Government Agency Inspection Procedures

Purpose

To ensure company interests are maintained during government agency inspections.

Scope

Inspections by federal, state and local or municipal agencies including, EPA, OSHA and state labor and environmental agencies.

Responsibilities

Site Manager

The Site Manager is responsible ensuring this procedure is followed during government agency inspections, except in imminent danger situations where procedure may need to be altered until imminent danger is abated.

The Site Manager is responsible for ensuring a qualified person is designated and able to enact this procedure, if a government agency arrives on site, at all times when plant is operating.

Site Manager is responsible for ensuring Receptionists, Security or company personal most likely to be first in contact with government agency representatives are aware of this procedure and who must be contacted if such personal arrive.

Procedure

When a government agency representative(s) arrive, the following procedure will be followed:

Notifications and Opening Conference 

1) Verify identification credentials and record names.

2) Obtain reason and scope of visit.

3) Inform agency representatives that company procedures must be enacted and it will take a few minutes to complete the required notifications and set up the required informal opening conference.  (In cases where agency officials view there is imminent danger to human health or environment, they will require the opening conference be waived). 

4) Take agency representatives to clean conference room (no documents on tables or writing on boards) to await opening conference.  Conference room needs to have speaker phone available.  Company personal should not enter conference room until notifications are complete and opening conference is ready to begin.

5) Notify the following and provide who is at site, reason and scope of visit:

a. Site Manager (if not on site)

b. Senior Operations Management (in order, must contact one of the following)

i. ---Names and Phone Numbers---

c. EHS Management

i. ---Names and Phone Numbers---

d. EHS Management will contact legal and other resources as needed based on reason for inspection.

e. EHS Management will indicate when opening conference can begin and should be called on speaker phone in conference room.

6) Complete Opening Conference.

a. Scope and limitations of inspection will be established.

b. Documentation, measurement and photograph guidelines will be established.

Inspection Procedures

1) Inspection to begin within limits established in Opening Conference

a. Agency representatives must always be accompanied by a company representative unless private employee interviews are requested.

i. For private employee interviews, use a cleaned office (no documents etc.).

ii. Company representative accompanying agency representatives must document areas and process viewed and note any comments made by inspectors.

b. Any documents, measurements or photographs requested by inspectors need to be cleared by EHS Management (usually done in Opening Conference) and copies or side-by-side measurement or photographs kept in an additional file.

2) Any requests not covered in opening conference should be directed to EHS Management.

Closing Conference

1) At conclusion of inspection (or work day if inspection will last more then one day), a closing conference will be held.

a. Findings discussed and information or documentation gaps filled if possible.

b. EHS and Senior Operations Management conferenced via speaker phone if unable to be present.

