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1 Introduction 
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·  Facility Technical Dossiers 
·  Preparing for an inspection 
·  Conducting an inspection 
·  Reporting on the inspection 

 
The procedures include guidance for use by all PME environmental inspection 
representatives.  This document is also made publicly available to industrial facilities and 
other interested parties and may be used as a terms of reference for the expected 
process to be followed and behaviours to be exhibited by PME inspectors. 
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2 Technical Dossiers 

PME maintains a technical dossier for every facility subject to planned inspections. The 
technical dossier must include originals (unless it is indicated that copies are acceptable) 
of the following documents.  
 

·  Index of Contents  
·  Copy of facility registration document (copy is acceptable) 
·  All Facility Environmental Risk Assessment records (FERA) documents, 

including: 
- Completed FERA questionnaire(s)  
- FERA worksheets used to calculate FERA   
- FERA notification letter(s) sent to facility from PME (copies 

acceptable) 
·  All Inspection Reports and supporting documentation 

- Standard Notification Letter(s) and Form(s) to confirm date and time of 
inspection, including confirmation receipt from facility operator (copies 
acceptable) 

- Inspection Plan(s) 
- Final Inspection Report(s) 
- Inspection notes and completed checklists (copies acceptable) 
 

If applicable, the technical dossier for each facility must also include the following. 
·  Any warnings, penalties, citations or fines assessed to the facility by PME 

(copies acceptable) 
·  Any official complaints made by the public regarding facility operations (copies 

acceptable) 
·  Any exemption requests and associated correspondence (copies acceptable) 
·  Any applications for licences, permits and certificates including Environmental 

Accreditation Certificates and copies of the relevant licences, permits and 
certificates  

·  Results of self-monitoring submitted by the facility to PME (e.g. emissions to air, 
industrial wastewater discharges) 

·  Environmental Impact Assessment report 
·  Any letters notifying PME of a change in facility operator or operations (copies 

acceptable) 
·  All Appeals and Complaints documents filed by the facility, including 

supporting evidence: 
- Appeals related to FERA level  
- Appeals or Complaints regarding inspectors or inspection results 
- Notice of Hearing, Notice of Decision and written final outcome from 

the Appeal or Complaint 
·  Records of all other relevant correspondence (letters, email correspondence, 

phone conversation records) to/from PME to/from the facility (copies 
acceptable) 

 
All documents must be dated.  The technical dossier file is in paper format.  However, it 
is acceptable for documents within the dossier to be held electronically.  In this case, a 
specific electronic directory should be set up for the facility and should contain all 
documents which are held in electronic format.  The index of contents in the hard copy 
dossier file, should state both the server location and name of the facility directory and 
the file title for each file held only in electronic format. 
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3 Preparing for a Planned Inspection 

Careful planning of inspections is essential for ensuring that good use is made of the 
inspection time and that the inspection itself is effective.   
 
The key outputs of the preparation phase are; 
 

�  Familiarity of the inspection team with technical, environmental and regulatory 
aspects relevant to the inspection 

�  Identification of any specific environmental or compliance issues that deserve 
special attention during the inspection 

�  Date(s) and timings for the inspection agreed with the facility  
�  An inspection plan and checklist for the on-site activities 
�  Necessary equipment and safety precautions identified and planned for 

 
Inspectors should follow the steps described and the tools and documents referenced 
below when preparing for an inspection. 
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It is the Lead Inspector’s responsibility to identify the size of the inspection team and the 
number of man-days required for conducting the inspection, and to identify and assign 
responsibilities to team members for any particular inspection.  
 
The FERA rating combined with the guidance given in section 2.4 of the FERA 
Procedure Manual should be used to inform how many inspectors and man-days should 
be allocated to a particular inspection.  In addition, there may be specific facility 
conditions such as a history of poor facility performance which may warrant an increased 
level of inspection resources and such conditions should be taken into account by the 
Lead Inspector.  He should review the technical dossier to identify any such conditions 
that would inform the inspection resource requirement.    

 
When identifying inspection team members should address the following; 
 

�  Inspector availability 
�  Avoiding undeclared interests – inspectors are asked to declare any vested 

interests before being assigned a facility to inspect 
�  Avoiding issue-blindness, while drawing on inspector knowledge of the facility – 

ideally multi-member inspection teams should include at least 1 team member 
who has had previous contact with the facility and at least 1 inspector who is new 
to the facility.   

�  The need for particular technical, Issue or sector expertise to be represented on 
the team (for example, the inspection of a large, complex petrochemical facility is 
likely to require specific air emissions expertise)  

�  Avoiding re-occurrence of any personality based conflicts arising during previous 
inspections 
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The objective of this step is to familiarize inspectors with the inspection and regulatory 
history of the facility, the processes operated by the facility and its environmental setting.   
This step should be completed at least 4 weeks before the intended inspection. 
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Different levels of research will be required by inspectors depending on their previous 
experience of the facility.  At the end of this step, the Inspection Team should be familiar 
with; 
 

�  In broad terms the activities undertaken by the facility 
�  The FERA rating for the facility (and historic trends in the FERA rating) 
�  The content and outcomes of any previous inspections 
�  Any previous regulatory investigation or action taken against the facility 
�  Correspondence between the inspectorate and/or PME regarding environmental 

compliance issues 
�  In broad terms, the environmental setting of the facility 

 
In addition to familiarising themselves with the activities undertaken and the regulatory 
history of the facility, lead inspectors should find out about practical problems or conflicts 
that have arisen during previous inspections or related correspondence between the 
facility and the inspectorate or PME.   Obviously, new facilities will not have a regulatory 
history, and the focus should be on reviewing the type of activities undertaken and the 
environmental setting of the facility.  
 
The inspection team, led by the Lead Inspector should do the following in order to 
familiarise themselves with the facility; 
 
1. Review the technical dossier for the facility   
2. Consult with other inspectors who have previously conducted inspections of the 

facility and where relevant, PME representatives who have had prior dealings with 
the facility regarding environmental compliance 

3. Review maps and other documentation which will provide information about the 
environmental setting (e.g. groundwater plans, city maps showing the location of the 
facility in relation to local communities). 

 
This familiarisation process will help Inspectors to identify relevant Environmental 
Standards, identify any issues deserving special attention (see box below), determine 
the size and composition of the inspection team, and prepare for any foreseeable 
practical or personnel problems presented by the forthcoming inspection.  

 
Issues deserving special attention: 
 
Emphasis during inspections should be given to; 

�  areas of past concern (e.g., where compliance gaps, understanding, and 
training existed) where there is not sufficient evidence that these have 
been dealt with and adequate preventative measures put in place 

�  change risks: areas of change in operations, ownership, materials, 
machinery, or other infrastructure  

�  areas of growth within the facility  
�  new regulatory requirements which have not been previously assessed at 

the facility.  
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The Standard Notification Letter and Form (Appendix A) is used to inform a facility about 
a forthcoming inspection.  The inspector(s) complete the blank fields in the letter, 
including the preferred date(s) and timings of the inspection, before sending the letter to 
the facility.   
 
The facility completes the Notification Form and returns these to the inspector no later 
than 2 weeks before the proposed date of the inspection.   
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Agreeing a Date and Time for the Inspection 
 
Inspectors identify preferred dates and timings for the inspection.  The first day of the 
inspection should be between 4 and 6 weeks after the Standard Letter of Notification is 
sent.  Facilities have the option of requesting an alternative date and time only where 
they are able to justify declination of the original proposed date and time.  Acceptable 
reasons for re-scheduling an inspection are usually limited to religious or medical 
reasons or scheduled plant shut-downs.   In the event that an alternative date is 
considered to be justified, the Lead Inspector proposes the alternative date (using the 
Notification of Alternative Inspection Date Letter (Appendix B) which should be no more 
than 3 weeks after the original date.  Only under very exceptional circumstances, may 
this second date be declined by the facility.  
 
In the event that the forms have not been received within 2 weeks of the originally 
proposed date of the inspection, the Lead Inspector contacts the facility directly to 
confirm that they have received the Notification Letter and to request prompt submission 
of the forms, no later than 2 weeks before the inspection date.  If a notification form is 
returned 2 weeks or less before the originally proposed inspection date, only under very 
exceptional circumstances will the facility be allowed to request an alternative date.  If a 
completed Notification Letter is not received at all from the facility, the Lead Inspector 
sends the Final Letter of Notification (Appendix C) to the facility which states that an 
Inspection will be carried out on the originally proposed date. 
 
Absent extreme circumstances, such as illness; once the inspection dates have been 
agreed, they will take place as scheduled. 
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Once steps 3.1 - 3.3 have been completed, the inspection team should be in a position 
to; 

1) Identify all Environmental Standards and permits which are relevant to the 
facility 

2) Identify any issues which require special attention during the inspection (e.g. 
due to the introduction of new processes which have not previously been 
inspected, or due to the recent receipt of complaints about a particular issue or 
the results of self-monitoring reports submitted by the facility) 

3) Assign responsibilities among the team  
 
The above information is used to prepare an Inspection Plan and to review and tailor the 
Inspection Checklist(s).    
 
A set of checklists has been prepared to support inspection against each of Saudi 
Arabia’s Environmental Standards and these should be used to during the inspection 
preparations and on-site activities. 
 
The inspection team, led by the Lead Inspector, reviews the Master Environmental 
Inspection Checklist [insert reference] and creates a copy of this for the specific 
inspection it is going to undertake.  Using information gathered during steps 3.1-3.3, the 
Inspection Team may tailor the facility Checklist.  For example, if any sections are clearly 
not relevant they may be removed for the purpose of the particular inspection. A 
petrochemical facility for instance, is not subject to the Airbourne Pollutant Source 
Standards relating to cement kilns and questions specifically relating to cement kilns 
may therefore be removed before the inspection.  In the event that the inspection team is 
not certain about whether a particular section of the checklist is relevant, they should err 
on the side of caution and keep the section in.   The Inspection Team may also add 
questions to the checklist which are relevant to facility-specific information they have 
identified in the technical dossier or through discussions with other inspectors. 
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The Lead Inspector prepares the inspection plan using the template provided in 
Appendix D.   The inspection plan lays out the activities to be carried out during the 
inspection and the approximate timings for these.  This is circulated among the team so 
that all team members are comfortable with and aware of the plan.   When preparing the 
plan, priority should be given to addressing any issues deserving special attention and 
any complex technical issues early in the inspection to ensure that sufficient time can be 
devoted to these.  The plan should include any anticipated requirements to take samples 
for analysis.  
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Using the completed information provided in the Notification Form (see section 3.3), the 
inspection team should identify whether they need to bring any personal protective 
equipment (PPE) to the inspection and whether there are any other safety precautions 
that they need to take in preparation for or during the inspection.  In the event of any 
doubt, inspection team members should always take PPE to an inspection. 
 
The inspection team should also ensure that it has any necessary equipment needed in 
order to take samples for analysis or to undertake monitoring (e.g. noise levels) during 
the inspection. 
 
All Inspection Team members should ensure that they know how to get to the facility and 
how long the journey will take; in order to minimise the potential for being late. 
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4 Conducting the Inspection 

%7�  � 
 � � 9 	

The Inspection Team, led by the Lead Inspector shall seek consensual entry upon arrival 
at the facility on the agreed first day of the inspection.  
 
The team members should also arrive at the agreed time. The inspection team members 
should all adopt a demeanor that is cordial, direct, assertive, and professional. The term 
“professional” means that, within the limitations of the law, policy, training and guidance, 
the inspector adapts his demeanor to the situation so that he is more likely to obtain the 
desired result. It is usually better for the inspection team to err on the side of politeness. 
The inspector should remember the facility may perceive the inspection team as 
threatening even if they have done nothing wrong.  The inspection team should 
remember that the facility does not only see the team, but also the entire agency and 
government the team represents. 
 
With a friendly, patient, professional attitude, the team, led by the Lead Inspector, should 
do the following:  
 

·  Enter through the main gate or reception area 
·  Identify themselves, by showing their official credentials  
·  Explain the purpose and scope of the visit  
·  Ask for the facility contact point identified in the Standard Letter of Notification  
·  Provide a copy of the  Letter of Notification for further clarification 
 

If these steps are not taken, the facility may allege misrepresentation or trespass.  
 
Denial of Entry 
If the facility owner/operator does not allow the inspection team to enter or to effectively 
conduct its investigation, this is considered a “denial of entry.” Specifically, the term 
“denial of entry” refers to one of the following: 
 

·  Direct denial of entry by the facility owner/operator or recipient of the Standard 
Letter of Notification (person with authority) 

·  Unreasonable delay to entry (i.e. more than one hour waiting time) 
·  Unreasonable conditions placed on the inspector (e.g. the facility does not allow 

photos, sampling, or other factors essential to an effective inspection) 
·  The inspection team’s safety is threatened in any way by a facility 

representative 
 

If the inspection team is denied entry, he should remain fair and professional and try to 
explain the reason for the visit.  
 
If denial is clear and nonnegotiable, the inspector and his team should leave immediately 
and call their office to discuss the next course of action. The Ministry may issue a Notice 
of Violation to the facility owner, and may enforce the inspector’s legal authority to enter 
the facility by issuing a warrant for entry. The warrant will inform the facility 
owner/operator of the inspectors’ duty and rights.  
 
Anticipated Denial of Entry 
If the inspector has reason to believe that the facility will deny the inspection team 
access, for example, based on a previous experience, the inspector may consider 
obtaining a warrant before the visit.  
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All planned inspections should commence with an opening meeting, chaired by the Lead 
Inspector. 
 
The opening meeting is an opportunity for the inspection team to explain the scope and 
purpose of the inspection’; to introduce themselves to the facility representatives and 
vice versa, to review and make any necessary modifications to the Inspection Plan; and 
to gather further information about the facility. The inspector(s) should show their official 
credentials and exchange business cards.  
 
All inspection team members should be present at the opening meeting.  
Representatives from the facility should include the main facility contact as identified in 
the Letter of Notification; and any other facility representatives that the main contact 
chooses to have present.   
 
Required topics to be covered at the opening meeting are; 
 

1. Introductions and description of inspection team responsibilities 
2. Description of the reason for the Inspection and its scope 
3. Request for information about the facility, for example, an overview of 

processes, a facility layout plan, safety information relevant to the visit and 
recent or planned changes to facility operations. 

4. Review of the Inspection Plan and identification of facility representatives who 
will need to be involved in the inspection (for example, because of their 
knowledge of certain processes or to accompany inspectors in restricted access 
areas).   

 
The inspection team should also briefly explain the methods that may be used to 
document the inspection. These methods will commonly involve making copies of 
records, drawing diagrams, taking samples, talking to employees, taking notes on paper 
or tape recorder, and taking photographs or using video.  If the facility has concerns 
about the methods of documentation, the inspection team may attempt to negotiate 
another substitute method but should never give up the ability to document thoroughly or 
accurately.  For example, if a facility asks the inspector not to take photos, the inspectors 
should explain how it will take much more time to take exact measurements and make 
accurate diagrams or sketches instead of taking photographs. Denial of these commonly 
accepted documentation tools might be considered a denial of entry if some alternative 
cannot be arranged. 
 
The opening meeting is the time that facility representatives should be invited to ask 
questions about the Inspection process and the Inspection Team should ensure that 
these are answered as accurately and helpfully as possible. 
 
The Inspection Team should note down the names and responsibilities of all facility 
representatives present at the opening meeting; as well as information provided and 
actions agreed during the meeting. The length of the meeting will vary depending on the 
size and complexity of the facility and the number of people present but should not take 
any longer than 1 hour in total. 
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4.3.1 Purpose of and Requirements for Evidence  

Evidence is any type of documented proof helpful in forming a conclusion or judgment. 
Evidence of almost any kind is acceptable if it aids in understanding the truth of a matter 
in question.  
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The primary objective of the inspection is to collect evidence in order to demonstrate 
compliance or non-compliance with the applicable regulatory requirements.   As this 
evidence may later be used in an enforcement case, there are two key requirements 
relating to evidence collected during the inspection. These are: 
 

·  That evidence is thoroughly documented and 
·  That the documented evidence has foundation, authenticity and is relevant. 

 
Evidence must meet all the following criteria:  
 

·  Foundation: This is the argument that one piece of information leads to the 
next in a logical sequence. In the following narrative it can be seen how one 
piece of information builds upon the other. “John Doe works at ACME Dumping. 
Mr. Doe operates the outflow valves at the discharge pipe. On the 3rd of March, 
Mr. Doe was at his duty station when Joseph Smith, Plant Manager directed Mr. 
Doe to discharge untreated waste into the storm drain. On the 4th of March the 
Ministry of the Environment took samples from the pipe and from the storm 
drain that subsequently indicated levels of Chromium that were higher than the 
allowable limits. Process information from the plant reveals that Chromium is a 
waste material commonly found in ACME Dumping’s untreated waste.” This 
foundation of related information could be used to show that ACME Dumping 
was responsible for illegally discharging regulated amounts of chromium waste. 

 
·  Authenticity: This means the evidence must be demonstrated to be what it is 

claimed to be. For example was this sample taken from the discharge pipe at 
ACME Dumping really representative of what was in the pipe? Was the sample 
analysis conducted properly so that the results accurately show the true 
concentrations of Chromium in the discharge? Are the lab reports accurate? 
These are all questions that lend themselves to the authenticity of material 
brought before the deciding official.  If there is a perception that the information 
could have been compromised, the information will not be accepted into 
evidence. Sampling and analysis quality assurance efforts and chain-of-custody 
procedures are examples of practices that show the authenticity of the 
information. 

 
·  Relevance: The evidence must pertain to the fact in question tending to make 

the existence of the fact either more or less probable than would be the case 
without the evidence.    

 
4.3.2 Types of Evidence 

Evidence is broadly placed into two classes: 
 

·  Direct evidence establishes a fact without inference or presumption. It may 
involve a witness or take the form of a photograph, signed statement, film or 
record.  In other words, it is difficult if not impossible to argue with as long as the 
evidence is authentic, relevant and has foundation. 

·  Circumstantial evidence proves a fact indirectly by proving another fact from 
which an inference or presumption may be drawn.   

 
The following forms of evidence may be collected during an Environmental Inspection: 
 

·  Visual observation 
·  Discussions/interviews 
·  Review of documentation and records 
·  Monitoring, sampling and analysis 

 
All inspections should involve visual observation, discussions and document/records 
review.  Some inspections may also require monitoring, sampling and analysis.  
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Where an inspection team identifies a finding, this should be supported by two different 
sources of evidence and where possible the two different sources should take the form 
of more than one form of evidence.  This may also help to identify the reason for the 
finding and also the level of severity of the finding.  For example, if there are no records 
available of hazardous waste storage area inspections, this does not necessarily mean 
that inspections are not being undertaken or that hazardous waste is not being stored 
appropriately; it might just be that inspections are not being properly recorded.  
Inspectors should also ask responsible persons about inspections (avoiding leading 
questions) and visually observe and take photos of hazardous waste storage areas. 
 
In particular, where a finding is primarily based on discussion with a facility 
representative, inspectors should seek to validate what they are told, for example, by 
talking to others, through their own visual observation or by reviewing records. 
 
The Inspection Checklist provides guidance to Inspectors on what forms of evidence to 
look for in relation to the requirements set out therein. 
 
 
4.3.3 Collecting Evidence 

 
Visual Observation: Facility Tour 
All Inspections should involve a systematic and inspector directed tour of the facility 
which is when visual observation will be conducted. The pathway is typically directed by 
process lines; starting with ‘raw materials in’, following the flow of materials through the 
process and often ending up with ‘wastes out’ including for example wastewater 
treatment facilities.  There will also be material and waste storage areas which should be 
included in the tour.  The facility tour should also include a tour of the boundary. Priority 
locations or processes may have been identified during the preparatory stage and/or the 
opening meeting. 
 
The path should be traced on the site map to insure that important areas are not missed.  
The inspection team may split up for the purpose of the facility tour.   However, it is 
useful where possible to have a minimum of two inspectors present in the event that a 
significant breach is observed (and it is not possible to document it through photography 
or film) or a discussion is held that indicates a significant concern.  
 
 
Discussions/Interviews 
Discussions are one of the most useful tools for gathering information during an 
inspection.  Inspectors should conduct discussions, not just with the main facility contact, 
but with other facility representatives, and in particular with those who are responsible for 
managing and/or operating environmentally-significant activities.    
 
It is likely that, during the opening meeting, the inspection team will identify particular 
representatives that they will need to speak to, and these interviews may be scheduled.  
However, it is likely that inspectors may also want to hold an unscheduled discussion 
with one or more employees as they tour the facility, for example, to ask about what a 
particular machine is for or why a particular activity is being carried out.  The inspection 
team should make the facility contact aware of this during the opening meeting.   
Typically it is beneficial for interviews to take place at the normal place of work of an 
employee; whether this is on the production floor or in an office.  This both helps to put 
the interviewee at ease and is likely to mean that visual observation and/or records 
review can be undertaken in conjunction with the discussion.  
 
By being open and friendly the investigator will set the mood and establish the subject’s 
trust that the interview is being conducted only to find the truth. When the inspector 
begins the interview, he should smile, introduce himself and briefly explain why he is 
conducting the interview.  
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The inspector should clearly explain the information he is trying to obtain. He should 
explain that he is conducting a compliance inspection (or that he wants to understand an 
event or process, etc.) and that he values and respects what the subject (the person he 
is interviewing) may have to offer.   How a question is asked is often more important than 
the question itself. Therefore, it is important to plan the line of questioning, make the 
subject as comfortable as possible, and listen attentively to their responses.   
 
In the interview, the inspector should seek to find the answer to:  

·  Who, What, Where, Why, When, How 
 
There are few limits to the techniques that may employed when interviewing someone. 
Interview techniques should be adapted to the environment, circumstances, and 
personalities involved.  
 
The interviewer may use what is called “free narrative” and simply ask the subject to tell 
him what he knows and then sit back and listen with only occasional comments or 
questions to fill in vital information as it is revealed.  
 
The most common method of conducting an interview is to direct the dialogue with a 
series of well-planned questions, which often flow from gathering general information to 
questions about specific details.  
 
When conducting the interview, the interviewer should remain sympathetic, attentive, 
patient, thorough, and especially fair. Appendix E has further guidance on conducting an 
interview during an Inspection.   
 
The facility representatives will quickly identify when the inspection team is concerned 
about something as the team increases its emphasis on documentation. The inspection 
team should try to maintain a methodical pace and demeanor throughout the inspection 
so that issues that may be potential liabilities to the facility are not over-emphasized. 
However, it is also important to obtain concurrence and confirm critical aspects of the 
observations with site personnel.  
 
Document and Records Review 
Having reviewed the Master Inspection Checklist, the inspection team should have a 
general outline of the records they will need to review during their inspection.  
 
The Lead Inspector may present this list in the opening meeting and review them 
immediately or postpone the review while other aspects of the inspection take place 
elsewhere. The inspector will have to make this determination based upon several 
factors: 
 

1. The records may not be immediately available. 
2. The inspector may believe that an illegal activity is taking place outside the 

office area and choose to postpone the records review. 
3. The inspector may want to inspect the process area first and compare real time 

monitoring data with records kept in the office. 
 
Whenever possible the inspector should review original records. These are called  
“primary” records. This may be complicated today because many records are kept as 
databases on computer systems.  
 
At a minimum the inspector should look at the following areas in the records reviewed: 

1. Summary reports should be cross-checked with the original data whenever 
possible. 

2. Check for completeness and accuracy of required records and reports. 
3. Determine if records are kept for the required length of time and reporting 

periods. 
4. Compare information contained in the records and databases with firsthand 

observations. 
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Often, it will not be possible to look at every record and it will therefore be necessary to 
sample through records.  Common methods of sampling are: 
 

1. Random sampling 
2. Best judgment call by inspector (production may dramatically increase in 

the summer months so the inspector may emphasize those months.) 
3. Other options:  

a.  Every other one, third one, 10th one, etc. 
b.  Only specific dates 
c.  Only specific topics 
d.  Only outgoing shipments 
e.  Only excedances in the discharge monitoring reports 

 
Where there is a requirement to keep records for a particular length of time (for example 
5 years), inspectors should look for records from the last 5 years, rather than just 
focusing on records generated in the last year.   In addition, if there has been a change 
in responsibilities for record keeping, the inspector should sample records relating to 
both sets of responsibility. 
 
If an inspector finds that one or two records are incorrectly completed or are missing, he 
should increase his sample size until he is confident that he has sufficient evidence of a 
finding.    
 
The inspector should be certain to note the sampling method chosen along with a brief 
explanation as to why that method was chosen.  
 
Where copies are taken, the following notations should be made for each document copy 
or at least for each set of related documents received: 
 

1. On each document; 
a. Inspector’s initials, document code (i.e. attachment A-1, A-2, etc.), 

and the date the document was taken (stapled items only need this 
information on the cover page). 

2. In the inspector’s notebook or in the inspection report; 
b. What the document is 
c. Who gave the document 
d. Physical location of the original document 

 
 
4.3.4 Documenting Findings 

 
Documentation is anything that provides verifiable information used to establish, certify, 
prove, substantiate or support an assertion. Photos, notes, reports, statements, samples, 
diagrams, models, and records are all examples of documentation. 
 
It is better to document something from several approaches than just one. Taking a 
sample may be good, but a sample, combined with a thorough record and a photograph 
is better. If one piece of documentation fails the others may be enough to establish the 
facts. An inspector should not assume that one piece of documentation is conclusive by 
itself. The quantity of evidence is important but so is the quality of evidence. If the 
inspection document is questioned, the quantity and quality of documentation brought 
forward by the inspector will be compared with that of the facility. 
 
Documentation includes all notes that contribute to the inspection report and inspectors 
should ensure that the notes that they take during the inspection are legible and easy to 
understand. Inspectors may use the Inspection Checklist to record their notes or 
alternatively a separate notebook.    The notes should be headed with the facility and 
inspector’s names and the date of the inspection.  
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The inspector should have the mindset that every inspection report will be challenged, 
and should provide solid evidence for every finding and remark in the inspection report.  
 
Guidance on documenting different forms of evidence is provided below: 
 

·  Visual observations are preferably documented through photos and/or video 
and where this is not possible (or supplemented through) sketches, detailed 
notes about what has been seen, and having multiple witnesses to a situation. 

 
·  Interviews are preferably tape-recorded but this is often not possible or is 

inappropriate; in which case detailed notes should be taken by the inspector.  At 
a minimum the following information should be recorded: 

a. Name and role of the interviewee 
b. Questions asked 
c. The subject’s responses (as close to verbatim as possible) 

 
·  Copies of Records supporting a finding, and particularly a regulatory beach 

should be taken by the inspection team. in the event that this is not possible; 
detailed notes should be taken about the documents/records in question 
including specific details such as where the records are kept, who is responsible 
for the records, who gave him the records to review, and whether or not the 
records are kept in hard or electronic format, as well as details to identify the 
record (e.g. type of record, date, identification reference). 

 
·  Monitoring, sampling and analysis; detailed records should be generated by 

the party responsible for the monitoring and sampling; to include the date, time 
and location that samples were taken, the equipment used, any particular 
environmental conditions that may affect the analysis, and sampling and 
analysis methods used and results. 

 
 

4.3.5 Classifying Inspection Findings  

 
Inspection findings are classified as follows: 
 

Inspection 
finding 

Guidance on classification Examples 

Possible 
major breach  
 

-  Apparent breach of the 
regulatory requirements which 
results in a significant 
environmental risk 

-  Sustained or recurring 
apparent regulatory breach, 
where previous warnings have 
been given but the facility has 
not taken action 

-  Failure to obtain required 
environmental permits, 
licences or certifications 
required to operate 

-  Clear evidence of deliberate 
negligence resulting in the 
breach 

 

Failure to install any abatement 
equipment to a cement kiln 
resulting in particulate emissions 
that are significantly above the 
regulatory limits and sustained 
complaints from the public.  
 
Operation of a medical waste 
treatment facility without the 
necessary certificates from 
PME. 

Possible 
breach 
 

- Apparent breach of the 
regulatory requirements which 
does not result in a significant 
environmental risk 

- Isolated or sporadic 
occurrence 

Of 20 hazardous waste transport 
documents sampled, 5 of these 
do not have all of the required 
signatures. 
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-  No evidence of negligence 
Observation 
(-ve) 

- Poor practice which does not in 
itself constitute a regulatory 
breach but could lead to an 
environmental impact or a 
regulatory breach if sustained 

One corroded drum of oil 
identified close to the edge of 
the facility boundary (no 
evidence of leakage from the 
drum).   

Observation 
(+ve) 

- Evidence of good practice 
and/or significant improvements 
made by the facility 

Facility has taken measures to 
reduce the amount of hazardous 
waste it produces through 
process modifications. 

 
On-site compliance determinations should not be made by the inspection team, as PME 
must make the final determination about whether there has been a breach or a major 
breach.   This is why the inspection findings are classified as possible breaches and are 
never categorised as actual breaches until a determination has been made by PME after 
the inspection.   
 
Major breaches and breaches are most likely to result in penalties with the most severe 
penalties being directed at a major breach. 
 
 
4.3.6 Closing Meeting 

The site visit part of the inspection should end with a closing meeting that should involve 
the main facility contact as a minimum.  The closing meeting is chaired by the Lead 
Inspector.  The inspection team schedules some time before the closing meeting to 
discuss their findings. 
 
The closing meeting is important for several reasons.   It is an opportunity for the 
inspection team to thank the facility representatives for their time and assistance, and to 
confirm observations (including positive observations made) and review their preliminary 
findings with facility personnel.   The inspection team should never state that an actual 
breach has been identified but should describe the observation and evidence collected 
and make reference to the relevant regulatory standard.   
 
In the event that the Inspection team has identified a situation which has led to or is 
considered to present significant environmental risks, this should be raised with the 
facility representatives at the time that the situation has arisen; inspectors should not 
wait until the closing meeting to raise these issues.  They may consider the risk to be so 
great as to require immediate remedial action. In this event, they should first contact 
PME to discuss the finding and agree whether immediate action will be required.  
 
Facilities may ask Inspectors for advice about how to make necessary improvements.  
Before suggestions are made, it should be ensured that there is a full understanding of 
the subject matter otherwise Inspectors should decline to provide advice during the 
closing meeting. 
 
Inspectors may use the closing meeting to request clarification that might offer a more 
complete or accurate evaluation of the event or subject. The fact that this request was 
made during the inspection may be important if new material is provided by the facility at 
a later time and it is claimed that the relevant information was never requested.  
 
The inspection team should notify the facility contact of when to expect the Inspection 
Report. 
 
Inspectors should always avoid getting into negotiation with facility representatives on 
any aspect of the inspection, including the findings, either during the closing meeting or 
at any other time during the inspection.  
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5 Inspection Follow-Up 
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The Lead Inspector may delegate reporting writing tasks to other members of the team 
but he remains primarily responsible for the quality and timely delivery of the inspection 
report.  The process for drafting and finalizing the inspection report is as follows: 
 

·  First draft of the report is completed and circulated for review by all Inspection 
team members.   The first draft should be completed no later than 2 weeks after 
the last day of the inspection1.  

·  Modifications made as necessary and second draft is produced 
·  Second draft is reviewed by another Lead Inspector (who was not involved in 

the inspection).  This review if primarily to check for appropriately documented 
evidence. 

·  Modifications made as necessary and final report is produced. The final report 
should be produced no later than 4 weeks after the last day of the inspection.  

·  Final report is sent to the facility contact (along with the Standard Inspection 
Report Letter provided in Appendix F), to the relevant PME officer(s) and a copy 
is placed in the facility technical dossier within 1 week of the report being 
finalized. 

 
The standard template for the Inspection Report is provided in Appendix G.  All 
documentary evidence associated with the findings included in the report, should be 
given a unique reference number and referenced from the report, and copies should be 
attached to the report.  Originals (e.g. negatives) should be stored in the facility technical 
dossier. 
 
Submission of the inspection report to the facility marks the end of the inspection team’s 
direct contact with the facility.  In the event that the facility wishes to contest any of the 
findings in the report, their complaint must be directed to PME in accordance with the 
procedures set out in the Appeals and Complaints Document. 
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Once the PME officer(s) have reviewed the Inspection Report they may have follow up 
questions or wish to discuss possible courses of action with the Inspection team.  In this 
event, the Lead Inspector is approached by the PME officer(s) to hold these discussions.   
 
While the Lead Inspector may legitimately provide recommendations to PME about the 
course of action it may take; the ultimate decision regarding whether to issue a violation 
lies with PME. 
 
PME may request the inspection team, or an alternative inspection team, to carry out a 
later re-inspection to ascertain whether sufficient improvement measures have been 
taken to address significant findings.  Re-inspections are documented using the template 
provided in Appendix H. 
 
 
 

                                                        
1 Inspection reports should be written “near in time” to the inspection so that relevant information can be 
documented while it is still fresh in the inspector’s memory. The longer the time between the inspection and the 
report, the greater the possibility that the inspector’s memory or credibility will be brought into question.   
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Appendix A: Standard Notification Letter and 
Form 

PRINT ON PME LETTERHEAD WITH CONTACT DETAILS 
 
[CONTACT PERSON] 
[FACILITY OPERATING COMPANY] 
[FACILITY ADDRESS] 
 
[DATE] 
 
RE:  Notification of Inspection for Facility No. [ENTER FACILITY REG. # HERE] 
 
Dear [CONTACT PERSON]: 
 
This letter is to notify you of an upcoming inspection to be carried out by the President of 
Meteorology and Environment (PME) Environmental Inspection Team at the facility 
address listed above.  The purpose of the inspection is to evaluate the environmental 
compliance and performance of this facility.  
 
The inspection at this facility is scheduled to occur on the following days:  
Begin date: [NOTE TO INSPECTION TEAM: THIS LETTER 

MUST BE SENT TO THE FACILITY 4 TO 6 
WEEKS IN ADVANCE OF THE BEGIN DATE] 

End date:  
Total number of days:   
 
Due to the facility size, number of employees, and FERA of [HIGH, MODERATE, LOW], 
[INSERT # OF INSPECTORS HERE] X inspectors will participate in this inspection.  
 
If extenuating circumstances preclude the facility from being available for the inspection, 
please note so on the form. Acceptable reasons for alternative inspection dates are 
extremely limited. Alternative inspection dates must be offered by the facility and must 
be officially accepted by PME. If an alternative date is requested, but PME does not 
accept the request in writing, then the inspection will occur on the dates above.  
 
You are required to fax this page to  123-456-678-678   by [INSERT DATE AT 
LEAST 2 WEEKS PRIOR TO INSPECTION] to confirm receipt of this notice.  
 
Sincerely,  
 
[NAME] 
[TITLE] 
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All information below is required.  
 

 I acknowledge receipt of this notice and agree to the dates of inspection.  
 

 I acknowledge receipt of this notice, and request alternate inspection dates 
because: 
 

  Facility management is required to be off-site for one or more of the 
inspection days due to a medical condition or another essential reason. Explain 
and attach any supporting documentation. 
_______________________________________________________ 
 

  Other. Explain and attach any supporting documentation. 
_______________________________________________________ 
  
The alternative inspection dates are as follows:  
[Note to Facility Operators: You must offer two options identical in length to the 
dates listed above. The dates must begin no later than 3 weeks after the 
original inspection date.]   

 Option 1 Option 2 
Begin date:   
End date:   
Total number of 
days:  

  
 

    
Signature of Facility Contact Person: 
 _______________________________________ 
Name:     
 _______________________________________ 
Title:     
 _______________________________________ 
Date:     
 _______________________________________ 
 
Important note to Facility Operator: If an alternative date has been accepted by PME, 
you will be notified by a faxed response to this form, and you will be asked to confirm the 
alternative date. If you do not receive a faxed response, you may contact PME to 
request a written response to this request. Do not assume that the request for an 
alternative date has been accepted until receiving official notification. 
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Appendix B: Notification of Alternative 
Inspection Date Letter  
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Appendix C: Final Letter of Notification 
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Appendix D: Inspection Plan 

Inspection Plan for FACILITY NAME 
Written by NAME 
 
Date(s) of inspection  

 
Inspection subject(s)   

 
Inspection scope  

 
Inspection objectives  

 
Inspection criteria  

 
Inspector(s)  

 
Request to bring digital 
camera? 

Yes/no [delete as applicable] 

Transport required? Yes/no [delete as applicable] 
PPE required? Yes/no [delete as applicable] 
Documentation required in 
advance of inspection? 

 
 
 
 
 

Documentation to be made 
available during the 
inspection? 

 
 
 
 
 

  
Proposed timetable 
 
Task Date(s) Time (Begin/End) Attendees required 
Opening meeting 
 

   

Site walkover 
 

   

Interviews 
 

   

Document review 
 

   

Other [insert as required] 
 

   

Closing meeting 
 

   

 
Other information 
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Appendix E: Conducting Interviews During the 
Inspection  

 
·  Plan the interview. What information does the interviewer want to get from this 

subject? What are the major topics to ask about and in what order? 
·  Avoid questions that may be answered with a simple yes or no. 
·  Keep questions clear and uncomplicated by asking one question at a time and 

avoiding compound questions. 
·  Maintain control. 
·  Ask follow-up questions to verify assertions. (“Why do you say that? How do you 

know that? 
·  Repeat or rephrase information to verify that the response has been understood 

accurately and completely. 
·  Evaluate the completeness and reliability of the answers. If it seems the subject 

is compromising their response, the interviewer may need to approach the topic 
from a new direction or work more on the rapport. 

·  Begin by noting the subject’s name, position, job duties, and other personal 
information. 

·  Listen carefully. This accomplishes several things. Listening helps maintain 
rapport. No one wants to talk openly to someone who is not paying attention. 
Listening attentively insures that information is not missed allows the interviewer 
to use information as it comes to adjust questions and maintain control. 

·  Use simple acknowledgments and pauses to motivate the subject to continue 
their narrative. It is a social phenomenon that people feel motivated to fill in the 
blanks in conversations when there are periods of silence. It is often useful to 
simply acknowledge what they have already said and wait for more information. 
Let the silence stretch out and look at the subject as though expecting further 
information. “Uh huh.” Followed by silence. Or, “Yes, and then what?” Followed 
by silence will often motivate the subject to fill in the silence with further 
information. 

·  Avoid negative or accusatory statements. 
·  Avoid appearing overbearing or using words of authority. Intimidation is 

occasionally a method used when a subject is being interrogated (an interview 
against the subject’s will) for information that they do not want revealed.  
Interrogation is most likely to be applicable in a criminal custodial situation.  

·  Show concern for the subject’s comfort and situation. Empathize with the 
difficulty the subject may have in revealing the information, but that the 
information will probably be revealed through other means and it would be so 
much more valuable to hear the truth from the subject. 

·  Start with non-threatening topics such as general background information. For 
example: “What do you do here at Acme Dumping? Oh, then you would know 
how wastes are handled in the plant, wouldn’t you?” From this the interviewer 
may proceed to more specific questioning and the subject knows that the 
interviewer knows they have knowledge. 

·  Don’t ask questions with the answer included in it. For example: “You don’t have 
any toxic materials around here, do you?”  

·  Conclude the interview by summarizing and verifying the important information 
noted. Ask and provide opportunities for additional information and/or 
clarification. When closing the interview, the interviewer should express 
appreciation for the subject’s time and effort and reestablish the rapport. The 
interviewer should provide the subject with a means of contacting him if they 
remember something or wish to provide further information. The interviewer 
should try to end the interview with their trust in the interviewer’s integrity intact.  
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Appendix F: Standard Inspection Report Letter 
Template 
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Appendix G: Inspection Report Template 

PME Inspection Report No: INSERT 
 
INSPECTED SITE& FACILITY NO.   
 
DATE(S) OF INSPECTION 
 
INSPECTED PROCEDURES/PROCESSES  
 
DATE OF PREVIOUS INSPECTION 
 
FACILITY CONTACT PERSON & PARTICIPANTS   
 
LEAD INSPECTOR & INSPECTORS 
 
SUMMARY: 
 
Purpose 
INSERT 
 
General overview 
INSERT 
 
Number of Observations/Recommendations 
INSERT 
 
  
 
DISTRIBUTION:   INSERT 
 
 
OPENING MEETING 
 
What was covered? 
What are they being inspected against? 
 
STATUS OF PREVIOUS INSPECTION FINDINGS 
STATE AS APPLICABLE 
 
CORRECTIVE ACTION REQUEST 
STATE AS APPLICABLE 
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FINDINGS/RECOMMENDATIONS 
 
Finding No.  Finding Category 

Major non-conformance 
Minor non-conformance 
Observation 

Recommendation 

1 State as applicable.   
2 State as applicable.   
3    
4    
Etc.    
  
 
CLOSING MEETING 
 
The key inspection findings were explained and accepted by the facility 
personnel, with actions agreed to address them. 
 
CERTIFICATION  
 
 
Report 
prepared 
by 

 
_______________________________________________________ 

 
Report 
approved 
by 

 
_______________________________________________________ 

 
Date: 

 
_______________________________________________________ 
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Appendix H: Re-Inspection Report 
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Appendix J: Agenda for Opening Meeting 

 
OPENING MEETING AGENDA 

SITE NAME 
DATE 

 
Meeting Chair:  Lead Inspector’s Name 
 
Meeting Attendees: Names of attendees, including, but not limited to all inspectors, 

at least one senior management representative, the facility 
operator and other key personnel to be involved in the 
inspection (as relevant). 

 
  

1. Introductions 
 

All 

2. Inspection objectives review 
 

Inspector and/or team 

3.  Inspection methodology review, including inspection 
team’s need for access to records, drawing diagrams, 
samples, interviews, photographs and/or video.  
 

Inspector and/or team 

4.  Review inspection plan, including schedule of activities, 
timeframe for inspection, list of records required, etc. 
 

Inspector and/or team 

5.  Introduction of facility operation, plant layout/map, 
process diagram, management structure, plant processes 
or other information relevant to the visit 
 

Facility management 

6.  Safety information relevant to the inspection, including 
PPE required, evacuation procedure, etc.  
 

Facility management 

7.   Questions 
 

All  

8.  Adjourn 
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Appendix K: Agenda for Closing Meeting 

 
CLOSING MEETING AGENDA 

SITE NAME 
DATE 

 
Meeting Chair:  Lead Inspector’s Name 
 
Meeting Attendees: Names of attendees, including, but not limited to all inspectors, 

at least one senior management representative, the facility 
operator and other key personnel to be involved in the 
inspection (as relevant). This typically includes the same 
attendees as the opening meeting.) 

  
 

  
1. Positive observations made during the inspection 

 
Inspector and/or team 

2. Summary of the key inspection findings 
 

Inspector and/or team 

3.  Address any immediate corrective actions required 
 

Inspector and/or team 

4.  Present timeline for inspection report 
 

Inspector and/or team 

5.  Address outstanding questions from the facility personnel 
 

Facility personnel 

6.  Adjourn 
 

 

   
  
 
 
 


