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Health and Safety Committee Charter

Purpose

This Charter outlines the function, role and composition of the Health and Safety Committee.

Standard (including relevant legislation)

Occupational Health & Safety Act 2004 (Section 72)

Function of Committee

The role of the Health and Safety Committee is to:

· Facilitate consultation between Council and its employees regarding health and safety issues and proposed changes which may affect workplace health and safety.

· Provide a forum for the discussion and formulation of relevant policies and procedures.

· Make recommendations to Council regarding health and safety strategies and programs.

· Promote awareness of, and commitment to Council’s Health and Safety Management Systems and Health & Wellbeing programs amongst employees; and

· Review accident investigation and hazard reports and corrective actions to ensure adequate measures have been considered to prevent recurrences.

· Review Council’s OH&S performance through statistical, audit and inspection reports.

· Sharing OH&S initiatives across all Council operations
The committee will not override the direct lines of communication between management, staff or health and safety representatives.  The Committee will focus on health and safety issues which affect the whole organisation rather than issues which should be dealt with locally. 

Membership
Membership will comprise management and employees with at least half the membership being employees.  Management representatives shall comprise of the following;

· CEO as the Chairperson, 
· One nominated management representative from each of the Directorates and;

·  Team Leader Risk & OHS 
Employee representatives shall be elected onto the Committee at the first Representative meeting of each new calendar year and comprise of representatives from the following;

· 2 from Dandenong Civic Centre. 1 from Operations Centre

· 1 from Home & Community Care

· 1 from Libraries

· 1 from remaining Community Services – Planned Activity Group, Food Services, Drum Theatre, Y Stop, or Maternal Child Health.

The Health & Safety Consultant shall attend in the capacity as secretary and provide expertise on health & safety matters.  Committee members may nominate a representative from their area in the capacity of deputy for the committee member’s absence from a scheduled meeting.  In addition to committee members, guest speakers, other staff and management may be invited to attend when relevant to a particular agenda item. 

Meeting Frequency & Quorum
The Committee will meet bi-monthly on the second Thursday between February and December.    At least half of its members from both management and employees must be present to form a quorum. The Chairperson has the discretion to call an impromptu meeting between scheduled meetings following a request from any Committee member. 

Action
Any recommendation arising from the committee shall be made by consensus of members.  Once a recommendation has been implemented, the item shall be removed from the agenda.   It shall be the aim of the Committee to address, including progress reports, all items within two months of the issue being raised.

Agenda
A meeting agenda will be prepared and sent to members no later than 1 week prior to the meeting.  It will list the matters to be discussed, persons required to attend, time, date and location of the meeting and have attached any documents to be reviewed prior to the meeting.

Meeting Minutes
The secretary shall arrange for the minutes to be recorded and distributed.  Minutes of each meeting will be taken and distributed to all workplaces within 1 week of the meeting.  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.  The minutes must be signed by the Chairperson.

The Committee shall consist of the following persons/positions:

	Management & Elected Employee Representatives


	CEO, Chairperson (A Director to be nominated to act as deputy in the absence of the CEO as Chairperson)

One nominated Management Representative from each of Corporate Services, Engineering Services, Development Services and Community Services Directorates

Team Leader Risk & OHS
Six of the elected Health and Safety Representatives (as described under Membership)
The Health and Safety Consultant


Nomination

The Executive shall nominate the management representatives on the Committee. A meeting of all Health & Safety Representatives shall determine the employee representatives on the Committee.

Role of members
Chairperson

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 and sign minutes of meetings

Deputy Chairperson
Perform the role of Chairperson in their absence

Secretary

Keep committee records

Report on the status of recommendations

Prepare and distribute the minutes


Schedule meetings and inform members

Prepare agenda and other documentation relevant to each meeting

Assist chairperson as required

Deputy Secretary-
Perform the functions of secretary when they are absent

Committee Member-
Perform functions as required by the committee.

Responsibility:
Health and Safety Consultant (Committee Secretary) 

Audit Records 
· Meetings Schedule

· Current list of committee members

· Minutes of Health and Safety Committee meetings
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