CONDUCTING AN INSPECTION GUIDELINES

1. GENERAL


Safety inspections of the workplace are effective tools in the hazard identification process. The purpose of the inspection is to identify and assess the risk associated with hazards in the workplace and where possible recommend actions to be taken to minimise the risk. 

Inspections allow you to:- 
•
identify hazardous conditions and review hazard control measures 

•
monitor effectiveness of acceptance, by personnel, of safety practices 

•
monitor and evaluate effectiveness of health and safety practices and procedures 

•
improve health and safety practices and procedures 

•
measure safety performance 

•
check new facilities, equipment, processes 

•
collect information that identifies new safety initiatives 

•
maintain interest in health and safety through consultation 

•
display supervisory commitment to health and safety 
In addition, undertaking regular hazard inspections can have a noticeable effect on communication in the work area. They enable workers to play a more significant role in the maintenance of a safe work environment and thus help to improve and facilitate industrial relations. However, it must be recognised that the full benefit of the inspection process cannot be realised if no action is taken based on the information collected.

 2. WHO SHOULD CONDUCT INSPECTIONS
 

The inspection party should comprise: 

•
A staff member familiar with the work area, usually the relevant supervisor 

•
An employee representative, e.g. worker-elected health and safety representative* 

•
The Departmental Health and Safety Officer (DHSO) if there is one appointed 

*Health and Safety Representatives must, by law, be invited to participate in the inspection and consulted when determining priority for action and implementing control strategies. Interested employees should also be invited to participate.

 The Head of the Department/Area may wish to become directly involved or provide a nominee for the inspection party.  In large departments, particularly if they are spread over more than one location, it may be necessary to establish more than one inspection party to make better utilisation of human resources. 
Departments may decide that workers shall conduct self-inspections of their individual work areas on a regular basis and have spot-checks conducted at least three times per year by the DHSO or inspection team to monitor effectiveness. In this case the department must ensure that workers are trained in how to perform workplace inspections correctly. 
 3. WHEN TO INSPECT


The frequency of inspection is dependent upon the nature of the work place. Areas that involve high-risk activities need to be inspected more frequently. These areas should be inspected at least three times per year. Low risk areas, such as offices usually only require a six monthly inspection. The Department/Area may be divided into office, delivery, dispatch, storage and maintenance areas and inspection schedules established accordingly. 
If the equipment or layout of any work area is altered an inspection should be conducted prior to and within a week to identify any new hazards arising. 

In addition to formal inspection procedures, the supervisor should monitor the workplace on a daily basis (eg housekeeping, observation of behaviour trends) and more formally on a weekly/fortnightly routine, checking environmental conditions, lighting, aisles widths etc. Any particularly hazardous situations should be demarcated and closely monitored at all times, particularly while awaiting the implementation of effective medium to long term control measures. Inspections should be conducted when normal work practices are occurring. 

 4. HOW TO INSPECT


Prior to an inspection the inspection party should view previous inspection reports to ensure any outstanding actions have been finalised or transferred to the new form for urgent action. 

The inspection party should consider: 

•
Workplace Design (i.e. the physical workplace) 

•
Systems of Work 

•
Environment 

•
Behaviour 

The inspection party should ask themselves: 

•
What is wrong? 

•
Why is it wrong? 

•
What if such and such happened? 

 5. RECORDING AND REPORTING

 

The inspection party must record its observations during the course of the inspection. WR Rack Solutions Ltd has developed inspection checklists suitable for warehouse and archive storage areas. These should be used or adapted to suit the area(s) being inspected. Summary workplace inspection forms should be used to highlight required actions with nominated personnel identified and deadlines established.

Where possible the inspection party should include actions to be taken to resolve safety issues on the recording form and recommend an action according to agreed priorities. This not only ensures that issues raised are not forgotten, but provides a valuable reference source for spot inspection and periodic checks by the supervisor and for review by the Health and Safety Committee/steering group. 

Any issues identified that are beyond the authority, experience and/or resources of the inspection party to appropriately action should be referred to the Health and Safety Committee/steering group for resolution.

 6. REVIEW


The information obtained from regular inspections should be reviewed carefully to identify where immediate corrective action is needed, to monitor program effectiveness and to identify trends. 

As an example, analysis of inspection records over a period of time may: 

•
help establish priorities for corrective action 

•
assist in establishing or improving safe work practices 

•
identify the need for training in certain areas 

•
provide insight as to why accidents are occurring in particular areas 

•
indicate areas, equipment, etc. which may require more in-depth risk assessment. 

Nominated and competent Health and Safety supervisors should monitor inspection reports and the implementation of corrective actions to ensure adequate resources are allocated within recommended times to ensure a safe working environment.

Inspection reports must be filed with OHS committee/steering group minutes and kept for at least three years. 
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