Proper Documentation of Job hazards and Corrective Action 
by Shirley Caraveo, M.S. Safety

Job hazard inspection is a standing requirement within the Injury and Illness Prevention Plan standard. (Cal/OSHA 3203); whether the business is a low, moderate or high hazard operation.   The higher hazard operations are those with a greater risk of causing injury, illness or death to the individual employee engaged in those operations, or to other surrounding employees. 

Cal/OSHA has assessed hazards such as: 
· welding, and 
· fall standard (working at elevations),
more extensively to better protect individuals in the workplace. 
In addition, Cal/OSHA has framed its regulations to focus in on specific types of operations. It maintains the General Industry Safety Orders, for instance, which is more geared toward fixed site manufacturing operations than other safety orders. 

Keep in mind that each operation carries its own hazard level and needs to be defined in terms of each employer’s specific operations. Though Cal/OSHA’s aim is to address each type of hazard on its face, it is up to each employer to personalize it’s Injury and Illness Prevention Program to address the actual level of hazard in each of its operations. 

It is because the risk level varies from operation-to-operation, that the Cal/OSHA regulations are so extensive. 

 Regulation Requirement to Inspect for Job Hazards
Physical Hazards: The more static portion of the fixed site operation inspection requirement, involves making sure that you have addressed hazards relating your equipment and your materials; in relation to the working environment. These can be addressed within the scope of your working IIPP as safety rules and regulations. It may be tempting to stop the inspection effort at this point. But in doing so, you would be missing the more complex component of your safety effort: the Safe Work Practices, which address safe working behaviors with your operation. 

Operational Hazards: In areas where there is a shifting flow and arrangements of men, equipment and materials; such as may be found in fixed site operations; the hazard level will be naturally higher; irrespective of the actual, or even physical, hazards created by any specific or overall operation. That makes Operational Hazards, by far, the more dynamic portion of your inspection requirement. 

For fixed site businesses, the operation is defined by the production schedule. A business’ production schedule focuses on the way the operational flow affects the safety and health of employees.

This term encapsulates the idea of changing conditions within the workplace, and is more descriptive of the hazards created by employee behavior. But the operation itself, is not the sum-  total of operational hazards.

In fixed site operations, employee sharing arrangements between departments; may change the departmental expertise available within any one working area. As employees change from working areas in which they are familiar, to help out in areas where they may not be as familiar with the safe work practices; the hazard level increases. 

Added to that are visits from customers and delivery people, who might unwittingly add to the hazard level because they increase the human “traffic” in production areas. In watching out for the safety of visitors, employees may shift their attention from their own operations, increasing their personal risk of injury.

Due to all these types of conditions, the operational hazards and their corrective actions take on a more urgent tone.  In general, however; Cal/OSHA requires that employers inspect for job hazards daily and per shift, although Cal/OSHA typically is comfortable that the documentation of inspections occurs once per week.


 Regulation Requirement to Prioritize, Institute and Complete Corrective Action
As hazards are found and corrective action must be implemented, they must to be prioritized by the immediacy of the need to correct the condition before an injury or illness, property damage, or worse; occurs. Then the employer needs to actually correct the hazard.   
Imminent hazards must take top priority and immediate action must be taken to remove all employees from the hazard and protect those employees who need to implement the corrective action.

 Regulation for Proper Documentation
All this activity must to recorded in writing and communicated to employees. If no hazards are found, recordkeeping is not required on a daily or per shift basis, but should be completed at least every 30 days for manufacturing and fabrication operations,  and every 90 days for warehousing operations with low to moderate hazards. 
Likewise, office environments should be inspected at least twice per year, but quarterly, if incidents have occurred.   
Higher hazard operations of any kind will have more frequent inspection requirements. Employers need to verify with Cal/OSHA regulations for specific operations. 

 How Long to Keep Documentation
By Cal/OSHA regulations, you are really only required to retain inspection records for one year and if you have less than 10 employees only as long as required to correct the condition identified in the inspection.  However, these records may come into play as on-going proof of proper inspection and monitoring of physical conditions on your site.  Further, equipment maintenance and inspection records should be retained indefinitely, as they will be called into question if the machine is involved in a serious accident.  

In general, it is probably safer to maintain inspection documentation at least 3 years, although some organizations retain 3 or 4 complete years and the current year.  There are some additional inspection requirements like:  
· forklift inspections, 
· fire extinguisher monthly visual checks, 
· eye wash facility inspections, etc.  
that need to be maintained and these also should be retained for at least 1 year.  

Once again, check the Cal/OSHA regulations for specific operations.

Inspect Frequently and Keep Records
For physical hazards, define your requirements and routinely inspect for deficiencies.  Be sure to assign who has responsibility for inspections and recordkeeping, and who has the authority to make changes in the operation to correct deficiencies. In some operations, this will be the same individual. On others, it may be two different individuals.

For operational hazards, focus on employee behavior and work flows. Here again, because operational hazards tend to be more dynamic, the timing between noting the hazard and responding to it is necessarily shortened. 

If the person inspecting and the individual with authority to respond are two different people, they must be able to communicate quickly to address behavioral issues as they arise.  Ideally, corrective action should be taken immediately, as any hazard left on the site could lead to an incident.  Even if the 'inspector' does not have authority to make the change, employees should be cautioned about the hazard or unsafe work behavior. 

In any case, operations should inspect by day and per shift so that they retain the most up-to-date information on hazards which may arise. 
