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	<<Insert Company Name here>> Health and Safety Program

	SUBJECT:  WORKPLACE INSPECTIONS
	Date of Issue:

	APPROVED BY:
	Review/Revision Date

	SCOPE:  All Workplace Parties
	POLICY NO:


Purpose


To enable the organization to improve occupational health and safety performance by providing a format for ensuring that workplace inspections are conducted in a proactive and consistent manner.
Scope


This policy applies to all workplace parties. 
Policy


<<Organization name>> recognizes all workplace parties have a role in identifying and eliminating actual and/or potential hazards associated with people, equipment, materials, environment and processes through the workplace inspection process. 

Definitions


Hazard - Any real or potential condition, practice, behavior, act or thing that can be a source of potential harm to a worker or damage to or loss of equipment, property or the environment. 

Risk - The chance of injury or loss as measured by a combination of the likelihood of the occurrence and the severity of an adverse effect to health, property, the environment or other things of value as a result of the occurrence. 

Workplace - Any land, premises, location or thing at, upon, in or near which a worker works.

Workplace inspection - A systematic appraisal of the workplace and all applicable work practices.

Roles and Responsibilities


Employer

· Implement the workplace safety inspection process and ensure inspections are being completed as prescribed. 
· Provide the designated representative with the required information and assistance they may require for the purpose of carrying out an inspection of the workplace.
· Ensure all inspection reports are reviewed by senior management and that hazards identified are corrected and controlled.
Supervisors/Managers

· Conduct planned and unplanned workplace inspections and ensure corrective action is taken to address any hazards identified.  Make available documentation of planned and unplanned workplace inspections in accordance with this policy.

· Cooperate with any persons performing a workplace inspection. 

· Where possible, participate in the Health and Safety Representative/Joint Health and Safety Committee (H&S Rep./JHSC)  inspection process. 

· Review and ensure all items identified on the Workplace Inspection Report are addressed in a timely manner by initiating the appropriate correction action.

· Discuss the results of the inspections and the corrective actions taken with workers.

· Ensure that workers have completed pre-use inspections in accordance with designated departmental written procedures.

Health and Safety Representative/Joint Health & Safety Committee 
· H&S Rep./JHSC worker member will perform workplace inspections every month to Identify situations that may be a source of danger or hazard to workers. 

· Members of the JHSC representing workers may appoint a worker member to inspect the physical condition of the workplace and if possible, the  member shall be certified.
· H&S Rep./JHSC worker member will make recommendations to the employer for workplace improvements to protect worker health and safety.

· A schedule for workplace inspections will be written, posted and followed.

· Inspections will be completed using the approved inspection documentation process.

· Completed inspection reports will be forwarded to management for review and response as necessary.

· The H&S Rep./ JHSC members who perform the inspection are also required to report any situations identified as a potential or an actual source of danger or hazard to workers and the committee. They are required to consider that information within a reasonable period of time.

· The H&S Rep./ JHSC members can obtain information from the employer respecting:
· The identification of potential or existing hazards of materials, processes or equipment, and

· Health and safety experience and work practices and standards in similar or other industries of which the constructor or employer has knowledge.

Workers

· Cooperate with any persons performing a workplace inspection. 

· Ensure hazards identified are communicated to their supervisor

· Complete pre-use inspections in accordance with designated departmental written procedures

Procedures
Health and Safety Representative/Joint Health & Safety Committee Inspections

· The H&S Rep./JHSC has the legislate authority to inspect the workplace at least once a month for the purpose of identifying hazards and making recommendations for their control.

· The work environment and work procedures of each work location are to be inspected.
· This inspection is to identify, eliminate, and/or minimize unsafe conditions such as those associated with: falls, strains (e.g., improper lifting techniques), falling or moving objects, electrical shocks, vehicle safety, chemical injuries, workplace violence and physical interventions. 
· The inspection schedule will be posted at each location in a conspicuous area at the beginning of each year and will include the name(s) of the inspector(s)
· The recommended process for completing a monthly workplace inspection is as follows:

a. Preparing for Inspections
1. Review the following to establish priorities and inspection focus:

· Injury demographics

· Worker incident reports

· Previous workplace inspection records

· Results of previous inspections

· Ministry of Labour reports/inspections, if any

· Applicable organizational policies and procedures

· Review control measures, emergency procedures and protective equipment being used

· Plan and review the inspection route

2. Inform the manager/supervisor or designate of the location when the inspection is to take place and invite them to participate in the inspection process. The inspector(s) are to confirm with the manager/supervisor suitable access to all area and the need for any necessary protective equipment. 

3. Ensure there are adequate copies of the Monthly Workplace Inspection Checklist (Refer to Appendix A  Monthly Workplace Inspection Checklist)  for the location being inspected . 

4. Each location should develop and review its own workplace inspection checklist that takes into account situations and hazards specific to that area.

b. Conducting the Inspection

1. Inspections must be performed by a H&S Rep. or worker representative of the JHSC. A management representative of the committee may accompany the worker representative and inspect the work environment as a team.

2. Inspections are to be documented on using the Monthly Workplace Inspection Checklist. 
3. During the inspection, the inspectors will:

· Record any hazardous conditions or acts observed

· Inspection should include all areas, even those not occupied by workers full-time.

· Speak with workers and supervisors to gather any information regarding hazardous conditions or actions they may have knowledge of.

· Where immediate corrective action is required, contact the manager/supervisor or their designate. Immediately deal with high-risk hazards before anyone can get hurt. Note the corrective action taken.

· Make a note of successes during the inspection; positive feedback encourages safe work practices

· Focus on fact finding and  issues related to workplace health and safety 
· If the manager/supervisor or their designate did not participate in the inspection, consult them before leaving the location or as soon as reasonably practicable (within 24 hours). Report all identified hazards and make note of any corrective actions that have been put in place.

c. Completing Inspection Report

1. The Monthly Workplace Inspection Report must be completed following the inspection and signed by the inspector(s) performing the inspection. (Refer to Appendix B: Monthly Workplace Inspection Report). 
2. A copy of the report will be posted in a conspicuous location. 

3. Additional copies of the report and recommendations will also be distributed within 7 days of inspection completion to managers/supervisors responsible for implementing corrective measures. 

4. A copy of the report will also be distributed to the JHSC, where applicable, for review. 

d. Follow-Up/Monitoring

1. The inspector(s) will discuss and agree upon a date and time to meet and follow up on corrective actions taken to eliminate the identified hazard noted during the inspection, if deemed necessary. 

2. In cases where an item(s) from the inspection have not been addressed in a reasonable time period, the H&S Rep/JHSC will contact the manager/supervisor or their designate. 

3. In cases where an item(s) from the inspection have not been addressed in a reasonable time period by the manager/supervisor or their designate, communication with the next level of management from the H&S Rep./ JHSC requesting corrective action will occur.

4. Review and update hazard assessments as required.
Management Inspections

The Occupational Health and Safety Act places general responsibility on supervisors to inform workers of any hazards, actual or potential, in the workplace and to take every precaution reasonable in the circumstances for the protection of workers. Managers/supervisors will be involved in identifying hazards at their location though planned and unplanned inspections. This activity is one of the best ways to demonstrate and prove due diligence and compliance with applicable health and safety legislation.

a. Planned Inspections

1. Planned management inspections will be conducted on a regular basis ( e.g. every three months) by all management on a regular basis as determined by senior management.
2. Planned management inspections will be documented and signed upon completion. The checklist should be reviewed and revised on a regular basis to ensure it reflects current workplace conditions and practices.

3. All reports must be forwarded to the next level of management to sign-off that the inspection was completed in compliance with this policy. 

b. Unplanned Inspection

1. Unplanned management inspections are undertaken to monitor the workplace on a daily/weekly/bi-weekly basis (e.g., housekeeping and observing behaviour trends). This can include spot inspections of a specific hazard on a random basis. 

2. A logbook for unplanned inspections with a record of the date, time, findings, corrective action and a signature are required to fulfill the necessary documentation requirements.

c. Pre-Use Inspections

1. A list of equipment requiring pre-use inspections will be developed and reviewed annually in conjunction with the H&S Rep./JHSC.

2. A schedule for pre-use equipment inspections identifying person(s) responsible and frequency of inspections will be developed and reviewed annually in conjunction with the H&S Rep./JHSC.

3. A standard recording form or process will we developed and reviewed annually in conjunction with the H&S Rep./JHSC and will include remedial and corrective actions taken when deficiencies are identified.

4. This form will be used with all Pre-Use inspections and reviewed by the management to ensure necessary corrective action has been taken

5. All equipment must be inspected prior to beginning of work with the equipment. This includes ensuring that equipment is operating effectively, that machine guards are in place and used appropriately and that equipment has been safely stored. This applies to machines, equipment or systems that come with a high risk for causing injury if they are not in proper working order. Such Equipment includes but is not limited to:

i. Mobile equipment – forklifts/aerial lifts, client-handling equipment, loaders, skidders, grounds keeping equipment
ii. Production Equipment – lathes, drills, saws, punch/drill presses, conveyor systems

iii. Other equipment – personal protective equipment, mixers, fryers, slicers
Communication

All workers, students, contractors and volunteers will be made aware of the Workplace Inspections Procedure and their role as it relates to workplace inspections and recognizing, assessing and controlling hazards.

Supervisors/Managers will communicate this procedure using the following methods  

· Orientation

· Staff meeting

· Postings 

· Newsletters 

· Email notifications

Training


All workplace parties who conduct formal workplace inspections will be trained on their responsibilities and on how to complete the workplace inspection. Training will include inspection techniques and hazard recognition, assessment and control. 

Documentation of training will be maintained by the organization.
Evaluation


<<Organization Name>> shall undertake, and review annually, health and safety policies and procedures currently in place. Amendments to health and safety policies and procedures will be done in conjunction with the H&S Rep./Joint Health & Safety Committee. When a policy change occurs, the revised policy, with the revision date, will be issued. 

Forms
 
Appendix A: Monthly Workplace Inspection Checklist

Appendix B: Monthly Workplace Inspection Report

References


Occupational Health and Safety Act 

Highway Traffic Act

WSIB Workwell Templates

.
   Appendix A: Monthly Workplace Inspection Checklist.
	Facility/Section/Area:

	Name of Executive/Manager/Supervisor:

	Date of Inspection:

	Date of Next Inspection:

	1. GENERAL

	
	Yes,
No
N/A
	Risk Assessment
	Hazard
Identified
	Recommended
Corrective Action
	Date Action Completed

	Is there a health and safety policy that is reviewed annually and is posted?
	
	
	
	
	

	Is senior management committed to the health and safety program?
	
	
	
	
	

	In staff meetings, is health and safety an agenda item?
	
	
	
	
	

	Are workers encouraged to participate in health and safety?
	
	
	
	
	

	Are all managers/supervisors trained in Occupational Health and Safety competency?
	
	
	
	
	

	Is there a Joint Health and Safety Committee or Health and Safety Representative?
	
	
	
	
	

	Are the names of committee members or representative posted?
	
	
	
	
	

	Is there a health & safety bulletin board?
	
	
	
	
	

	Are workers consulted regarding health & safety issues?
	
	
	
	
	

	Are all accident/incident/hazards reported, recorded and investigated?
	
	
	
	
	

	Is there an Early and Safe Return To Work program?

	
	
	
	
	

	2. FIRE & EMERGENCY MANAGEMENT

	Are plans in place for the emergency evacuation of staff, patients/residents, family members and the public, including casualties?
	
	
	
	
	

	Is there a regular program and routine inplace to periodically inspect the readiness and quality of emergency equipment and personal protective equipment?
	
	
	
	
	

	If emergency codes are used, do staff know the codes and the associated procedures?
	
	
	
	
	

	Are plans and procedures in place to deal with all identified emergencies?
	
	
	
	
	

	Are trained personnel available to provide on-site a emergency response?
	
	
	
	
	

	Are the lines of communication clearly defined for receiving and giving accurate and timely information, internally and externally?
	
	
	
	
	

	Is there a current written procedure for fan-out (call) system? Has it been tested?
	
	
	
	
	

	Are there any compliance guidelines for the Ontario Fire Code and the Ontario Building Code?
	
	
	
	
	

	Are fire exits clearly marked and easily identifiable, with doors self-closing?
	
	
	
	
	

	Are fire exits free from obstruction?
	
	
	
	
	

	Do all windows and doors open easily?
	
	
	
	
	

	Are all stairways and hallways clear of storage?
	
	
	
	
	

	Can a worker cite when the last fire drill occurred? Is relevant training up to date?

	
	
	
	
	

	Are fire wardens appointed and properly trained?
	
	
	
	
	

	Are fire extinguishers readily available?
	
	
	
	
	

	Are the fire extinguishers suitable for the type of fire hazard?
	
	
	
	
	

	Are fire extinguishers checked and tag initialed?
	
	
	
	
	

	Are panic bars on emergency doors working?
	
	
	
	
	

	Is a fire sprinkler system installed?
	
	
	
	
	

	Are fire sprinklers unobstructed?
	
	
	
	
	

	Are there carbon monoxide detectors where applicable?
	
	
	
	
	

	Are there smoke alarms/heat sensors in areas without a sprinkler system?
	
	
	
	
	

	Are smoke alarms/heat sensors present where there are no sprinkler systems?
	
	
	
	
	

	Are flammable materials properly stored?
	
	
	
	
	

	3. FIRST AID

	Is there a first aid kit available for all workers?
	
	
	
	
	

	Is there a record of all first aid treatments?
	
	
	
	
	

	Are names of certified workers posted?
	
	
	
	
	

	Are first aid kits stocked as per Reg. 1101?
	
	
	
	
	

	Are first aid kits readily available?
	
	
	
	
	

	Are there sufficient numbers of first aid kits?
	
	
	
	
	

	4. LIGHTING

	Are all areas adequately lit?

	
	
	
	
	

	Is the emergency lighting system adequately maintained/battery charged?
	
	
	
	
	

	Are light fixtures clean and in good repair?
	
	
	
	
	

	Are fire exit signs lit, bulbs working?
	
	
	
	
	

	5. WORKSTATIONS / OFFICE AREAS

	Are there adequate workstations available?
	
	
	
	
	

	Do any jobs require physical demand analysis?
	
	
	
	
	

	Is the physical space adequate for the tasks being performed?
	
	
	
	
	

	Is temperature kept at minimum 18°C?
	
	
	
	
	

	All cords secure/area free of trip hazards?
	
	
	
	
	

	All electrical cords in good repair/not frayed?
	
	
	
	
	

	Are file cabinets secure, with no risk of units tipping from top-heavy drawers?
	
	
	
	
	

	Are carpeted areas in good repair?
	
	
	
	
	

	Is air exchange sufficient/no complaints about poor air quality?
	
	
	
	
	

	Are constant-use items within easy reach?
	
	
	
	
	

	Are workstations/work areas free of clutter and trip hazards?
	
	
	
	
	

	Does the chair provide proper posture/support to the individual?
	
	
	
	
	

	Is the chair adjustable?
	
	
	
	
	

	Is the noise level from the equipment acceptable?
	
	
	
	
	

	6. KITCHEN

	Are there guards on large food processing equipment such as mixers, slicers etc.?
	
	
	
	
	

	Are the floors clean and in good repair?
	
	
	
	
	

	Are knives sharp and in a secure area?
	
	
	
	
	

	Are flammables (spray cans of oil) stored away from fryers?
	
	
	
	
	

	Are safe food handling practices followed?
	
	
	
	
	

	Have any workers received a food handler certification?
	
	
	
	
	

	Is the kitchen equipment maintained in good repair? 

Are maintenance records available? 

Are machines on stable surfaces?
	
	
	
	
	

	Is personal protective equipment in good repair, clean and available?
	
	
	
	
	

	Is all electrical equipment CSA/Hydro approved?
	
	
	
	
	

	Are ventilation temperatures adequate?
	
	
	
	
	

	7. HAZARDOUS SUBSTANCES

	Is there a current inventory of all hazardous substances/consumer products?
	
	
	
	
	

	Are all staff members trained in WHMIS/consumer products?
	
	
	
	
	

	Are material safety data sheets current and readily available?
	
	
	
	
	

	Are all containers adequately labelled?
	
	
	
	
	

	Are all chemicals safely stored?
	
	
	
	
	

	Are appropriate controls on place for handling or using hazardous chemicals?
	
	
	
	
	

	Are there adequate eyewash stations and deluge showers?
	
	
	
	
	

	Are staff members aware of emergency procedures?
	
	
	
	
	

	8. PERSONAL PROTECTIVE EQUIPMENT (PPE)

	Is the workplace continuously assessed for hazards that require the use of PPE?
	
	
	
	
	

	Is training provided on the correct use and maintenance of PPE?
	
	
	
	
	

	Are the workers fit-tested for respirators?
	
	
	
	
	

	Are approved respirators available?
	
	
	
	
	

	Is all personal protective equipment maintained in a sanitary condition?
	
	
	
	
	

	Is PPE worn in designated areas/tasks?
	
	
	
	
	


	9. GENERAL FACILITY EQUIPMENT

	Is adequate equipment available for use when required?
	
	
	
	
	

	Is all equipment in working order?
	
	
	
	
	

	Is there a preventative maintenance schedule for:
	
	
	
	
	

	• Beds
	
	
	
	
	

	• Carts
	
	
	
	
	

	• Washer, dryer
	
	
	
	
	

	• Stove
	
	
	
	
	

	• Dishwasher
	
	
	
	
	

	• Oven
	
	
	
	
	

	• Microwave
	
	
	
	
	

	Is there any requirement for pre-use inspections?
	
	
	
	
	

	Do lock out/tag out procedures exist, and are workers aware of them?
	
	
	
	
	

	10. ORGANIZATIONAL TRAINING

	Is health and safety included in orientation training for all workers?
	
	
	
	
	

	Is fire safety training delivered?
	
	
	
	
	

	Are policies and procedures in place?
	
	
	
	
	

	Are health and safety representatives/committee members adequately trained?
	
	
	
	
	

	Are training records maintained for OHS training?
	
	
	
	
	

	11. UNSAFE WORK PROCEDURES

	Are workers aware of their roles and responsibilities?
	
	
	
	
	

	Are unsafe work practices documented and reported?
	
	
	
	
	

	Can the workers cite their organizational health and safety standards?
	
	
	
	
	

	Is there a confined space policy?
	
	
	
	
	

	12. MATERIALS & CLIENT HANDLING

	Is there a client handling policy and program?
	
	
	
	
	

	Is there a musculoskeletal disorder prevention policy and program?
	
	
	
	
	

	Are the staff members trained in safe client handling techniques and back care?
	
	
	
	
	

	Can the need to lift, carry push or drag heavy loads be eliminated?
	
	
	
	
	

	Can the need for prolonged bending, reaching and twisting be eliminated?
	
	
	
	
	

	Are material and equipment stored at the appropriate height?
	
	
	
	
	

	Are workers trained to recognize MSD hazards, to use good body mechanics, and to adopt neutral work postures?
	
	
	
	
	

	Do any jobs require a physical demands analysis (PDA)?

	
	
	
	
	

	13. INFECTION PREVENTION and CONTROL

	Is there an infection control policy and program?
	
	
	
	
	

	Is there an organizational pandemic plan?
	
	
	
	
	

	Are staff members aware of the infection control procedures and are they following them?
	
	
	
	
	

	Are policies current, have staff been trained, and is information available and/or posted regarding:
	
	
	
	
	

	• Daily health checks
	
	
	
	
	

	• Health records
	
	
	
	
	

	• Exclusion
	
	
	
	
	

	• Emergency numbers
	
	
	
	
	

	• Outbreak plan
	
	
	
	
	

	• Reportable disease list
	
	
	
	
	

	• Communicable disease information
	
	
	
	
	

	• Use, dilution of disinfectant
	
	
	
	
	

	• Proper handwashing techniques
	
	
	
	
	

	• Body fluid spill
	
	
	
	
	

	• Standard/universal precautions
	
	
	
	
	


	Are there procedures to monitor the attendance record to identify clusters of illness?
	
	
	
	
	

	Is immunization current and have workers been vaccinated for:
	
	
	
	
	

	• Varicella (chickenpox)
	
	
	
	
	

	• Hepatitis A and B
	
	
	
	
	

	• MMR
	
	
	
	
	

	• Diphtheria/tetanus
	
	
	
	
	

	• Influenza
	
	
	
	
	

	Is the infection control policy reviewed annually?
	
	
	
	
	

	Are Standard/universal precautions practiced?
	
	
	
	
	

	Is a hand sink available and equipped?
	
	
	
	
	

	Are non-latex/powder-free latex gloves available?
	
	
	
	
	

	If sharps are used, what are the criteria used to select the sharps?
	
	
	
	
	

	Are there appropriate waste disposal procedures?
	
	
	
	
	

	14. SLIPS, TRIPS & FALLS

	Is there a footwear policy?
	
	
	
	
	

	Are floors free of tripping hazards?
	
	
	
	
	

	Are signs posted for elevated surfaces?
	
	
	
	
	

	Where stairs or doors exit into an area of traffic, are adequate warning signs provided?
	
	
	
	
	

	Is furniture arranged to prevent obstacles?
	
	
	
	
	

	Are doors unobstructed by mats?
	
	
	
	
	

	Are walkways kept clear so they are not a source of trip/slip hazards?
	
	
	
	
	

	15. WORKPLACE VIOLENCE

	Is there an organizational violence prevention policy and a resident aggression policy?
	
	
	
	
	

	Are there any crisis prevention and communication strategies?
	
	
	
	
	

	Are front-line staff exposed to workplace violence/aggression?

	
	
	
	
	

	Is there a need for training in appropriate crisis prevention/dementia care strategies?
	
	
	
	
	

	Are there documented reporting procedures?
	
	
	
	
	

	Is there a program lead?
	
	
	
	
	

	16. PSYCHOSOCIAL STRESS

	Have any workplace perception surveys been conducted? Were results communicated to workers?
	
	
	
	
	

	Are there any unaddressed worker health and safety concerns?
	
	
	
	
	

	Is there a high rate of absenteeism?
	
	
	
	
	

	Do workers feel fatigued, overworked or stressed?
	
	
	
	
	

	Is there an worker support program (e.g. EAP)?
	
	
	
	
	

	Is there a high of job dissatisfaction?
	
	
	
	
	

	17. OTHERS

	
	Yes,
No
N/A
	Risk Assessment
	Hazard
Identified
	Recommended
Corrective Action
	Date Action Completed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix B: Monthly Workplace Inspection Report
Inspection Location: 



Date of Inspection




Department/Areas Covered: 

Time of Inspection: 




	Observations
	For Future Follow-up 

	Item and Location
	Hazard(s) Observed
	Repeat Item 
Y / N
	Priority 
A/B/C
	Recommended Action
	Responsible Person
	Action Taken
	Date

	
	 
	 
	 
	 
	 


	 
	 
	


Copies to (for action): 



Inspected by:




Copies to (for information): 
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Legend for Hazard Classification





A= Critical – Immediate Action


B= Urgent – action within 24-72 Hours


C= Serious – Action within 5 days








Section HS-10

Page 1
4950 Yonge Street, Suite 1505. Toronto, ON, M2N 6K1 | T 416-250-7444 |1-877-250-7444 | F 416-250-7484 |


Template © 2013 Public Services Health and Safety Association
18 | Page

