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	Chubb Construction Risk Engineering
DIAGNOSTIC TUNE-UP (DTU)

Instructions for Completion



	Components


There are two components of the DTU:

· Cultural Assessment – Contractor Baseline (xls) and Shop Drawing (doc)

· Injury & Illness Program – Program Evaluation (xls) and Shop Drawing (doc)

Components can be completed as separate products, or combined as a single product.

	Completing Spreadsheets (xls)


WARNING:  You can rename the Word files, but DO NOT RENAME THE EXCEL FILES.  If you do, they will no longer be linked to the Word file, and the product will not work properly.

1. Save a copy of these files to a directory (e.g. Ranger Construction DTU).  Open and complete the Excel spreadsheets (xls) first.

2. There are two types of fields: drop downs (which allow you to select from a short list) and fill-in (only for items such as names and dates).  All other portions automatically fill-in and are locked.
To navigate between the tabs, use the hyperlinks or click on the tabs at the bottom.  The tabs, description, and instructions each spreadsheet is as follows:

	BASELINE CULTURAL ASSESSMENT (XLS)

	Tab
	Description
	Instructions

	Title
	Title or “header” of report
	Dropdown to select SIC; Fill-in Name and Date Completed

	Overview
	Introduction to DTU
	No Action – Tab is locked

	Management Commitment
	38 questions
	Select answers to each question using one of three options on a drop down menu

	Fall Management
	13 questions
	

	Subcontractor Selection/Management
	17 questions
	

	Automobile Safety
	16 questions
	

	Quality Assuring/Quality Control
	14 questions
	

	Substance Abuse
	17 questions
	

	Other Exposures and Controls
	32 questions – Claims Management; Traffic Safety; Relationship Potential; Training and Education; Industrial Hygiene
	

	Summary
	Numeric and graphical views of results
	No Action – fields automatically filled in.  Tab is locked


	INJURY/ILLNESS PREVENTION PROGRAMS (XLS)

	Tab
	Description
	Instructions

	Title
	Title or “header” of report
	Dropdown to select SIC; Fill-in Name and Date Completed

	Overview
	Introduction to DTU
	No Action – Tab is locked

	Administration, Training, and Communication
	6, 10, and 3 questions
	Select answers to each question using one of three options on a drop down menu

	Planning and Procedures
	6 and 16 questions
	

	Documentation and Subcontractors
	3 and 11 questions
	

	Accountability and Specialized Programs
	2 and 14 questions
	

	Summary
	Numeric and graphical views of results
	No Action – fields automatically filled in.  Tab is locked


Scoring.  Each question is worth 1 point.  The percentage of questions answered affirmatively for each section is provided based on the points available (e.g. questions marked “N/A” are not counted).

The Overall Rating is based on the total of questions answered affirmatively for all sections divided by the total points available (excluding “N/A”).

	Completing Word Files (doc)


NOTES:

1. You must complete the spreadsheets before completing the Word files.
2. Word files must be in the same directory as the Excel spreadsheet files.
3.  You may save the Word file with a different file name (but NOT the spreadsheet).

1. Upon opening the Word file, the following pop-up box will appear:
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Click YES.  This will update the Excel spreadsheet showing the Summary in the Word file.  Word will ask these each time you open this file.  If you change the spreadsheet later, you’ll need to say YES again when you reopen the Word file so it can update the Summary table in the Word file.
2. Complete the header information – Company name; date; and your name.

3. Based on the results of the spreadsheet, complete the Strengths, Limitations, and Enhancement Recommendations sections in narrative format.
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