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	1.  Introduction
	Inspections of the workplace/work environments assist in the identification of hazards. Once sources of risk are identified they can be assessed and resolved in accordance with OHS program procedures.

	2.  Purpose
	High standards of OHS housekeeping, including a general standard of cleanliness and tidiness, are essential to a healthy and safe working environment. Through regular inspections, staff can pickup on issues of risk in a proactive manner rather than reactive through incidents of injury. 

	3.  Scope
	All business units of BBC must perform routine workplace inspections:

· Facility of less than 20 employee’s = At least quarterly inspections

· Facility of greater than 20 persons = At least monthly inspections.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Manager
	OHS Representative
	Employee

	5.1  Develop Schedule
	Develop a Schedule / calendar for workplace inspections for the year.
	Assist in development of calendar.
	Comply to schedule of inspections.

	5.2  Nominate Persons
	Nominate appropriate persons to conduct
	Assist in implementation of schedule & train/supervise persons in conducting inspections.
	Participate as required.

	5.3  Conduct Inspection
	· Utilise appropriate checklist, for example, general workplace inspection checklist, motor vehicle checklist etc
· Consult with persons in the work environment;
· Assess and Prioritise risk for priority

· Formulate action plan for correction and implement within an acceptable timeframe
	Participate as requested – conducting the workplace inspections is a valuable learning tool for OHS.

	5.4 Document & Report Discrepancies
	· Consult and action where possible in the control of issues raised.

· Where issues require Executive input, mediate on behalf of the employee and OHS Representative.
	· All Resolved and Unresolved items identified shall be reported on the action sheet of the inspection tool and reviewed at the next meeting of Staff / Site OHS committee as applicable

· Publicise changes to workplace practice / procedure if applicable
	If the hazard can be resolved at a local level between the employee and their Manager(s), this should be done.

	5.5 Evaluate Actions
	Give constructive feedback to the staff in regards to Did the “fix” eliminate or control the hazard.


	6.  Accountability 
	Managers
	OHS Representative
	Employees

	
	· Will ensure that workplace inspections are carried out in accordance with the schedule.

· Encourage the documenting and pro active reporting of all sources of risk.

Where a hazard is deemed unresolvable the OHS Representative or Manager may activate the OHS Issue Resolution Procedure.
	· Will assist the Manager in the review and follow up of issues raised during inspections.

· Table all inspections at the OHS committee meeting.

Where a hazard is deemed unresolvable the OHS Representative or Manager may activate the OHS Issue Resolution Procedure
	· Where possible, will take immediate action to eliminate identified hazards

· Report Hazards to their Manager for follow up.

Participate in workplace inspections

	7.  Training
	Managers
	OHS Representative & Committee Members Employees

	
	Will receive training on the principles of hazard identification and techniques of assessment, risk prioritising and methods of resolution using the hierarchy of controls.
	Will receive training information on the principles of hazard identification and techniques of assessment, risk prioritising and methods of resolution using the Hierarchy of Controls. (Safety rules booklets)


	8.  Performance Indicators & Audit records
	Percentage of issues identified versus number of issue resolutions

· Inspection schedule

· Completed workplace inspections & outcome plans.


	9.  Related       Forms &       Templates


	OHS 10.2.9.1 OHS Workplace Inspection - General

OHS 10.2.1.1Hazard Alert Form

OHS 10.2.1.2 Risk Grading Matrix

OHS 10.2.1.4 Hazard Register Template 


	10.  Record Keeping
	All Reports should be kept for a period of 7 years


	11.  Legislation References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	OHS Act 2000 – Consultation Regulations

OHS Regulation 2001 
OHS (Manual Handling) Regulation 2001

OHS (Plant) Regulations 2001

OHS (Noise) Regulation 2001 

OHS (Asbestos Dust) Regulations 2001

OHS (Asbestos Removal Work) Regulations 2001

	Queensland
	Workplace Health & safety Act 1995

Workplace Health & safety Regulation 1997

	South Australia
	Occupational Health, Safety and Welfare Act, 1986

Occupational Health, Safety and Welfare Regulations 1995

	Western Australia
	Occupational Safety & Health Act 1984

Occupational Safety & Health Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & safety Regulations 1991

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002
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