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	CYCLIC EVENTS CHECKLIST 
Administrative Area
EHS Review Schedule


1. Faculty/Graduate School/Division  

Faculty/Graduate School/Division:


Department/Unit:  



2. Tasks by time frame 
	Two-monthly Tasks

	Tasks
	Date 1
	Date 2
	Date 3
	Date 4
	Date 5
	Date 6
	Person Responsible

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Quarterly Tasks

	Tasks
	Date 1
	Date 2
	Date 3
	Date 4
	Person Responsible

	EHS Objectives & Targets – progress review
	
	
	
	
	

	EHS Meetings & Minutes
	
	
	
	
	

	First Aid Kits supplies
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Twice Yearly Tasks

	Tasks 
	Date 1
	Date 2
	Person Responsible

	Office Workplace Inspection
	
	
	

	EHS Notice Board Review
	
	
	

	Out of Hours Contact Information
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Yearly Tasks

	Tasks
	Date
	Person Responsible

	Annual EHS Objectives and Targets Review (EHS Management Plan)
	
	

	EHS Training Needs Analysis
	
	

	OHS Risk Register
	
	

	Environmental Aspects Register
	
	

	Records Archiving & Disposal
	
	

	Emergency response staff review (BEC, Wardens, First Aiders)
	
	

	Emergency response resources review (BEC pagers & batteries, megaphone)
	
	

	Evacuation drill
	
	

	Electrical testing and tagging program
	
	

	Review Induction checklists for new staff
	
	

	Health monitoring review
	
	

	Internal audit corrective action plans
	
	

	Driver’s license review
	
	

	Off-campus activities review
	
	

	Restricted access reviewed
	
	

	Boat registration
	
	

	Boat license review
	
	

	First Aid risk assessments
	
	

	Review EHS Monitoring Equipment Register
	
	


	Two Yearly Tasks

	Tasks
	Date
	Person Responsible

	Contracts and Service Agreements
	
	

	Safe Work Procedures review
	
	

	Manual Handling training review
	
	

	Roles and Responsibilities training review
	
	

	Risk Management training review
	
	

	
	
	

	
	
	


	Three Yearly Tasks

	Tasks
	Date
	Person Responsible

	Manual Handling Risk Assessments review
	
	

	Work Station Self Assessment Review
	
	

	
	
	

	
	
	


	Five Yearly Tasks

	Tasks
	Date
	Person Responsible

	Fire arms license
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