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Objective: This process depicts the stages involved in health & safety inspections from the initial scheduling stage through to reporting stage.
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Health and Safety Unit draws up the
annual inspection schedule in
conjunction with departments. Additional
inspections may be carried out upon
department requests.

Health and Safety Unit and Head of Department or their alternate meet on date
agreed to carry out inspection. Areas inspected include:

Outstanding issues from previous inspections

Local Safety Statement and risk assessments

Work processes

General work areas

Identify strengths and weaknesses of internal controls
Collect data

Ensure that all findings are factual

The relevant inspection checklist (SF010/011:
workshop, lab/office) is completed during the
inspection to develop a complete list of findings for the
inspection report (SF040)

The Health and Safety Unit completes the inspection
report (SF040) and sends a copy to the relevant
HOD. A copy of report is uploaded to the Health and
Safety Unit SharePoint.

The report highlights the requirement for an action
plan and recommended completion dates

Department advises the
<« Safety Unit on the action f<&
plan progress
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