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1.
PURPOSE

1.1
The purpose of this procedure is to ensure that safety and environmental inspections performed by federal, state, or local authorities are conducted appropriately according to legal requirements.
2.
SCOPE

2.1
This procedure is designed for management, supervisors, and employees receiving the initial presentation of the compliance inspector.
NOTE:  In Washington, the Washington State Department of Labor and Industries (DOSH) has jurisdiction.  In all other states where Management Services Northwest, Inc. conducts operations federal OSHA has jurisdiction.
3.
RESPONSIBILITY

3.1
Managers shall be responsible for ensuring that these procedures are followed by supervisors or employees and that the interests of the company are maintained during the inspection process.
3.2
Supervisors shall ensure that safety is maintained during an inspection and that the employees cooperate with the compliance officer according to the program and applicable regulations.
3.3
Employees shall supply an employee representative to accompany the compliance officer during the inspection and to continue normal equipment operations in a safe manner.
3.4
The Safety Department shall develop and maintain the Federal and State Safety, Health, and Environmental Inspection Procedure.
4.
OBJECTIVE

4.1
The objective of this program is to provide guidelines and procedures to monitor federal, state and local environmental, safety, and health inspections of Management Services Northwest, Inc. property and equipment.
5.
PROCEDURE

5.1
Initial presentation
5.1.1
Upon arrival of an environmental or safety compliance officer, the following steps shall be taken:

5.1.1.1
The compliance officer's credentials shall be requested and inspected.

5.1.1.2
The Safety Department and the employee’s supervisor shall be notified immediately. 

5.1.1.3
The compliance officer shall be advised that the Safety Department has been notified and a representative shall be made available. The Safety Department may delegate this task, depending upon the situation, but shall direct actions by phone.

5.1.1.4
If available, a management employee shall accompany the compliance officer throughout the inspection. 

5.1.2
If the inspection is the result of an employee complaint, the following steps shall be taken:

5.1.2.1
A copy of the complaint shall be obtained during the opening conference (see Section 5.3.) 

5.1.2.2
A request shall be made for the inspector to limit the inspection to the purpose or area he/she announces in the opening conference or in response to a request by Company representatives to limit the inspection to the stated purpose. 

5.2
Inspector's credentials

5.2.1
The DOSH/OSHA representative shall carry Federal/State Department of Labor and Industries credentials bearing his/her photograph and a serial number that can be verified by phoning the nearest DOSH/OSHA office. Anyone trying to collect a penalty or to promote the sale of a product or service is not a compliance officer, law enforcement shall be notified.
5.3
Opening conference

5.3.1
The opening conference is a brief meeting to inform the company of the purpose and scope of the inspection. If the inspection is being started because of a complaint, a copy of the complaint shall be requested. The compliance officer shall have a valid reason for any inspection. If there are reservations about the officer’s stated purpose, the Safety Department shall be contacted for advice.

5.3.2
The inspector may request an employee representative. Management has little to say in appointing one. Usually an employee elected by the employees shall accompany the inspector.
5.3.3
Third party representatives, such as union business agents or others not employed by Management Services Northwest, Inc., shall not be allowed.

5.3.4
The compliance officer will ask to see the OSHA Form 300 log of occupational injuries and illnesses, individual accident reports, material safety data sheets, or records of medical examinations. Failure to produce such documents may result in a citation. However, access to confidential, privileged, trade-secret, or attorney-client privileged files or information shall not be given to the inspector voluntarily.

5.3.5
The inspector may also ask to see Safety Committee minutes, checklists, safety program plans, etc. Access to any such documents shall not be allowed without prior approval from the Safety Department.

5.4
Inspection tour

5.4.1
After the opening conference and inspection of records, the inspector, management representative, and employee representative shall proceed to inspect the agreed upon work area for compliance with DOSH/OSHA and environmental standards. The route and duration of the inspection shall be determined by the compliance officer. 
5.4.2
The inspector may talk in private with individual employees, as well as employee representatives, concerning working conditions as long as it does not interfere with normal operations or the employee's safety.

5.4.3
Photographs and/or video may be taken by the compliance officer to record apparent violations or other hazardous conditions. If the inspector's photograph seems inappropriate because of an improper camera angle which neglects to show an operator's normal work station or exaggerates exposure allegations, the inspector's error shall be documented. The error shall also be pointed out, if requested.

5.4.4
During the inspection, the inspector shall comply with safety rules and regulations, including wearing the required personal protective equipment.

5.4.5
During the inspection, Company representatives shall provide common courtesies and cooperation. A good faith effort shall be made to correct deficiencies on the spot.

5.4.6
Guesses on past employee exposures or when the equipment was last used shall not be made.

5.4.7
The compliance officer shall document inspection movements (with times) and discussions, as well as inspection errors and lack of measurements or instrument calibrations.

5.5
Closing conference

5.5.1
At the conclusion of the inspection, a closing conference shall be held. Both employer and employee representatives shall participate in the conference.

5.5.2
The inspector shall indicate the standards which may have been violated and provide copies of the standard, if requested.

5.5.3
A reasonable time frame for compliance shall be agreed upon only if the representatives are authorized to do so. For uncertain abatement projects or dates, indicate to the compliance officer that further approval on such items or dates shall be required.

5.5.4
Conference discussions shall be documented for Company corporate attorneys and the Safety Department. For appealed citations or penalties, a confidential attorney-client, work product-product investigation file shall be set up for communicating with corporate attorneys. Any confidential statements taken shall also go in these separately maintained files.

5.6
Citations and penalties

5.6.1
Upon receipt of the citation, the Safety Department shall be contacted to assist with required posting and abatement activities. A copy of the citation shall be forwarded to the Safety Department.

5.6.2
Appeal of the citation contesting extension of abatement date shall be discussed and coordinated with the Safety Department.

6.
RECORDS

6.1
Notes and other documentation from walkthroughs, interviews, and opening and closing conferences, including photographs shall be maintained by Safety Department for one year.
6.2
Citations received shall be maintained by Safety Department for five years.
6.3
Copies of follow-up correspondence from or to the inspector or agency shall be maintained by Safety Department for five years.
6.4
Any other applicable supporting documentation, such as but not limited to, training records, supervisors' logs, medical reports, safety inspection records, and safety meeting minutes, shall be maintained by Safety Department and/or Human Resources for five years.
