



Protocol for Unannounced Inspections

The Department of Administration (DOA) is subject to unannounced inspections from government agencies responsible for safety and environmental protection.  Such agencies may include:  Occupational Safety and Health Administration (OSHA and MNOSHA), Environmental Protection Agency (EPA), Minnesota Pollution Control Agency (MPCA), Ramsey County, City of St. Paul, Fire Inspectors.
1. Since the Administration Building, (and other PMD occupied buildings) does not have a reception desk, the inspector may arrive at any office area.  Should this occur, the first employee to encounter them should direct them to Plant Management Division (PMD) at Administration Building, G10.
2. What to do: 
a. Treat the inspector with respect, request proper identification and the reason(s) for the inspection. 
b. Document the name of the inspector, the agency represented, address, and authority under which the inspection is being conducted.  Ask for a business card from the inspector.
c. Inform the inspector that you must contact the Safety Administrator and/or Plant Management prior to the inspection.   
Safety Administrator   
Phone:  651.201.8212





   
HR Main: 651.259.3700

Plant Management 
Physical Plant Manager or Designee 




Service Line phone:  651-201-2300
d. Escort the inspector to a conference room. 
e. After contacting Safety and/or Plant Management, accompany the inspector at all times.  Do not escort the inspector through areas that are not included in the scope of the inspection. 
f. Obtain a camera if the inspector indicates pictures may be taken.  Take pictures of everything the inspector photographs.
g. During the inspection take detailed notes about areas visited and compliance issues raised by the inspector.  
h. Determine if there will be a re-inspection.
i. After the inspection, immediately notify Safety and/or PMD of the results.  
3.
If contacted by an inspector via telephone or fax regarding an inspection or to answer questions, refer the inspector to the Safety Administrator and or PMD at the above phone numbers. 

