OHS COMMITTEE GUIDANCE

Purpose

This procedure outlines the function, role and composition of OHS Committee.  

Standard

· Identify relevant State Act and Regulations

Definitions

Nil

Procedure

Name company will establish a OHS Committee in accordance with the consultation arrangements as required by the relevant State Act and Regulations.  

Function of Committee

The OHS Committee’s major objectives are to:

1. Facilitate cooperation between Name company and its employees in instigating, developing and carrying out measures designed to ensure the safety and health at work of employees.

2. Formulate, review and disseminate standards, rules and procedures relating to safety and health, which are to be carried out or complied with at Name company.

To meet these objectives the committee shall:

· Assist in developing, monitoring and reviewing OHS procedures to implement a continuous improvement approach to safety and health.

· Assist in developing systems to ensure consultation occurs on all issues relating to OHS.

· Consider any proposed changes to the workplace, work organisation or work practices that may affect the safety and health of employees.

· Review accident reports and follow up actions. Make recommendations as appropriate.

· Examine OHS inspection and audit reports and recommend actions where necessary.

· Discuss reports and information supplied by staff, WorkSafe inspectors and other external sources and recommend actions where necessary.

· Consider and discuss reports by employee representatives and management and any outstanding OHS issues. Recommend actions where appropriate.

· Facilitate the development and conduct of training programs in OHS and monitor effectiveness of training programs.

· Ensure OHS standards are considered when new materials, equipment and substances are purchased or new procedures developed.

· Contribute to development of annual OHS improvement plan.

· Oversee the overall approach to OHS at Name company and encourage integration of OHS into the overall management system.

The committee will not override the direct lines of communication between management, staff or OHS Representatives. The Committee will deal with safety and health issues, which affect the whole organisation rather than specific area issues, which should be dealt with locally. 

Membership
Membership will comprise management and employees, with employee representation being at least 50%. Table 1 gives an overview of the members of the OHS Committee.

Management Representatives
Employee Representatives

Managing director
Employee from WWW

OHS coordinator
Employee from XXX

Manager/supervisor (XXX)
Employee from YYY

Manager/supervisor (YYY)
Employee from ZZZ

Manager/supervisor (ZZZ)
Employee from other location

Table 1: Members OHS Committee

Nomination 

The Managing director shall nominate the “management representatives” on the Committee. The OHS Representatives shall determine the "employee representatives” for each area. 

Tenure

Membership of the OHS Committee shall be for a period of 2 years. Committee members may be re-nominated.
Chairperson

The OHS coordinator is the chairperson of the OHS Committee. The Managing director is the deputy chairperson.

Role of members
Chairperson
Schedule meetings and inform members

Prepare agenda and other documentation relevant to each meeting

Invite any advisers, presenters, etc

Guide the meeting through the agenda

Ensure all have an opportunity to speak

Ensure the committee stays within its charter

Review and approve minutes of meetings

Deputy Chairperson
Perform the role of Chairperson in their absence

Secretary

Keep committee records

Report on the status of recommendations

Prepare the minutes and distribute minutes

Assist chairperson as required

Deputy Secretary
Perform the functions of secretary when they are absent

Committee Member
Attend meetings as scheduled


Prepare for meetings by reading circulated material prior to meeting


Consult with other employees prior to any meeting and report results of the meeting back to employees


Communicate concerns, which may affect policies and procedures


Set an example and promote OHS in the workplace


Be interested and motivated to take an active role in the OHS committee and in implementing actions in the workplace


Participate in the development, implementation and monitoring of the Occupational Safety and Health Management System


Assess and monitor OHS priorities


Assist in resolving OHS issues referred to the committee

Meeting Frequency & Quorum
The first three months the OHS Committee will meet monthly. After three months the meeting frequency will be reviewed. At least half of its members must be present from both management and employees to form a quorum. 

Action
Any recommendation arising from the committee shall be made by consensus of members.  Recommendations shall be forwarded to management and staff.

Agenda
A meeting agenda will be prepared by the chairperson and sent to members no later than 1 week prior to the meeting. The agenda is based on attached form “Agenda OHS Committee”. It will list the matters to be discussed, who is required to attend, time, date and venue of the meeting and have attached any documents to be reviewed prior to the meeting. 

Meeting Minutes
The Secretary will take minutes of each meeting. The Chairperson signs the minutes.

The Safety and Health Committee shall determine a Secretary and Deputy Secretary at the first meeting. OHS coordinator shall record and distribute the minutes to all members and each area. The minutes will include the following details: organisational and committee name, meeting time, date and location of meeting, members present and absent, items discussed, what action is to be taken by what date and by whom. 

Responsibility 

Managing director

Audit Records 

· Meetings Schedule.

· Current list of committee members.

· Minutes of OHS Committee meetings.

Procedure Owner

OHS coordinator
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