areas to be inspected. If a 
mandatory area has not been 
assigned, go back to step #2 
and assign that area to a 
surveyor. 

• When all mandatory areas 
have been assigned the 
facility will not be listed. 

• Move on to Step #4. 



“Where Am I”  Step 3 



Send Notification to Surveyors 

• The survey is 
ready to be taken. 
This will send an 
email to the 
surveyor with the 
facility 
information.  

• Select the 
surveyor(s) you 
want to notify and 
click the “Notify” 
button.  



Send 
Notification to 

Surveyors 



Confirm Notification of Surveyors 

• This page gives 
confirmation that the 
notification has been 
sent. If more surveyors 
must be notified click 
the “Notify More” 
button and continue. 

• When all notifications 
have been completed 
move on the Step #5. 

 



“Where Am I” Step 4 



Review Status of Your Facilities 

• Unlock and lock a 
facility survey. 

• You can unlock a 
survey that has been 
completed by a 
surveyor. Click the 
“Unlock” button. 

• Click the “Review” 
or “Cancel” button if 
desired. 



Review Status of Your Facility(s) 

    The completion status 
of each facility can be 
reviewed, including 
completed or non-
completed questions.  



You can also 
email a surveyor 
from this page by 
clicking on his or 
her name. 

Review Status of Your Facility(s) 





“Where Am I” Step 5 



REPORTS 



Coordinator 
Status 
Report 



Coordinator 
Corrective 

Action 
Report 



Thank You Again For Your Participation 
In The Self Inspection Survey Program  

All of the information you will submit will be kept in strict 
confidence by Risk Management. The data will be used to 
identify trends, generate and develop more appropriate 
training, and to research better methods process and procedures 
for safety management within all state agencies, school 
districts and charter schools. 



Contact Information 
• Jeff Rose  Program Administrator 
      Jeffrose@utah.gov  
• Mike Marshall Training 
      Mcmarshall@utah.gov  
• James Brown  Loss Control Manager/Administrator 

     Jamesbrown@utah.gov  
• Risk Phone  (801) 538-9560 

 

• Inspection Email  SIS@Utah.gov  

mailto:Jeffrose@utah.gov
mailto:Mcmarshall@utah.gov
mailto:Benelson@utah.gov
mailto:SIS@Utah.gov
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