
Health and safety 
check completed 
b y  O p e r a t i o n s 
D i rec to r  eve ry 
o t h e r  m o n t h

Repor t  sent 
t o  c e n t e r

Follow-up from site in 
two weeks

OD contacts TL or 
facility manager to 
ensure work has 
been completed

No

Team Leader turns 
w o r k  o r d e r s  i n  t o 
Operations Director

Staff fix issues 
a s  a  t e a m

Yes

O D  r e v i e w s 
w o r k  o r d e r

Needs repair?

Yes

OD  to  f o rw a rds 
Maintenance staff 
to  make repai rs

O p e r a t i o n s 
D i r e c t o r  c a l l s 
specialist to repair

Needs repair 
specialist?

No

Yes

Return report  to 
s i te  Opera t ions 
D i r e c t o r  w h e n 
c o m p l e t e d

No
OD sends follow 
up report to HR 
A s s i s t a n t

HR Assistant files 
in monitoring f i le

Immediate health or 
safety issue found

Can be 
immediately 
corrected?

OD or staff  correct 
immediately and 
n o t e  o n  r e p o r t

Yes

Repairs noted 
o n  r e p o r t

Maintenance staff 
c o m p l e t e  w o r k

Repor t  sent  to 
H R  A s s i s t a n t


