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ONGOING INSPECTIONS 

PURPOSE: To establish and maintain regularly scheduled Health & Safety Inspections, to identify and 
correct unsafe working conditions and unsafe work practices to prevent the development 
of unsafe conditions and practices, and to promote a safer working environment. 

RESPONSIBILITY: Management, who is responsible for the daily operation of the site, is also responsible for 
this policy. 

 
DEFINITION: This Policy details the requirements for a planned structure that results in frequent Health 

& Safety Inspections. 
 
GENERAL: The following list of inspections is contained in this policy: 

1. MANAGEMENT INSPECTIONS 

2. EMPLOYEE INSPECTIONS 

3. UNANNOUNCED WORKPLACE SAFETY OR OCCUPATIONAL HEALTH & SAFETY 
INSPECTIONS 

4. SPECIAL INSPECTIONS FOLLOWING AN INCIDENT OR ACCIDENT. 

TRAINING:   There is on-site training available to all employees on how to do a proper inspection and 
    the frequency of those inspections. We also provide outsourced training through AASP for 
    Managers & Supervisors.     

MANAGEMENT INSPECTIONS 

Managers are to conduct worksite tours at least monthly and to sign off on inspections that they have delegated.  

Inspection Purpose 

• To review, firsthand, the prevailing working conditions and work practices at the time of inspection; to 
identify specific Health and Safety concerns, and to assess the effectiveness of the Health and Safety 
program. 

• Demonstrate support for the Health & Safety Program and the welfare of all employees. 

• Management must record inspection comments and findings and promptly act on all issues as required. An 
Opportunity Report (see figure 7) should be filled out and assigned appropriately for all deficiencies noted.  

• The onsite inspection of rigs and crews at the prime licensee site by Swab Master Ltd. management shall be 
done randomly with no notification. 

• The Shop will be inspected by the General Manager, HS Representative, Assistant Manager or the Mechanic 
and will be documented.  

• The Office will be inspected on a quarterly basis by the Office Manager or their designee and will be 
documented.  

  
 
 See Figure 1 & Figure 2 
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Figure 1: Rig & Tank Inspection Form. To be completed by Managers monthly.  
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Figure 2: Site Inspection for the Shop & Office.  Shop inspections performed monthly by Managers, Supervisors or 
designated Workers.  Office Inspections are completed quarterly by the HS Representative or Office Manager  
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SUPERVISORS AND WORKER INSPECTIONS 

During daily operations employees are required to perform an inspection every time the Derrick is raised in the air 
as per the guidelines provided by Kodiak Engineering. 
Supervisors and Workers are to ensure all deficiencies are identified and if possible corrected by the employee. If a 
deficiency cannot be corrected on site, an Opportunity Report (figure 7) should be filled in and submitted to a 
Manager or the office as soon as possible.  Employees are to ensure the equipment and PPE is in proper state prior 
to use. 
If the employee does not understand his role or responsibility in conducting the inspections, they are to ask for 
assistance.   
Supervisors and Workers are required to perform: 

• Drivers Vehicle Inspection & Trip Report (part of the daily log) 

• Rig Manager Inspection on equipment and crew once weekly 

• RP 3.0 Level I & II completed by a Rig Supervisor when the derrick of the swab unit is raised. 

• Pre Job Safety Meetings / Field Site Inspections 
 

Figure 3: Drivers Daily Log / Drivers Vehicle Inspection & Trip Report. To be completed by all Supervisors and 
Workers on a daily basis. Drivers Daily Log to be completed every day, Driver’s Vehicle Inspection to be completed 

when working only and following guidelines as per Alberta Transportation Regulations.

  

See Figures 3, 4, 5 & 6 
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Figure 4: Rig Manager / Supervisor Inspection Form, completed weekly on the Supervisors equipment and crew. 
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Figure 5: Rig Manager / Supervisor Derrick Inspection Form completed whenever the derrick is raised on the 
swabbing unit
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Figure 6: Pre-Job Safety Meeting Report (Field Site Inspection). Used by Supervisors and Workers at each job 
location. To be completed prior to engaging in field work.  
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UNANNOUNCED WORKPLACE SAFETY OR OCCUPATIONAL HEALTH & SAFETY 
INSPECTIONS/AUDITS 

Management responsible for the day-to-day operations of the company and or his designee will accompany the 
outside inspector. 
 
Inspection Purpose 

• To ensure knowledgeable management persons accompany inspectors arriving on site unannounced 
from outside government agencies such as Occupational Health and Safety, etc. 

• Management shall keep notes during the inspection and arrange for the prompt correction of 
deficient conditions found by an inspector in the area. 

• Management shall review the inspectors report, determine appropriate inspection report responses, 
and issue compliance letters where required.  These letters shall be forwarded to the agencies. 

• Copies of inspection reports shall be maintained on file along with the compliance letters and copies 
shall be posted in accordance with agency regulations where applicable. 

 

INSPECTIONS FOLLOWING AN INCIDENT/ACCIDENT 

Composition 
The inspection team will consist of the following persons: 

a) The General Manager and/or Assistant Manager and the HS Representative of Swab Master Ltd. 
b) Employee/employees involved in the incident/accident 
c) Other persons as directed by Occupational Health and Safety regulations where applicable. 

 
Inspection Purpose 

• To preserve life and property. 

• Prevent further incidents, damage, injury, or other similar downgrading incident. 

• Preserve evidence at the accident scene (where applicable, for police, Occupational Health and 
Safety, etc.) 

• Render conditions at the scene safe and harmless. 

• Notify those persons where applicable in accordance with Emergency Response policy. 

• Determine root causes of incident or accident, and initiate prompt remedial action to prevent similar 
incidents. 

• Conduct a detailed accident/incident investigation and complete required accident/incident report. 

• Distribute the accident/incident report to necessary organizations and individuals. 
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PROCESS AND SCHEDULING 

The purpose of an inspection is to: 

• Identify existing workplace hazards 

• Identify potential workplace hazards 

• Reinforce and promote safe work practices 

• Identify Company policy and procedure violations 

• Monitor control mechanisms 

• Ensure corrective measures have been implemented 

• Confirm training was effective 

• Identify possible training initiatives 
 
Informal inspections are an observation done on a daily basis. An Opportunity Report (Figure 7) should be 
completed if they show us the following: 

• Identifying Unsafe Acts 
a) Failure to warn 
b) Working at unsafe speeds 
c) Making safety devices inoperative 
d) Using unsafe equipment or not using equipment in a safe manner 
e) Unsafe loading, placing, mixing etc. 
f) Unsafe positions or postures 
g) Working on moving or dangerous equipment 
h) Horseplay 
i) Failure to use safe attire or PPE 

 
• Identifying Unsafe Conditions 

a) Improper guarding 
b) Defective Material 
c) Hazardous arrangements and storage 
d) Improper illumination 
e) Improper ventilation 
f) Unsafe dress and apparel 
g) Unsafe design or construction 
h) Unguarded 

 
The following table identifies each type of inspection we complete at Swab Master Ltd. and how frequently that 
inspection should occur.  

 

DAILY WEEKLY MONTHLY QUARTERLY ANNUALLY 

Drivers Vehicle 
Inspection* 

Rig Manager / 
Supervisor Inspection 

Rig & Tank Manager 
Inspection 

Office Inspection 
Safety Program 

Inspection 

Pre-Job Safety 
Meeting (Field Site 

Inspection) * 
 Shop Inspection 

Management 
Inspection 

Hazard Matrix 
Review & Inspection 

Derrick Inspection *     

     

 
*If required. If the workers and equipment are not “working” that day, then the inspection is not done. 

  

Inspections are not done to find 
mistakes and point fingers but to 

prevent incidents or accidents and 
are used as a learning tool for 

everyone. 
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PROCEDURE: 

1. Complete your inspection as per the training you were given.  
2. Identify existing or potential hazards, unsafe work practices, faulty equipment, etc.  
3. After identification of faults, errors or hazards has been made, fill out an Opportunity Report and submit it 

to your manager or the office.  
4. Submit your inspection report to the office for management approval & follow up.  

 
 

Figure 7: Opportunity Report. Used to report, track and complete defects or faults. These reports are 
tracked by the coding on the bottom right-hand side. Do not use duplicated forms. Safety issues, hazard 
identification, process errors, vehicle defects, vehicle maintenance needed, tool defects or maintenance, 

document errors, shop problems or training deficiencies should all be reported on this form.  It is 
imperative that this form is submitted as soon as possible so follow up and correction of an issue can be 

completed in a timely manner. 


