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	Tool Control
	
	
	

	The inventory for each work area is established and accounts for all tools, medical equipment, culinary equipment, and cleaning equipment.
	
	
	[bookmark: Text2]     

	The check in/out system for tools is being utilized for all tools, medical equipment, culinary equipment, and cleaning equipment.
	
	
	     

	All tools so adaptable are displayed on shadow boards.
	
	
	     

	Tools not adaptable to Shadow Boards will be stored in locked drawers, cabinets, or chests, and secure in a designated tool area.
	
	
	     

	All area Weekly Tool Reports are submitted to the Tool Control Officer.
	
	
	     

	Tools are permanently marked for identification purposes with a work area ID and a sequential number (exception: small fragile tools).
	
	
	     

	The Tool Receiving Log is completed for the appropriate area when new tools are received. The Tool Receiving Log is maintained in the Tool Control file.
	
	
	     

	A copy of the Tool Receiving Log is forwarded to the work area supervisor and is filed in the work area.
	
	
	     

	All tools are securely stored within the assigned work area.
	
	
	     

	The Tool Control Officer maintains a copy of the Lost Tool Report in the Tool Control file.
	
	
	     

	Unserviceable tools are turned in and replaced utilizing the Tool Turn-in Receipt form.
	
	
	     

	Medical Equipment Control
	
	
	

	The inventory is established and accounts for all medical equipment.
	
	
	     

	The check in/out system for medical equipment is being utilized according to policy.
	
	
	     

	Only the required amount of medical equipment is maintained in the work area.
	
	
	     

	Only the minimum number of disposable medical equipment (syringes and needles) for operation of the health services unit is maintained for daily use.
	
	
	     

	The work area supervisor submits a Weekly Tool Report to the Tool Control Officer.
	
	
	     

	All tools are securely stored within the assigned work area.
	
	
	     

	Culinary Equipment Control
	
	
	

	The Tool Control Officer and work area supervisor maintain a current copy of the culinary equipment inventory.
	
	
	     

	Eating utensils (sporks) issued to youth are accounted for each meal using the Culinary Equipment Tracking Form.
	
	
	     

	The inventory is established and accounts for all culinary equipment.
	
	
	     

	The check in/out system for culinary equipment is being utilized according to policy.
	
	
	     

	The work area supervisor submits a Weekly Tool Report to the Tool Control Officer.
	
	
	     

	All tools are securely stored within the assigned work area.
	
	
	     



