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	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	ACTIVITY
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed
	Planned
	Completed

	Review and counter sign OHS Policy and Consultation Statement - display
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Plan regular meetings and record on the Congregation Meeting Record 
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Review UCA website for changes
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Nominate a Designated Emergency Controller, review emergency procedures and display
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Emergency Evacuation Drill
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	First Aid Kit Check 
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Traffic Management Plan review
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Observe Workers / Employees against Safe Work Practices
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Carry out the Annual Property Maintenance Inspection
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Update Chemical Register
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Electrical Equipment Register (testing)
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Asbestos Inspections
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Document competencies on the Training Needs Analysis Form and complete an analysis for each employee
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Record ongoing training on the Training Plan and Record Form
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Review and countersign Return to Work Policy - display
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Check UCA website for OHS notice board guide – display updated documents
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Complete Annual Property Maintenance Checklist
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Prepare Annual ESM Report (AESMR)
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 

	Prepare OHS / WHS Calendar for the next year
	☐
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☐ 
	☒ 
	☐ 
	☐ 
	☐ 

	
	☐ Left hand box – indicates month activity is planned
	☐ Right hand box – indicates month activity was completed
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Uniting Church in Australia
SYNOD OF VICTORIA AND TASMANIA
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Property Services




