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AUDIT/INSPECTION PROGRAM


Purpose:

We can only prevent accidents when we are able to both recognize and control the situations that may lead to accidents.  It is the responsibility of every person on a job site to be aware of the conditions of that site.  Within our company, all supervisors must complete a weekly written job site audit.  An audit form is attached to this program.  Occasionally, some job sites may require that safety audits be conducted on their own safety form.  To reduce paperwork, either form may be used.  Copies of all completed safety audits shall be sent to the safety office.  The Safety Coordinator shall review audit forms and ensure that appropriate corrective action has been taken for any violation.  The Safety Coordinator shall also ensure that senior company management is aware of any ongoing issues during regular staff meetings.  The audit forms do have a location where they are to be signed by a manager.  This helps to ensure that upper management is aware of issues arising during safety audits.
This program ensures that all employees are aware of site conditions and are actively enforcing safety rules.  The purpose of the audit is to both identify and correct hazards at the job site.  An audit serves no purpose if no action is taken to correct issues.  On every written safety audit, the auditor should identify what action was taken to correct any identified situation.
The process of identifying hazards through self-inspection must be expanded beyond those normally associated with employee injury in order to obtain the maximum benefit. It must be clearly understood that the intent is to correct any problem, which interferes with the most efficient use of time, materials and equipment as well as safety. Most accidents are caused by the behaviors of workers, and not actual physical conditions.  It, therefore, becomes the responsibility of the supervisor or manager to manage the actions of their employees.  For example: if an auditor finds a worker using a broken ladder, they should not just write “broken ladder” of their audit, but instead identify who was using the ladder and ensure that the employees understands ladder safety rules.
General:

All supervisors/managers are responsible for conducting job site inspections.  These inspections shall be conducted at least weekly and shall include items such as operations, methods, work areas, and equipment.  The job site inspection checklist, attached to this program, should be used.  All supervisors are trained in the proper way to conduct an inspection.  They shall also accompany a previously trained inspector on at least one job site inspection prior to conducting their own.

All hazards or issues identified during the inspection shall be addressed.  The supervisor shall take immediate action to correct any deficiencies noted on the inspection.  Where long-term correction or policy changes are required, the supervisor shall bring the issue to the attention of the company Safety Coordinator.

The Occupational Safety and Health Administration looks at these requirements as the minimum to maintaining an effective safety program.  As a company, we expect all supervisors and managers to perform weekly documented safety audits.  Copies of these audits shall be sent to the Safety Coordinator and kept on file to show a regular history of completion.  The company Safety Coordinator shall also review these audits to ensure adequate corrective actions have been taken.  Failure to complete these audits by any supervisor shall result in negative performance evaluations and possible discipline.

Steps for Conducting an Inspection:

All job site inspections must be documented.  All corrective actions must be noted.  The following steps are provided to help guide supervisors in conducting an effective audit.

1. Prepare for the audit (Know what you are looking for)

2. Review incident reports to determine where and how injuries have occurred before.

3. Review past audit reports to identify the problems that have been previously observed, or which tend to recur.

4. Know company rules and standards for employee behavior and performance.

5. Review maintenance work orders to determine operations or equipment requiring more frequent observation due to breakdowns or other problems.

6. Involve other employees.  Hourly employees are the best resources we have when it comes to evaluating working conditions.  They are active on the job site everyday, and know best where problems may occur.

Corrective actions:

The purpose of an audit is to ensure that we are maintaining a safe workplace.  When deficiencies are found, they must be corrected.  There are often a variety of ways that problems can be corrected.  It is up to the supervisor to decide the best method for correcting the problem. In doing so, the supervisor shall consider the following:

1. Can we eliminate the substance, material or procedure?

2. Can substitute something less hazardous that will do the job just as well?

3. Do we need to protect people through use of protective equipment such as goggles, gloves, and respirators?

4. Is it possible to isolate the operation, process or equipment away from personnel or other equipment?

5. Can the item be repaired?

6. Should the item be replaced?

7. Will a guard correct the situation?

8. Do we need to develop a rule or standard?

9. Can we improve on employee training?

10. Is discipline necessary?

In all cases, supervisors must take some level of immediate corrective action.  If the problem cannot be corrected immediately, the supervisor must take some intermediate action to control the hazard while more permanent controls are implemented.  If the corrective action that is needed exceeds the supervisor’s authority, he/she must immediately communicate the condition along with recommendations to management.  All supervisors are required to follow-up personally whenever the corrective action is beyond their authority or is delegated to others. This will ensure that the appropriate action is indeed implemented.  The company Safety Coordinator will monitor the effectiveness of this auditing program by conducting regular audits and randomly accompanying supervisors on their inspections.

Job Site Self Inspection

(Complete and return to the main office.)

Job No.


Job Name







Inspected By




Date






Note:  Supervisors are required to complete audits at least weekly.  The items provided on this form are to be used as a general guide only; supervisors are to address all appropriate OSHA items as well as behavior issues on each audit.

	Item
	Ok
	Needs Action (Specify)
	Action Complete (date)

	1. Job site postings (i.e. OSHA poster, 300 log, signs, emergency #’s) 
	
	
	

	2. Fire Prevention (extinguishers charged, no smoking signs posted, flammables properly stored, etc.)
	
	
	

	3. Vehicles (inc. forklift and crane: working properly, daily inspections performed, etc.)
	
	
	

	4. First Aid equipment (on site, in proper storage, well stocked, trained person on site, etc.)
	
	
	

	5. Electrical (temporary wiring, extension cords in good condition, GFCI’s used, wires not run thru doors and windows, etc.)
	
	
	

	6. Hand and power tools (guards in place, condition good, used properly, etc.)
	
	
	

	7. Housekeeping (area clean, aisles clear, no protruding nails or trip hazards, etc.)
	
	
	

	8. Sanitation (bathrooms provided, potable water labeled and provided, hand washing facilities, etc.)
	
	
	

	9. PPE (provided as needed, being worn, properly stored, etc.)
	
	
	

	10. Ladders (properly stored, inspected, used)
	
	
	

	11. Fall protection (used at all areas over 6’, properly tied off, equipment inspected, etc.)
	
	
	

	12. Excavations (properly shored, daily inspections conducted, spoils back from edge, etc.)
	
	
	

	13. Hot Work (welding in safe area, cylinders stored and secured, fire extinguishers, PPE, etc.)
	
	
	

	14. Hazard Communication (all chemicals labeled and properly stored, MSDS in site, etc.)
	
	
	

	15. Other: (Note)


	
	
	


Other:  Behavior issues observed during audit: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please utilize the space below to provide comments regarding conditions/issues found during the audit:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please provide details on corrective actions that have been taken related to this audit:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If follow up action is required, please indicate the date for follow up: ______________________

Signature of Auditor:
____________________________
Date: ________________

Signature of other employees participating in the audit:

_________________________
_________________________
_________________________
_________________________
_________________________
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