Four Steps for Handling a Cal/OSHA or Other

Agency Inspection

As the Receptionist

The Cal/OSHA and regulatory agency inspectors usually arrive unannounced. Please do the following:

1. Ask the inspector(s) to present their credentials.

2. Upon arrival, the inspector should be referred to the key person. If the key person is present, the inspector generally will commence an opening conference.

3.  If that key person is unavailable, the inspector should be informed that the company program requires the presence of the key person and that the key person is not available.

4. The inspector should be asked to wait until the key person is available. Inspectors generally will wait for a reasonable period of time.

Five Steps for Handling a Cal/OSHA or Other

Agency Inspection
As the Responsible Safety Officer
1. Once contact is made between the inspector and the safety officer, an opening conference will be conducted to explain the purpose of the inspection.

2. Accompany the inspector throughout the inspection, keeping either handwritten or mental notes of his/her observations.

3. Pay particular attention to those items of interest to the inspector.

4. Take photographs (either during the inspection or after) of the same locations or items of interest to the inspector.

5. Formalize a report and send it to the company attorney or safety consultant after the inspection is completed. (in anticipation of an appeal or other litigation, it may be to your advantage to establish an attorney‑client relationship by communicating directly to an attorney to maintain the confidentiality of the report.)

The role of the Key Safety Officer is not to hinder the actions of the inspector, but merely to accompany the inspector throughout the inspection. It is not advisable for the key person to offer unsolicited explanations or opinions to the inspector about any situation or circumstances.

Keep in mind that the compliance unit of Cal/OSHA and other agencies are the enforcement arm of the program; they issue citations and notices of violation. Treat the inspection like an IRS audit. Respond to the questions, but only to the questions, as briefly as possible.

Several possible results may emerge from an inspection. These findings usually are informally reported at a closing conference or exit interview or may be withheld pending agency review. However, within a reasonable period, the employer usually will be advised of the following outcomes:

• No citations or violations noted.

• Citations or notices of violations.

• Request for more information or the need for a re-inspection.

If citations or notices of violation are issued, the employer should immediately inquire about right of appeal, opportunity for a meeting with the agency and other post‑violation notice rights. The system varies from agency to agency, but all have an opportunity to question the results of an inspection. Specifically for Cal/OSHA, citations must be appealed within 15 days of receipt. During this time, an informal conference may be scheduled with the Cal/OSHA district manager to attempt to resolve the matter. Employers should carefully review the citations and relevant standards and prepare well for these meetings with the agency. The likelihood of success on appeal can usually be gauged at the informal conference.
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