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Aim
The Workplace Health and Safety Inspection program is a periodic inspection of the workplace conducted by management and staff representatives to identify and mitigate risk and hazards in the workplace.  The responsibility for immediately reporting workplace risk and hazards is not diminished by this program and further supports a culture of “See something – Say Something”.

Objective
Implementation of the program and subsequent periodical inspections will ensure that hazards identified during this process are, where practicable, eliminated at the source.  Risk or hazards identified through this process requiring time or budget allocation, will be tracked and actioned in accordance with accepted guidelines and agreed timeframes.

Responsibility
It is the responsibility of management to ensure that periodical inspections of Council-controlled workplaces are completed and appropriate actions are taken.
When considering appropriate measures to control the risk, the hierarchy of controls must be addressed in the following order:

1.	Elimination of the hazard or, if not practicable, 

2.         Substitution of a substance or hazardous process with one known to be less   harmful.

3.	Engineering control changing the process, equipment or tools.  ie., machine guarding, isolation of the process, use of mechanical aids.

4.	Administrative controls introducing and maintaining work practices which reduce risk by
limiting exposure of an employee.

5.	Personal protective equipment and clothing (PPEC) should be used to protect the employee when the above methods have not reduced the risk to an acceptable level or standard.





Inspection Guidelines.

Step 1.	Inspection documentation will be supplied to the Manager / Team Leader by the Health & Health & Safety Representative (HSR) at agreed intervals.  
	
Step 2.	Together with the HSR of the Designated Workgroup ( DWG ), the Manager or HSR must, in consultation, complete all relevant sections of the inspection and, where possible, jointly agree on corrective actions and timeframes.  

Step 3.	Items identified must be prioritised, addressed or scheduled for remedial action in a manner and timeframe consistent with the level and severity of risk. The item/s is/are to be entered on the corporate Incident, Near Miss and Hazard Reporting System (Elumina) for monitoring and recording purposes. 
  
Step 4.	The completed inspection and summary pages must be sent to the Risk & OHS Unit for  recording purposes.

Note: Contentious items identified during this process will be assessed by the Health and Safety Consultant, prioritised and where applicable, and a date set for rectification.  The required action and timeframe will be communicated to the inspection team.









	Venue / Workgroup
	


	Location / Level
	Manager/Team Leader
	Inspection Date:




	
	Yes
	No
	N/A
	Action / Comments


	Is there a high standard of housekeeping maintained in and surrounding the office? 
	
	
	
	

	Are items of equipment and chemicals stored safely?
	
	
	
	

	Are Safety Data Sheets available for chemicals held in storage?
	
	
	
	

	Lighting levels appear adequate? (internal & external)
	
	
	
	

	Are Parking Allocations / Restrictions being observed?
	
	
	
	


	Is security of doors, windows and equipment cages adequate?
	
	
	
	

	Is access and egress clear of obstruction and appropriately signed?
	
	
	
	

	Are Stairs and handrails in a serviceable / safe condition?
	
	
	
	

	Are the fire fighting appliances signed, accessible and are they regularly maintained?  ( i.e. Six monthly intervals)
	
	
	
	

	Are electrical appliances, equipment and leads in safe condition? Note excessive use of power boards, adaptors and cable management 
	
	
	
	

	Are portable electrical equipment, power leads and appliances tested and within testing schedules (i.e within next test date)?
	
	
	
	

	Are the floor surfaces and coverings adequate and safe? Note the use of PVC type floor mats which may be inappropriate and dangerous
	
	
	
	




	
	Yes
	No
	N/A
	Action / Comments


	Are the heating and cooling systems serviceable?
	
	
	
	

	Is furniture safe and adequate for the purpose?
	
	
	
	

	Is there a First Aid Cabinet / Box and are the contents appropriate? (check last service date is within 6 months)
	
	
	
	

	Where applicable, is the Defibrillator battery indicator showing charged (√ )  ?
	
	
	
	

	Is CPR and Defibrillator operational signage displayed and in serviceable condition?
	
	
	
	

	Are Kitchen  / Staff Areas maintained to a safe and healthy standard
	
	
	
	

	Are the toilet facilities maintained to a safe and healthy standard?
	
	
	
	

	Are the following documents displayed?
Are the Documents Current?
· Emergency Procedures
· VWA “If you are injured” Wall chart
· Designated First Aiders 
· Are OHS Representatives identified and contact details displayed?
· OH&S Policy Statement 
	
	
	
	

	Is the COVIDSafe Plan up to date with current department of health directions?
	
	
	
	

	Are COVID-19 protocols in place;
· Hand sanitiser
· Floors markings
· Signage
· QR Coding
	
	
	
	

	Is Service or People Lift serviceable?
	
	
	
	

	Are Mechanical Aids available for use?
Ladder / Step Ladder / Trolley / Hand truck
	
	
	
	

	Is Protective Equipment available?
Gloves / Safety Glasses / Masks / Other
	
	
	
	

	Other Comments / Observations


	
	
	
	



Workplace Health & Safety Inspection Summary

	
Area of Inspection:

	Date of Inspection:

	Inspection Team:




	Management Representative (print name):
	Signature: 
	Date:

	HSR or Staff member (print name):

	
	

	Manager (print name):
	
	

	Risk & OHS Unit member (print name):
	
	












	
Improvement Opportunity Identified:




	Corrective Actions Required:




	Action Assigned to:

	By When: 
	Date Completed:

	
	
	

	Improvement Opportunity Identified:




	Corrective Actions Required:




	Action Assigned to:

	By When: 
	Date Completed:

		
	
	

	Improvement Opportunity Identified:




	Corrective Actions Required:




	Action Assigned to:

	By When: 
	Date Completed:

	
	
	

	Improvement Opportunity Identified:




	Corrective Actions Required:




	Action Assigned to:

	By When: 
	Date Completed:
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