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Workplace safety inspection report
Complete one report for each inspection. It holds three linked records: the inspection (A), each finding (B) and each recommendation and corrective action (C), with its own owner, due date, evidence and verification. Use the numbers to link them. The grey italic row in each table is an example of the format. Overwrite or delete it. This structure, the ratings, timeframes and checks are suggested practice, not legal requirements. Check your regulator's current guidance and your own procedures.
A. Inspection record (record 1)
	Item
	Entry

	Organisation and site
	

	Area and scope of the inspection
	

	Date and time
	

	Inspector (name and role)
	

	Accompanied by (include any health and safety representative)
	

	Checklist used, with its version
	

	Findings from the previous inspection checked (reference and result)
	

	Concerns raised by workers during the walk-through
	

	Areas or items not inspected, the reason and the new date
	


B. Findings (record 2)
One row per finding. Record what you observed, with a photo reference. What was made safe at the time is the immediate action taken on the day. It is not the corrective action. List the number of each action from section C that deals with the finding. If a finding repeats an earlier one, give the earlier finding's number.
	No.
	Location
	Observation (facts, no blame)
	Evidence (photo ref)
	Likely cause
	Rating
	Made safe at the time (immediate action)
	Earlier finding
	Action no(s). (section C)

	Ex.
	Workshop, north emergency exit
	Exit partly blocked by stored pallets.
	IMG_2041
	No designated storage area
	High
	Pallets removed during the inspection.
	F-009
	Ex.

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


C. Recommendations and corrective actions (record 3)
One row per recommendation or corrective action. A finding can need more than one: add a row for each, with its own owner and due date. Use one named person or position. Avoid a team.
	Action no.
	Finding no.
	Recommendation or corrective action (what will be done)
	Owner (named person or formally designated position)
	Due date

	Ex.
	Ex.
	Mark a pallet storage area away from the exit and brief the workshop team.
	Workshop supervisor
	[date]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


D. Completion and verification
Complete this when the work is done, one row per corrective action. The person who verifies should not be the person assigned the action.
	Action no.
	What changed (completion evidence)
	Date completed
	Verified by (not the person assigned the action)
	Date verified
	What the verifier saw
	Status

	Ex.
	Photo of the marked storage area and the briefing record.
	[date]
	Depot manager
	[date]
	Storage area marked on the floor. Exit clear.
	Closed and verified

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Status: Open, Closed and verified, or Closed, not verified. A closure with no independent check is a claim, not a confirmed fix. A finding is closed only when all of its corrective actions are closed and verified.
E. Summary and sign-off
	Summary
	Entry

	New findings by rating (for example High, Medium, Low)
	

	Repeat findings (finding numbers and what they repeat)
	

	Corrective actions open and overdue (action numbers and days overdue)
	

	Areas or items not inspected, and when they will be
	



	Sign-off
	Name
	Signature
	Date

	Inspector
	
	
	

	Supervisor or manager
	
	
	

	Health and safety representative or committee (acknowledges access to this report)
	
	
	


Rating key
Rename the levels to match your organisation's risk matrix and fill in your own response times.
	Level
	What the response looks like
	Response time (set by your organisation)

	High
	Make safe now where a serious hazard or unsafe work practice is found, then fix urgently.
	

	Medium
	Fix by a set date, with an interim control where the fix will take time.
	

	Low
	Schedule a corrective action with an accountable owner and a due date.
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