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AFFILIATED CORPORATE SERVICES, LLC
ACS RESOURCE CENTER

WORKPLACE QUALITY
INSPECTION CHECKLIST

A practical guide for inspections that identify problems, document results, and support corrective action

WHY INSPECTION MATTERS
A workplace inspection is useful only when the organization knows what should be inspected, what acceptable
performance looks like, how deficiencies should be documented, who receives the findings, and what happens next.
Simply “checking the work” is not a quality-control system.

DEFINE → INSPECT → DOCUMENT → CORRECT → VERIFY → ANALYZE → IMPROVE

1. Establish the Inspection Purpose

■ Identify the work, service, area, product, or process being inspected.

■ Define the purpose of the inspection.

■ Identify the customer, operational, contractual, or internal requirements involved.

■ Determine who owns the inspection process.

■ Establish who will receive the results.

■ Define what should happen when deficiencies are identified.

Inspection Area / Process: ________________________________________________

Inspection Owner: ________________________________________________

Purpose: ________________________________________________

START WITH THE STANDARD
An inspection should not begin with the checklist. It should begin with the standard. Before asking whether something
passes or fails, the organization must know what acceptable performance actually looks like.

2. Define Measurable Inspection Criteria

■ Each inspection item relates to a defined requirement.

■ Criteria describe observable conditions or results.

■ Subjective terms such as “good,” “adequate,” or “acceptable” are defined where possible.

■ Critical requirements are distinguished from minor requirements.

■ Applicable tolerances or limits are identified.

■ Inspection criteria reflect current requirements.

■ Employees responsible for the work understand the standards.

EXAMPLE
Weak criterion: “Work area looks good.”
Better criterion: “Work area is free of visible debris; required materials are stored in designated locations; access routes are
unobstructed.”

CONSISTENCY CHECK
If two qualified inspectors can reasonably reach opposite conclusions using the same criterion, the criterion may need
clarification.



Affiliated Corporate Services, LLC  |  336.338.3454  |  info@acsllc-nc.com  |  acsllc-nc.com

PREPARE AND CONDUCT THE INSPECTION
3. Determine When and How Inspections Occur

■ Inspection frequency is defined.

■ Timing reflects the risk and importance of the work.

■ Responsibility for conducting inspections is assigned.

■ Required tools and forms are available.

■ Sampling methods are defined where applicable.

■ Scheduled versus unannounced inspections are considered appropriately.

■ Follow-up inspections can be initiated when needed.

Inspection Frequency: ________________________________________________

Inspector / Role: ________________________________________________

4. Inspect the Work Against the Standard

■ Inspect actual conditions or performance.

■ Compare observations against defined criteria.

■ Review appropriate records when necessary.

■ Speak with responsible employees when clarification is needed.

■ Record deficiencies when observed.

■ Avoid changing standards from one inspection to another.

■ Avoid overlooking known problems simply because they have become familiar.

■ Identify conditions requiring immediate attention.

INSPECT THE RESULT — NOT THE PERSON
Quality inspection should determine whether the work meets the defined requirement. Findings should describe observable
conditions and evidence rather than personal judgments about the employee performing the work.

5. Record What Was Actually Observed

■ Identify the specific requirement not met.

■ Describe the observed condition.

■ Identify the location, process, item, or work involved.

■ Record supporting evidence where appropriate.

■ Use photographs where useful and permitted.

■ Record date and time when relevant.

■ Avoid vague or emotionally loaded descriptions.

■ Distinguish facts from assumptions.

WHAT → WHERE → REQUIREMENT → OBSERVED CONDITION → EVIDENCE

DOCUMENT SPECIFICALLY
Weak finding: “Cleaning was bad.”
Better finding: “Second-floor breakroom floor contained visible food debris along the north wall at 8:15 a.m.; service
specification requires floor surfaces to be free of visible debris following nightly service.”
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CLASSIFY, COMMUNICATE AND CORRECT
6. Classify Findings Appropriately

MEETS REQUIREMENT
No deficiency observed.

MINOR DEFICIENCY
Does not fully meet the requirement but does not create significant immediate operational, quality, or customer impact.

SIGNIFICANT DEFICIENCY
Meaningful failure requiring timely corrective action.

CRITICAL / IMMEDIATE ATTENTION
Condition requiring prompt escalation because of serious operational, safety, customer, contractual, or quality implications.

7. Assign Responsibility for Deficiencies

■ Findings are communicated to the appropriate person.

■ Responsibility for response is clear.

■ Required completion date is established where appropriate.

■ Immediate containment is initiated when necessary.

■ Escalation requirements are defined.

■ Significant recurring problems receive management attention.

■ Customer communication occurs when appropriate.

FINDING THE PROBLEM IS ONLY THE BEGINNING
A completed inspection does not create improvement unless identified deficiencies are addressed.

8. Distinguish Correction From Corrective Action

CORRECTION
Fixes the immediate observed problem.

CORRECTIVE ACTION
Addresses the underlying cause to reduce the likelihood that the problem will happen again.

EXAMPLE
Finding: Customer order shipped with the wrong item.
Correction: Send the correct item.
Corrective action: Determine why the wrong item was selected and modify the process, verification, training, system, or
control responsible for the error.
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VERIFY CLOSURE AND IMPROVE PERFORMANCE
9. Confirm That the Problem Was Actually Resolved

■ Required action was completed.

■ Corrected condition was re-inspected where appropriate.

■ Evidence of completion was reviewed.

■ Customer-impacting issues were followed up appropriately.

■ Repeated deficiencies were escalated.

■ Closure was documented.

■ Open findings remain visible until resolved.

CLOSED SHOULD MEAN VERIFIED
Closure should mean that the required action has been appropriately verified — not merely reported as complete.

10. Look Beyond Individual Findings

■ Recurring deficiencies are tracked.

■ Repeat locations, processes, vendors, shifts, products, or activities are identified.

■ Trends are reviewed periodically.

■ Significant recurring issues receive root-cause attention.

■ Inspection criteria are updated when requirements change.

■ Training needs identified through inspections are addressed.

■ SOP or process weaknesses are corrected.

■ Management reviews meaningful quality information.

ONE DEFICIENCY IS AN EVENT
Repeated deficiencies may indicate a system problem. Repeated correction without analysis can allow the same
underlying cause to continue.

Workplace Inspection Readiness Check

■ Do we know exactly what is being inspected?

■ Are inspection standards clearly defined?

■ Could different qualified inspectors apply those standards consistently?

■ Is inspection responsibility assigned and frequency appropriate?

■ Are findings based on observable evidence and documented specifically?

■ Do we distinguish minor problems from significant ones?

■ Does every actionable deficiency have an owner and completion expectation?

■ Do we verify correction before closing significant findings?

■ Can unresolved findings be easily identified?

■ Do we track recurring deficiencies?

■ Do inspection results influence training, SOPs, processes, or management decisions?
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FIVE QUESTIONS WORTH ASKING
1. Do employees know the standard before someone inspects their work?

Inspection should verify established expectations — not introduce them for the first time.

2. Would two qualified inspectors reach substantially the same conclusion?

Large differences may indicate unclear criteria or inconsistent inspector training.

3. Are findings specific enough that someone who was not present can understand the
problem?

If not, documentation needs improvement.

4. When a deficiency is marked “closed,” what proves it was actually corrected?

Closure should be supported by appropriate verification.

5. Are we repeatedly finding the same problems?

If so, repeated correction may be masking a deeper process, training, documentation, supervision, vendor, or control problem.

FROM INSPECTION TO IMPROVEMENT
DEFINE the expected result.
INSPECT actual performance against that standard.
DOCUMENT what was observed.
CORRECT identified deficiencies.
VERIFY that required action was effective.
ANALYZE recurring findings and trends.
IMPROVE the process, SOP, training, controls, or management system.

THE PURPOSE OF INSPECTION
The purpose of inspection is not to find fault. It is to create reliable information for managing performance.

RELATED ACS RESOURCES
When an inspection identifies a deficiency, the ACS Corrective Action Quick Guide provides the next step: containment,
cause evaluation, corrective action, verification, and recurrence prevention.

When a deficiency has affected the customer, the planned ACS Service Recovery Guide will address response, service
restoration, communication, confidence rebuilding, and learning.

Would You Like an Independent Look at Your Quality or Inspection Process?

As part of ACS's introduction to the local business community, eligible businesses may request one complimentary Quality &
Inspection Introductory Assessment. ACS reviews one quality-control or inspection process for standards, inspection,
documentation, corrective action, verification, accountability, and management visibility.

There is no fee, no obligation, and no requirement to purchase an ACS service.

Learn more or request an assessment: acsllc-nc.com/assessment

EXPECTATIONS DEFINED. PERFORMANCE MEASURED. RESULTS MANAGED.


