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Danish Working Environment Authority
inspections: how to prepare

Work environment folder

Putting together a work environment folder can help your unit in connection with WEA inspections. As the
information WEA typically asks for is specific to the individual unit, there isn’t a shared AU folder. Compiling
a digital work environment folder can make it easier for you to find the information the WEA might ask you
for in connection with an inspection.

Topics to include in an work environment folder:

e Workplace assessment (WPA) — REMEMBER to do a new WPA in connection with relocation and any
other changes that impact the work environment!

e AU's occupational health and safety organisation and the local occupational health and safety
organisation

e That the members of the occupational health and safety organisation have completed the mandatory
occupational health and safety training

e That the members of the occupational health and safety organisation have been offered supplementary
training

e That staff have completed any mandatory training courses relevant to their job function

e Chemical risk assessment and workplace instruction manuals (APBs)

e Instruction manuals for and mandatory inspection of machinery and instruments

e  Work environment statistics

e The annual occupational health and safety review

e Smoking policy in writing

Background

There are a number of issues related to occupational health and safety that your local occupational health
and safety organisation and your management should be prepared for in connection with Danish Working
Environment Authority inspections. This description can serve as part of the preparation. Because the
Danish Working Environment Authority might show up at any time, we recommend that all units keep this
information up to date.

The WEA monitors companies and institutions in Denmark to ensure they comply with occupational health
and safety regulations.
The WEA selects one or more p-numbers (‘production units’, or addresses) to inspect. Each

location/address where a company has activities is assigned a 10-digit P-number. This means that the
inspection can include all units at the address with the P-number in question.

The WEA inspectors have the right to inspect all facilities at the address and the right to talk to all
employees.
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After an inspection, the WEA follows up by sending a report describing its findings. Depending on how the
inspection goes, the WEA has different possible responses.

e (Clean bill of health
When the WEA does not find any violations of the health and safety regulations.

e Immediate improvement notice
If immediate action must be taken to rectify a violation of the occupational health and safety
regulations. The WEA issues immediate improvement notices if there is significant danger,
imminent significant danger or no significant danger.

e Improvement notice with deadline
When the WEA issues a notice to rectify a problem by a certain deadline, while allowing work to
continue in the meantime.

e formal reprimand
If the company has violated the occupational health and safety regulations, but the WEA does not
impose a specific remedy.

e |nvestigation notices
If the WEA has a concrete suspicion that working conditions are unsafe, or as part of a general
investigation or ongoing monitoring of conditions in an industry.

e Agreement to problem-solve
The WEA can offer enterprises the option of an agreement to problem-solve if an inspection
uncovers a health and safety issue. Such agreements are voluntary.

e Penalties
The WEA can issue administrative fines or report an issue to the police.

Read more about the instruments at the WEA’s disposal here.

In some cases, a unit may be ordered to rectify a violation by a specific deadline with the assistance of an
authorised occupational health and safety consultant. AU units must work with one of the authorised
consultants the university has agreement with (find contact information here).

Units can follow the progress of their own cases on the ADVI platform, which is the WEA’s digital self-
service tool.

Read more about Danish Working Environment Authority inspections

Who participates in inspections?

When the WPA carries out an on-site inspection, inspectors will want to speak to management, employees
and the local occupational health and safety organisation. So it’s a good idea for the supervisor, an
occupational health and safety representative from the occupational health and safety group and a
representative from upper management (department/school head, deputy department/school head,
deputy director) to be present for the inspection.

If the supervisor and the occupational health and safety group are not present, the meeting should be
conducted with the participation of a management representative from the unit (e.g. head of department,
deputy head of department, deputy director, unit manager).

Side 2


https://at.dk/tilsyn/arbejdstilsynets-reaktioner-ved-et-tilsyn/om-arbejdstilsynets-reaktioner/
https://at.dk/selvbetjening/
https://at.dk/tilsyn/hvad-er-tilsyn/
https://at.dk/tilsyn/hvad-er-tilsyn/

/ AARHUS AU HR, Development and Work

UNIVERSITET Environment
March 2024

If the occupational health and safety representative is unable to participate, another employee without
management responsibility who is familiar with the work of the occupational health and safety
organisation should participate.

What do all employees need to know?

All employees in the unit should know what occupational health and safety group they belong to, who their
supervisor is and who their occupational health and safety representative is, os that they know who to
contact in the event of an inspection.

Find your occupational health and safety group here:
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/

All employees in the unit should also know where to find the WPA action plans and the annual occupational
health and safety review for their unit.

What happens during an inspection?

Normally, an inspection begins with a meeting at which the agenda for the inspection is planned. At a
minimum, a supervisor/local manager and an occupational health and safety representative must
participate in the meeting. The following topics will normally be discussed at the meeting:

1. Organisation of health and safety work at the faculty, department, deputy director area, unit, etc.
2. Status and assessment of WPA initiatives and processes, physical and psychological.
3. Status and assessment of the annual occupational health and safety review.

The inspection will normally also include a walkaround of the work environment in the unit. It can be a
good idea to have a member of the occupational health and safety group accompany the WPA inspector on
the walkaround - both to guide them and answer any questions along the way. The WPA inspector can
speak to employees in private if needed. This means that the WPA has the right to talk to the employees
without the presence of management. Both one-on-one and group interviews are permitted.

The walkaround can be extremely thorough and comprehensive and can focus on both the physical and the
psychological work environment. Along the way, the Danish Working Environment Authority can ask
random employees questions about the work environment and how the unit approaches occupational
health and safety work. The inspection ends with a presentation of the inspector’s conclusions from the
walkaround. Subsequently the Danish Working Environment Authority sends an inspection report to the
unit.

Important points
Below is a list of points about occupational health and safety at Aarhus University that is particularly
relevant for managers and occupational health and safety groups.
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AU's occupational health and safety organisation and the local occupational health and safety
organisation

Knowledge about the composition and responsibilities of the occupational health and safety organisation
(departments/schools, centres,administrative divisions, etc.). See:
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/

Occupational health and safety training and other mandatory training

The Danish Working Environment Authority can demand to see course certificates showing that supervisors
and occupational health and safety representatives have completed the mandatory health and safety
training that is required by law. This training must be completed within three months of joining. If an
occupational health and safety group’s members have not completed the training or cannot produce proof
of training, the WEA may issue a notice. It is the responsibility of the supervisor and the occupational
health and safety representative to keep the course certificate after completing the training. You can also
request the university to file it in your personnel file.

Read more at http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/om/

There are various mandatory training programmes that some employees must complete, such as a spraying
course, welding course, scaffolding training, etc. Documentation must be shown if so requested by the
WPA inspector.

Workplace assessment (WPA)

Information about WPA must be accessible for all employees: all employees must be able to access
information about the WPA process, the results and the action plans for their unit. Employees must be able
to access the WPA material themselves or know who to contact (for example, the occupational health and
safety group or their manager) to get access to the material.

According the Danish Working Environment Authority, an action plan must describe the nature of the

problem, severity/risk assessment, scope and causes, information about when and how the problem is to
be solved, who is responsible for the solutions, as well as how and when follow-up will occur.

Read more about WPA on the WEA website

Information about WPA at AU is available at
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/apv/, including action plans, WPA reports and
more.

It's a good idea to make WPA results, action plans and process plans available on a shared driver orin a
binder kept in a location all employees have access to. On the AU WPA webpage, employees can access the
guestionnaires used in the survey and other information about WPA at AU:
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/apv/

Side 4


http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/om/
https://at.dk/arbejdsmiljoearbejdet/arbejdspladsvurdering-apv/
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/apv/
http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/apv/

/ AARHUS AU HR, Development and Work

UNIVERSITET Environment
March 2024

WPA in connection with relocation, major organisational changes etc.:

A relocation WPA should be carried out three to six months after a relocation or other major organisational
change that impacts the work environment. The local occupational health and safety committee or
occupational health and safety group is responsible for updating the unit's action plan based on the results
of the relocation WPA.

On http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/apv/apv-ved-flytning-nyansaettelse-mm/,

checklists and question guides are available that can be used to perform a WPA and update the WPA action
plans in connection with relocation, for example. AU has a licence for Rambgll's interim assessment system,
which can also be used for WPAs in connection with relocation.

Chemical risk assessment and workplace instruction manuals (APBs)

When working with hazardous substances and materials, a chemical risk assessment of the substances and
materials used must be carried out.

This also applies to cleaning agents and similar products used at work.

Read more about chemical risk assessment and workplace instruction manuals on the website ofthe the
Danish Working Environment Authority and at Technical Sciences, Natural Sciences and Health.

Instruction manuals for machines and equipment and inspection of machines and equipment

e By law, instruction manuals/guides must be available close to the machine. They must be in Danish
and written in a style that is appropriate to the users’ level of skill.
e The legally required inspection documents must also be available close to the machine.

Work environment statistics

AU's occupational health and safety statistics for the faculties and departments/schools are updated four
times a year,in order to provide a factual basis for preventive efforts with regard to work environment
quality. The statistics cover sick leave, work accidents and psychological counselling. The occupational
health and safety statistics can be accessed on the occupational health and safety website.

The annual occupational health and safety review

All occupational health and safety committees must hold an annual health and safety review. At the review,
the participants must:

1. Agree on the topics which will be the focus of the occupational health and safety collaboration in

the coming year.
2. Determine how the collaboration will take place.
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3. Assess whether the previous year's goals have been achieved.
4. Set goals for the coming year's collaboration.

At AU, all occupational health and safety committees must hold an annual health and safety review. Along
with the minutes of the meetings, the annual occupational health and safety review can be found on the
committees' website http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/

A template is available on the website to help committees in their annual discussion.

One of the items on the agenda at the annual occupational health and safety review must be the discussion
of occupational accidents. All employees can familiarise themselves with the procedure for work-related
accidents on the website: http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/anmeldskade/

Smoking policy

e AU’s smoking policy is available here.

The occupational health and safety contact people in AU HR

Each faculty and the administration has an occupational health and safety contact person in AU HR who can
be contactedin connection with questions or if you need help to do with an inspection. Find your contact
person here: http://medarbejdere.au.dk/administration/hr/arbejdsmiljoe/organisation/.
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