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	1.  Introduction
	To assist in meeting organisational and legal requirements BBC recognises effective consultation and communication is paramount and can be effectively facilitated through each site or program having its own OHS Committee, provided the establishment has the resources to support such a committee. (Refer to OHS 10.2.3 Employee Consultation, Communication and Committee’s)

	2. Purpose

	This procedure outlines the function, role and composition of the Site / Program Occupational Health and Safety Committee.

	3. Scope
	These Terms of Reference apply to all establishments in BBC, large enough to support an OHS Committee. (Refer to OHS 10.2.3 Employee Consultation, Communication and Committee’s)

	4.   Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Managers
	OHS Representatives / Employees

	5.1  Establish Local  OHS Committee
	· To establish a Health and Safety Committee in accordance with the consultation arrangements outlined in OHS 10.2.3 OHS Employee Consultation, Communication and Committee’s.
	· A meeting of all employees shall determine the employee representative on the Committee as per the determination of the designated work groups (DWG’s)

· The DWG’s shall be determined by all employees, where practical, before employee representatives are determined.

	5.2 Determine functions of the committee.
	· To ensure and encourage the committee to operate in a policy making, monitoring and advisory capacity which creates pro-active rather than reactive decisions.

· Review and adopt the attached committee functions.
	· Refer issues of OHS concern to the OHS representatives / Site Manager.

	5.3  Meetings
	· Ensure regular OHS committee meetings are held in accordance with attached Terms of Reference.
	· OHS Representatives to attend local OHS Committee meetings as scheduled.

	5.4  OHS Action Plan
	The committee shall develop an action plan based on the outcomes of their Self Assessment result and track progress through the committee.


	6.  Committee Functions: 
	6.1 To facilitate co-operation between employer and employees in developing and implementing measures designed to improve health and safety in the workplace;

6.2 To consider any proposed changes to the workplace, work organisation, or work practices that may affect the health and safety of employees, ensuring OHS Standards are considered in the purchase of new equipment and development of new procedures;

6.3 To recommend and assist in the formulation of health and safety strategies e.g. policies, educational programs, measuring and monitoring systems, risk and hazard identification and implementation of control measures;

6.4 To monitor and review effectiveness of such measures, by ensuring compliance to applicable Regulations, standards and codes of practice is reviewed when developing or modifying systems of work;

6.5 To assist in the resolution of difficult hazards in the workplace;

6.6 To discuss reports from safety audits, inspections and analysis of incident reports and forward any recommendations to management;

6.7 To monitor reports from safety audits, inspections and analysis of incident reports and forward any recommendations to management;

6.8 To facilitate the development and conduct of training programs in OH&S and monitor effectiveness of the training programs;

6.9 Contribute to development of the OH&S Risk Management and monitoring of achievements.

6.10 To promote awareness and publicise health and safety in the workplace;

6.11 To work in conjunction with the Work Cover Rehabilitation Representative as applicable to monitor and review hazards which have caused injuries;

6.12 To encourage integration of all OH&S Programs;


	7.  Accountabilities:


	General Committee Responsibilities 

· To provide increased knowledge and awareness of legislative requirements relating to health and safety in the workplace. In particular when participating in policy and procedure review and the problem solving process;

· To decrease risk of injury by improving prevention measures and ensuring Risk Assessments are given priority in workplace system changes, for example: Manual Handling Regulations and Code of Practice;

· Have an appreciation of management’s stance in respect to health and safety issues (such as feasibility and costs as is practicable);

· To provide increased job satisfaction and improved industrial relations by providing constructive consultation and co-operation between employees and employer at the committee level;

	
	OHS Representative
	Chairperson 

	
	· Represent employees on OHS matters including at meetings with managers, supervisors and OHS inspectors

· Attend meetings as scheduled

· Prepare for meetings 

· Participate in appropriate OHS training and take reasonable steps to keep up to date with changes in OHS matters which may impact on the employees they represent

· Discuss with employees any proposals or other matters that may affect the OHS of the employees they represent

· Participate in the identification of hazards associated with the work undertaken by those they represent

· Participate in risk assessments and setting standards to control work risks

· Assist in development, implementation, monitoring and review of agreed procedures

· Undertake inspections of the workplace, preferably in conjunction with a supervisor

· In conjunction with supervisors, assist in accident investigations

· Participate in external OHS inspections

· Assist the Site Manager in conducting the annual BBC OHS Self Assessment

· If empowered, issue Provisional Improvement Notices/Default Notices as appropriate. However consultation through the Organisational OHS Issue Resolution Procedure must be facilitated prior this action
	· Schedule meeting and inform members

· Prepare agenda and other documents 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 the meetings 
Deputy Chairperson:

Perform the role of Chairperson in their absence
Secretary 
· Keep all committee records, for example master minutes file, tabled reports etc.

· Report on the status of recommendations

· Prepare the minutes and distribute minutes

· Display minutes on OHS notice board

· Assist Chairperson as required 


	
	OHS Committee Members (Inclusive of Management Representation) 
· Attend meetings as scheduled

· Prepare for meetings by reading circulated material prior to the meeting

· Consult with other employees prior to any meeting and report results of the meeting 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 OHS program

· Assess and monitor OHS priorities and assist in resolving OHS issues referred to the committee


	8.  Terms of Reference


	8.1
Membership
· Management - Representative

· One elected OHS Representative from each DWG.

· Guests / Observers as invited by the OHS Committee members.

8.2 
Appointment of Chairperson, Deputy Chairperson and Secretary   

· The Chairperson may be the site manager or 

· The committee shall elect a Chairperson, Deputy Chairperson and Secretary from any of the Committee members at the first meeting.
· The Committee may elect to rotate the role of Chairperson and Secretary.

8.3
Frequency of Meetings 

Meetings should be held at a minimum of second monthly special, non-scheduled meetings may be called under agreed circumstances to address any urgent issues that may arise. (As per OHS 10.2.3.4 OHS Issue Resolution)

8.4
Quorum



Recommend 50% of members including at least one management representative.  Where it is seen that an OHS Committee is not practicable due to the size of the physical location, OHS shall be a compulsory agenda item at all regular office meetings.

 8.5
Reports to
· Site Manager



· Organisational BBC OHS Forum as scheduled.

8.6
Tenure
Membership of the OHS Committee shall be for a period of 2 years. Committee members may be re-nominated via their respective DWG’s.

8.7
Minutes
Action Plan format - Taken at each meeting and distributed to all departments, all OHS representatives and displayed on the OH&S notice board for all employees perusal


	9.  Performance Indicators & Audit Records
	· Meeting schedules

· Current list of committee members

· Minutes of Health and Safety Committee meetings


	10.  Related Forms & Templates


	OHS 10.2.3.2.1
OHS Representative Nomination & Ballot forms

OHS 10.2.3.2.2
OHS Minutes Template

OHS 10.2.3.3
OHS Skills Register   

	11.  Record Keeping
	Records should be kept for a period of 5 years


	12.  Legislation References
	

	Victoria
	OH&S Act 2004
OHS Regulations 2007
Guidance notes on the OH&S Act – DWG’s and Election of  H&S Representatives 1992 & VWA Guidelines for Issue Resolution

	NSW
	OHS ACT 2000

OHS Regulations 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002
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