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   OCCUPATIONAL HEALTH AND SAFETY COMMITTEE
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Introduction

[name of organisation] recognises the successful management of health and safety in the workplace relies on commitment, consultation and co-operation.
Purpose


The purpose of this policy is to ensure all management and employees (including volunteers) understand the need for health and safety, their role in making the workplace safer, and how they can fulfill their responsibilities and duties.

Authorisation

<<Position>>

[name of organisation]  
Policy

      
[name of organisation] recognises the importance of consultation with employees 
regarding health and safety issues.
[name of organisation] will establish an Occupational Health and Safety Committee where deemed necessary. Where a workplace has employee numbers lower than the legal requirement to establish a committee, they may establish an Occupational Health and Safety 
Committee or conduct regular Occupational Health and Safety forums.
      
The committee or forum will consist of not less than half Employee representatives.  The 
number of Health and Safety Committee members will be decided and agreed by the 
Employees and Management at each individual site.

Occupational Health and Safety Committee or Forum meetings are to be conducted at least 
every three months.  An agenda will be established prior to the meeting and issued to all 
persons attending the meeting.  Minutes will be taken and copies made available to all 
employees.

[name of organisation] encourages sites to invite appropriate visitors to attend the 
Occupational Health and Safety or Forum meetings and positively contribute.
Definitions
Occupational Health and Safety Representative:  Is the elected spokesperson of a designated work group.  Health and Safety Representatives are encouraged to join with Management to monitor health and safety issues in the workplace, and to work with management to improve health and safety standards.



Health and Safety Committee:  Is a group of people comprising management representatives 
and other employees.  Elected health and safety representatives may also be Health and 
Safety Committee members.  At least half the Health and Safety Committee members must 
be employee representatives.
Responsibilities


It is the responsibility of Health and Safety Committee Members to ensure that:

· meetings are attended or apologies forwarded to the secretary if unable to attend;
· they come to the meeting prepared, having read the minutes of the previous meeting;
· the agenda has been studied beforehand and notes are prepared on matters affecting him/her or those he/she represents;
· the views and opinions of those people he/she represents are represented;
· only facts are quoted;
· safety committee views are known in his/her department and reported back to those he/she represents as fully as possible;
· relevant material and information is read to ensure knowledge on occupational health and safety matters is current.

It is the responsibility of the General Manager to ensure that:

· they are available to attend site Health and Safety Committee meetings;
· all organisation sites have established a Health and Safety Committee or Forum.
Procedure

Management should review the relevant legislation for each State to determine whether an Occupational Health and Safety Committee is required for the workplace. They should also consult with the Occupational Health and Safety Representatives and the Human Resources Department to determine if an Occupational Health and Safety Committee is required at their site.

Management must ensure that employee representatives are selected appropriately and that the committee is established and conducted in line with the applicable legislation.

All formal committee meetings must be documented in line with Appendix A – Health and Safety Committee Meeting Minutes.  A copy of these minutes must be forwarded to all Occupational Health and Safety Representatives.

Occupational Health and Safety Committees must meet, as a minimum, quarterly.  The sample agenda provided in Appendix B sets a minimum standard for these meetings.

Attachments

Appendix A
Health and Safety Committee Meeting Minutes Format

Appendix B
Health and Safety Committee Meeting Agenda Format

Appendix C
Occupational Health and Safety Committee Legislation
Appendix A
HEALTH AND SAFETY COMMITTEE MEETING MINUTES
Minutes of :

Health and Safety Committee Meeting

Held at :



Date / Time :



1.
OPENING AND WELCOME

2.
HEALTH and SAFETY COMMITTEE MEMBERS PRESENT


List of Health and Safety Committee members attending.

3.
APOLOGIES


List of Health and Safety Committee members apologising for absence.

4.
CONFIRMATION OF MINUTES OF PREVIOUS MEETING


Minutes to be read, or if previously circulated, voted upon and signed by the Chairman.

5.
CORRESPONDENCE


Secretary to present any correspondence, inwards or outwards.

6.
MATTERS ARISING FROM MINUTES OF PREVIOUS MEETING


In this section, all matters listed for action are reviewed and reported on.  Matters not completed remain on the Agenda for future meetings, until problem is resolved or the Committee agrees to remove it from the Agenda.

7.
REPORTS


Reports such as Accident Statistics, Accidents Investigated and Rehabilitation should be presented and discussed.  (Reports may be verbal or written.)

8.
NEW BUSINESS


A list of new items raised for action, listed as below to be discussed.

Continued…

	Date Raised
	Item
	Action

Required
	Person

Responsible
	Date

Completed

	
	
	
	
	



Any items listed should be added to those still outstanding from previous meeting and placed on the next Agenda in this format.

9.
GENERAL BUSINESS


Health and Safety Committee Members to be given the opportunity to discuss any other Health and Safety matters.

10.
QUARTERLY, ANNUAL (etc.) REVIEWS


Details of any reviews carried out at the meeting, eg:  Policy, Procedure, etc.

11.
CLOSE

Appendix B
HEALTH AND SAFETY COMMITTEE MEETING AGENDA
· DATE

· TIME

· PLACE

· ITEMS REQUIRED (as per format below)


-
Opening


-
Welcome


-
Apologies


-
Extra Agenda Items (late)


-
Read Minutes – confirmation of minutes of previous meeting


-
Business Arising from Minutes


-
Correspondence


-
Reports


-
Review of Accidents or Statistics


-
Review of Motor Vehicle Incidents/Accidents


-
Review and up date the OH&S Improvement Plan


-
New Business 


-
Quarterly, Annual Reviews (policy/procedure)


-
Next Meeting

· CLOSE

Appendix C

OCCUPATIONAL HEALTH AND SAFETY LEGISLATION
	State
	State Regulatory Body
	Applicable State Legislation
	Description

	NSW
	Workcover NSW
	OH&S Act 2000
	An OHS committee is to be established for the purposes of consultation under this Division if the employer employs 20 or more persons in the employer’s undertaking and a majority of those employees request the establishment of the committee or if WorkCover so directs.

	VIC
	Victorian Workcover Authority
	OH&S Act 1985
	Upon being requested to do so by a health and safety representative or when required by regulation to do so, an employer shall within three months after the date of the request or in accordance with the regulation establish a health and safety committee in accordance with this section. 

	QLD
	QLD Government - Workplace Health & Safety
	Workplace Health & Safety Act 1995
	The Act allows workers in a workplace to form workplace health and safety committees.

	ACT
	ACT Workcover
	Occupational Health & Safety Act 1989
	The Act allows workers in a workplace to form workplace health and safety committees.

	SA
	Workcover Corporation
	Occupational Health, Safety & Welfare Act 1986
	At the request of-  (a) a health and safety representative; or (b) a prescribed number of employees; or (c) a majority of the employees at any workplace, the employer must, within two months of the request, establish one or more health and safety committees.

	WA
	Workcover Western Australia
	Occupational Safety & Health Act 1984
	An employee who works at a workplace may request an employer to establish a health and safety committee for the workplace.
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