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Purpose
Properly conducting workplace inspections is an essential part of Insert company’s health and safety program. This policy outlines how workplace inspections shall be conducted, who will be performing the inspections, and how often they should occur.

Scope
This procedure covers all documentation relevant to workplace inspections and applies to every employee who is involved in the workplace inspection process.

Legislation 
Occupational Health and Safety Act – O. Reg. s. 9 (23)(26)

Roles and Responsibilities
Senior Management:
· Participate in workplace inspections as required.
· Ensure that legislated inspections are conducted at a minimum.
· Support the resolution of items identified during workplace inspections by allocating resources to address corrective actions.
Supervisors:
· Conducting workplace inspections as required.
· Follow up on the status of outstanding items discovered in previous workplace inspections.
· Communicate workplace inspection results with workers. 
· Engage with workers during workplace inspections.
Workers: 
· Participate in the workplace inspection process where appropriate.
· Read inspection reports when they are posted or communicated in any other manner. 
Joint Health and Safety Committee / Health and Safety Representatives:
· Support the inspection process and procedure.
· Ensure hazards identified during inspections are captured in the hazard reporting risk registry/list. 
· Report to senior management on the status of new, outstanding, and resolved issues discovered during the inspection process. 
· Conduct workplace inspections as required – Including records and reporting documents. 
· Follow up inspections with meetings and ensure progress towards the resolution of issues.
· Seek Senior Management intervention and support. 

Definitions 
Inspection 
A workplace inspection is a planned event in which the workplace is inspected to identify potential hazards. 
Jobsite
A designated area where work takes place. 

Procedure 
When performing a general inspection, the following steps should be taken:
· Walk around the area under inspection. Check the working environment and equipment using the applicable department Inspection Checklist form (any problems not listed on the checklist should also be noted).
· Check to see if employees are working safely, according to the procedure, and that the work area is free from hazards.
· Ensure employee contacts/observations are made with at least one or more workers during each inspection.
· Ask employees if they have any concerns about hazards in their work area to report and record their input as applicable. Record any contact with employees.  Observe employees to identify if policies and procedures are being followed and report/correct them as necessary.
· Use positive reinforcement when you encounter positive and safe work habits and safe work areas.
· Note hazards, including undesirable housekeeping, poor job practices, or any other unsatisfactory or substandard conditions.
· Be sure to record all inspection activities including activities observed, when, where, and who performed the inspection, and always ensure items that need to be addressed are followed up on. All action items resulting from an inspection should also be recorded, the inspection action items should be marked complete once appropriate to do so.

Legislated Workplace Inspection Procedure (JHSC/HSR)

· The Joint Health and Safety Committee should ensure the following steps are steps taken when it comes to legislation health and safety inspections:
· Develop and post an annual inspection schedule (as per the Occupational Health and Safety Act (OHSA) Section 9(28) and 8(8). Be sure to include dates and assign inspectors. 
· Inspections of the workplace are to be conducted monthly.
· Complete the inspection at least one week prior to the quarterly Joint Health and Safety Committee meetings or Health and Safety Representative and Manager Meetings.
· Each inspection is to be performed jointly by two JHSC members (one management and one worker member). Or Health and Safety Representative and a Supervisor. An inspection can only be performed if there is a working member present to conduct the inspection.
· Walk around the area under inspection. Check the working environment and equipment using the JHSC Workplace Inspection Checklist form (any problems not listed on the checklist should also be noted).
· Inspect areas subject to repeated injuries or health/illness complaints.
· Check to see that problems identified during the last inspection have been resolved.
· Make sure all required OHSA and WSIB materials are posted.
· Speak to workers and supervisors, ask if they have any hazards to report and record their input as applicable.
· Observe workers to determine if policies and procedures are being followed and identify any necessary revisions.  Ensure that employees are operating and maintaining equipment according to their safety training.




Training
All applicable training will be conducted in-house by either Senior Management, Supervision or 3rd Party Consultant and shall consist of: 
· Review of Policy, Procedure, and Forms.
· Inspection process.
· Completion of inspection reports.
· Hazard recognition techniques. 
Resources 
Occupational Health and Safety Act.
Insert company Health and Safety Manual. 


Dated at _________________________this ________ day of ____________, 20___.     
 

______________________________                        __________________________   
                    Signature                                                                      Witness

_______________________________   		   ___________________________
                Name & Title (please print)                                            Name




	Continuous Improvement Review Tracking

	Date of Review/Change
	Notes
	Name of Reviewer

	
	
	

	
	
	

	
	
	




BE CAREFUL OF ALL DATES:
	DO NOT USE OLD INCORRECTLY DATED DOCUMENTS
ALL DATES MUST BE IN CHRONILOGICAL ORDER: policy, communicate, train, evaluate, act


WSIB GUIDELINE 2023:
[image: A document with text on it

Description automatically generated]

[image: A white background with black text

Description automatically generated]


2

image1.png
Workplace inspections

A hazard is anything (e.g., chemicals, moving vehicles, etc.) that can hurt workers (injury),
‘make them sick (ilness) or cause property damage.

Recommended prerequisite(s):

None
Summary:

Workplace inspections help identify potential hazards and risks in the workplace and can help
prevent incidents, injuries or ilnesses.

In Ontario, the Occupational Health and Safety Act outines when workplace inspections must
occur. To ensure inspections are complete they should consider cheical, physical, biological,
musculoskeletal, safety and psychological hazards in the workplace.

Requirements:

‘Your business will establish, implement, monitor and maintain a written procedure for workplace
inspections.
‘The written procedure wil:
 explain the purpose of workplace inspections.
 assign roles and responsibities for workplace inspections.
« identfy legal requirements for workplace inspections (e.g., Joint Health and Safety
Committeefworker representative)
 identify the training that those with responsibily for workplace inspections will receive
 identfy areas and equipment to be inspected
 establish when and how often inspections are conducted
* establish standard documentation for recording inspection findings which includes:
o the name of the person(s) who completed the inspection
o the date of inspection
o the locations/equipment inspected
o acomprehensive list of tems to check
o documentation of any concers raised from interviews or through observations made
during the inspection
© descriptions and locations of identified hazar(s)
© amethod for prioritzing any hazards identified through an inspection (examples: A,
B, Cor high, medium, low)
o recommendations for correcting any hazards
o date when hazards were corrected
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o management sign-off
establish who receives the inspection record, who is responsible for correcting any
hazards and the expected timeframes

require a review of the hazard listregistry, f one exists, post inspection to determine if
this needs to be updated

identify how long and where inspection records willbe kept

estabiish how employees will be informed of the resuls of workplace inspections and
made aware of what changes or steps were taken to correct any issues

define a review period for the procedure (e.g. annual, bi-annual)

“Pre-use inspections are included in the pre-use inspection topic. You are not required to
repeatthis work.




