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A Week in the Life…
Give a brief outline of your job role and a little about your organisation.   Of course, if you don’t want to mention the name of your organisation, that’s ok.   Your input will still give our readers an insight into the world of HS&E in action.
Use our template below to tell us of the highs and lows of your average week.   Typical things to include may be in relation to health, safety, the environment, risk assessments, COSHH systems, resistance from various levels in your organisation, meetings, investigations etc.

Ideally, if you have taken on challenging aspects of your job throughout the week and have made improvements to your HS&E management systems, we would love to hear and learn from your experiences.
Don’t think you have to write ‘war and peace’, just a few words will do.
After you have completed the form, send it back to us at:

hsfb@healthandsafetytips.co.uk 
	Job role:

Health and Safety Advisor


	Organisation (optional):

Manufacturing (heavy engineering)


	Name (optional):




	Monday

	Morning
	Afternoon

	Organise work at height training handouts and ensure candidates are prepared.
Catch up on emails.

Prepare monthly HSE statistics and communicate organisation wide.
Witness a test on the new oil filtration extraction system on one of the turning machines with manufacturer to ensure correct operation and sufficient air changes are taking place.
	DSE assessment/awareness session.

Meeting with Facilities manager to discuss actions from a risk assessment.
Complete monthly HSE statistics.

Organise confined space rescue provisions.
Write up meeting minutes for COSHH team.
Shop floor walkround.

	Notes:

	Tuesday

	Morning
	Afternoon

	Finalise minutes for COSHH team.
Review risk assessment documentation for meeting later.

Complete more questions on industry standard questionnaire.
Shop floor walkround.
	Complete more questions on industry standard questionnaire.
Risk assessment team meeting to discuss the re-launch of the team.



	Notes:

	Wednesday

	Morning
	Afternoon

	Complete more questions on industry standard questionnaire.
Complete actions from previous team meetings regarding risk assessment and COSHH.
	Clear backlog of emails.
Complete COSHH assessments.

Complete industry standard questionnaire formatting and final binding.

	Notes:

	Thursday

	Morning
	Afternoon

	Departmental meeting.
Industry standard questionnaire handover meeting with projects staff.
	Set up various meetings and agendas for next week.
Create planning schedule for emergency evacuation procedure review and implementation of fire marshal training.

Shop floor walkround.

	Notes:

	Friday

	Morning
	Afternoon

	Speak with facilities to discuss temporary WC facilities whilst existing facilities are refurbished.
Create plasma screen campaign refresher for acceptable footwear in factory.

	Shop floor walkround.
Reviewing training presentation to deliver in-house COSHH Team training.

Sort out printer upgrade recognition errors with IT.

Final tidy up of emails.

	Notes:

	Saturday

	Morning
	Afternoon

	
	

	Notes:

	Sunday

	Morning
	Afternoon

	
	

	Notes:


