Safety Representative = SR and/or Representative of Employee Safety = RES

Completion of the Regulation 40 workplace “Inspection Report Form” Checklist

Part one of the inspection form will include details of: 

· The Work Site; Quarry;
· Area or section of Work Site; Quarry inspected;

· Date of the inspection;

· The names of the persons involved in the Inspection;

· Safety Representative or Representative of Employee Safety’s sign off; {see below}
· The name of the Site Manager or Deputy;

· Reference numbers for all observations; {see below}
· Report of all observations requiring attention found during the inspection and all those still outstanding;

· Manager’s comments and agreed corrective actions;

· Planned proposed completion date for the corrective actions, {agreed with the Manager}.

Part two of the inspection form will include details of:

· Date of inspection;

· Reference numbers from part 1. Observations from previous inspections that have been completed;

· Report of actions from the last inspection that have been completed and signed-off;

· Actual completion dates of the actions completed.
Or if actions are not completed

· Reference numbers of observations from part 1 previous inspections, not completed;

· Report of on-going actions from previous inspections, not completed with reasons; 

· Sign-off at the bottom of the form by the Site Manager;
· Dated.

Notes
All outstanding observations from previous inspections not completed, 
Must remain in part 1 of the report, as well as being recorded in part 2
Type or write yes or no, as applicable in the completed yes/no column

· If completed, record details, and completion date in last column

· If not completed, Manager needs to record reasons for non-completion
For all quarries’ sites, Safety Representative/Representative of Employee Safety, May complete the inspections of all areas Monthly.  Or inspect following accidents/incident (RIDDOR) reportable.
Or when members/workers raise any significant issue/s that may require an inspection.

Additional inspections may also be completed: -
· When any new plant or equipment is introduced;

· When any significant changes occur in the workplace;

The SR/RES Workplace Representative and the Manager will sign off a hard copy of the completed inspection report form, after checking the content, to ensure that it is jointly agreed, before then posting it on site notice boards for at least 28 days. 

Reference numbers on all forms, it is recommended that they include consecutively, starting with the Urgency/Importance a rating; i.e. H = high  M = medium or  L = low; then a Number of / for the issue; then the Month and finally the Year:- 
Example; (H 1/4/2011) for the first safety issue/item found, that is in this example (high risk, on the 4th Month of 2011) - (M 1/4/2011) second item found, in this example (medium risk, on the 4th Month of 2011)
Any changes to inspection reports completed by Workplace Representatives need to be agreed with Safety Representative / Representative of Employee Safety.
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