
INSPECTIONS TRAINING
• SECTION 1 : PROCESS & SCHEDULE

• SECTION 2 : MANAGEMENT

• SECTION 3 : SUPERVISORS & WORKERS
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Section 1 : Process & Schedule

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

All employees of Swab Master Ltd. are responsible for some type of 

inspections. Management, Supervisors and Workers all play an important role in 

the inspection process. 
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Informal inspections are an observation done on a daily basis. An Opportunity Report 

should be completed if they show us the following:

Identifying Unsafe Acts

• Failure to warn

• Working at unsafe speeds

• Making safety devices inoperative

• Using unsafe equipment or not using equipment in a safe manner

• Unsafe loading, placing, mixing etc.

• Unsafe positions or postures

• Working on moving or dangerous equipment

• Horseplay

• Failure to use safe attire or PPE

Identifying Unsafe Conditions

• Improper guarding

• Defective Material

• Hazardous arrangements and storage

• Improper illumination

• Improper ventilation

• Unsafe dress and apparel

• Unsafe design or construction

• Unguarded
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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

Hazard Matrix 
Review & Inspection

Derrick 
Inspection *

The following table identifies each type of inspection we complete at 

Swab Master Ltd. and how frequently that inspection should occur. 

*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: 
• Complete your inspection as per the training you were given. 

• Identify existing or potential hazards, unsafe work practices, faulty equipment, etc. 

• After identification of faults, errors or hazards has been made, fill out an Opportunity 

Report and submit it to your manager or the office. 

• Submit your inspection report to the office for management approval & follow up. 

The 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



SWAB MASTER LTD. – INSPECTIONS TRAINING

Section 2 : Management Inspections

 Management inspections include:

• Shop / Office Inspections – a general 

inspection of the facilities, tools, 

equipment and work practices within the 

main location.

• Field Site Inspections – a general 

inspection of the rig, tank and crew 

practices while on the prime licensee site
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Rig & Tank Inspection Form. To be completed by Managers monthly.
Site Inspection for the Shop & Office.  Shop inspections performed monthly 

by Managers, Supervisors or designated Workers.  Office Inspections are 

completed quarterly by the Safety Coordinator or Office Manager
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Section 3 : Supervisors & Workers

Supervisors and Workers are required to perform the 

following inspections:

• 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

If the employee does not understand their role or responsibility in 

conducting the inspections they are to ask for assistance. 
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DRIVERS DAILY LOG & VEHICLE & TRIP REPORT

As per Transport Canada regulations, Swab Master Ltd. uses 

ELDs (Electronic Logging Devices) through the Motive 

Technologies Drivers App and Admin website for all our 

daily log and trip report requirements for our drivers and 

company. As a driver of a commercial vehicle, at a minimum, 

you must fill out a daily log each day that accounts for all 

your on-duty time and off duty time for that day. When 

driving a commercial vehicle, you must first complete a Pre-

Trip report located on the electronic log for that applicable 

day. A supervisor will help you download the app onto a 

cellular device and show you how to use it in conjunction 

with the information you will learn by taking the required 

Hours of Service course during the on-boarding process.

Examples of the Drivers Daily Log and Driver’s Vehicle 

Inspection Report are found on the next 2 pages.
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Drivers Daily Log
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Driver’s Vehicle 

Inspection Report
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Rig Manager / Supervisor Inspection

This inspection is to be completed 

weekly. 

The Rig Supervisor should do an 

inspection of their crew, the 

equipment they are running (including 

Rig, Tank & Pickup), any safety 

equipment they have and that they 

have all the proper forms necessary 

for documentation.
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Derrick Inspections

The Derrick Inspection is to be 

performed by the Rig Supervisor 

whenever the derrick is raised on 

the swabbing rig. 

This guideline has been provided 

to us by Kodiak Engineering. 
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Pre-Job Safety Meetings

The Pre-Job Safety Meeting is 

held in the field by the Rig 

Supervisor.  They are to be done 

for each and every field job at 

each location.

The workers and all 

representatives from the prime 

licensee should be present at this 

meeting. 

We identify this process as an 

inspection because it is used to 

inspect the individual site and 

identify any particular hazards 

associated with the site or the 

work being performed. 
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UNANNOUNCED WORKPLACE SAFETY OR OH&S INSPECTIONS/AUDITS

• Management will be responsible for accompanying the outside 

inspector / auditor

• All employees are to cooperate in any way with the inspection process. 

INSPECTIONS FOLLOWING AN INCIDENT/ACCIDENT

The inspection team will consist of the following persons:

a) The General Manager and/or Assistant Manager and the Safety Coordinator 

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.
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