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OHS Planning

Every Quarter
· OHS Workgroup/Committee will hold [number] meeting/s

· Heads of Department will conduct/organise [number] risk assessments

· OHS Workgroup/Committee will review risk assessments, incident reports, hazards register, first aid register

· First Aid Kits checked and restocked as appropriate
· Personal Protective Equipment will be checked and replaced as appropriate

· Emergency and lockdown procedures drills will be conducted and debriefed

· OHS training will be conducted as appropriate

Every Year

· OHS Workgroup/Committee will develop year plan (for following year) including job and workplace redesign, inspection schedule, OHS training etc
· Property / Maintenance will develop preventative maintenance schedule for equipment, buildings and grounds

· Training needs will be reviewed

· OHS laws, latest information and technical innovations will be reviewed

· Annual report of risk assessments, incident reports, hazards register, first aid register will be prepared and reviewed by the CEO and Board
· Budgeting for OHS will be undertaken

· Open Workers Compensation claims will be reviewed prior to policy renewal

Every Two Years

· Consultation strategy will be reviewed with staff
· OHS Committee/Rep elections will be held if relevant
· OHS Policy and associated Procedures and Forms will be reviewed

· Independent audit of OHS Management System will be undertaken

Ad hoc

· Induction training will be provided to new staff 

· Procedures will be reviewed and amended as appropriate, in the event of an incident

· Incidents will be investigated

· Hazard reports will be received and hazards corrected and/or feedback provided

· Plant and equipment, buildings, grounds, personal protective equipment will be fixed or replaced as appropriate on report of faults/breakages

· RTW plans will be reviewed on an ongoing basis by RTW coordinator
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