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13.1 Introduction 
 
An important element of every OHS Program is the regular inspection of work spaces.  Workplace 
inspections help prevent injuries and illness.  Senior Directors, Deans, Directors, Chairs, Supervisors and 
Managers are responsible to ensure that inspections occur as required.   
 
Inspections are observational tours of the workplace for the purpose of determining the level of 
compliance with established standards for hazard controls, safe work practices, job procedures and 
safety rules.  Workplace Safety Inspections should be seen as a proactive technique for: 

 

 monitoring the workplace; 

 identifying unsafe acts and/or conditions (including the effects of change which may produce a 
hazard which had not been previously identified); and 

 confirming that existing controls are working. 
 
Inspections shall be undertaken based on the nature and extent of the identified hazards and risks. 
 

13.2 ����������ǯ������������������������������� 
 
To assist Managers, Chairs, safety committees and inspection teams, an inspection checklist has been 
developed.  This checklist can be modified as required.  The checklist can be found at the end of this 
chapter of the OHS Program.   Checklists have also been created for laboratories, classrooms, 
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Inspections may be as informal as walking around the workplace at the start of a shift to see that all 
health and safety hazards are properly controlled before work begins.  This allows potential problems to 
be identified and corrected between formal planned inspections.  Informal inspections should be done 
on a daily or weekly basis. 
 
Formal inspections are planned inspections carried out on a periodic basis, documenting the inspection 
and findings, and assigning responsibility for correction of any deficiencies noted in the inspection.   
 

13.4
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13.6.1 Guidelines for Conducting an Inspection 
 

 Review previous inspection reports; 

 follow up to ensure any deficiencies noted in previous inspection reports have been 
corrected; 

 look at the entrances and exits, the floor, the ceiling, each wall, the furnishings, the 
equipment, the stored materials, etc. of the area being inspected.  look over, under, 
around, inside, etc.; 

 inspect specialty areas such as photocopy rooms, file rooms, storage rooms, 
boardrooms, etc.; 

 observe activities of employees; 

 check for chemical, physical, biological, ergonomic and psycho-social hazards; 

 examine all aspects of the work activity including the product, process, place and 
people; 

 look for deviations from accepted standards or work practices; 

 identify to the person in charge the need for immediate corrective action where there is 
imminent danger; 

 record all unsafe acts and conditions; identify deficiencies or violations, rather than 
individual employees; 

 assign responsibility for corrective action and a date for follow-up; 

 distribute and file copies of the inspection report as required. 
 

13.6.2 Review of Inspection Reports 
 

Information obtained from regular inspections should be reviewed carefully, with incident 
reports, to identify trends and help monitor the effectiveness of the program.  Over time, this 
review will help: 

 

 identify why incidents are occurring in certain areas; 

 establish priorities for corrective action; 

 identify effectiveness of, or the need to improve, safe work practices and procedures; 

 identify areas, equipment, etc., that may require more in-depth hazard analysis; 

 identify the need for training in specific areas. 
 

13.7 Documentation  
 
Inspection records, (hard copies or electronic) including checklists, forms, photos, actions required, 
recommendations, and prompts for follow up, etc., must be maintained.  Some records must be 
maintained for specific time periods as per specific legislative requirements.  For example, the 
Occupational Safety General Regulations require that records of inspections and repairs to hoists and 
rigging hardware must be maintained for five years. 
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13.8 Other Inspections 
 
Fire extinguishers are inspected annually by an external company and weekly by the University’s 
Security personnel.  The OHS Bulletin Board is inspected monthly by the OHS Office.  First aid kits, 
provided through the University’s First Aid Program, are inspected by designated first aid providers, 
and/or the Science Safety Technician, where appropriate.  Other Departments or Faculties who supply 
additional first aid kits are to assign responsibility for the inspection of first aid kits.  Employees are to 
inspect Personal Protective Equipment (PPE) daily before using.  Pre-trip inspections, commonly called 
circle-checks, of vehicles must occur before using the vehicle.    
 

13.9 Additional Evaluations for Special Circumstances 
 

The Inspection Checklists(s) covers the most frequently occurring hazards, and can be customized for 
the different locations.  However, during the inspection, the inspector may notice something that 
requires a further, more specialized evaluation or which is beyond the inspector’s expertise.  Such things 
include a more detailed evaluation of electrical systems, fire prevention, building code requirements, 
office ergonomics or indoor air quality, ventilation studies, thermal environment evaluations, testing for 
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Item 
Specific 
Location 

Rating 
Action Required/Comment 

Corrected Date Corrected 
or Reason Not 
Corrected S U N/A Yes No 

First aid and medical response activities, including inspecting and replenishing first aid kits, are being managed by several 






