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Terms of Reference
[Location/Division/College] 
Health and Safety Committee
1. ESTABLISHMENT
1.1. This [Location/Division/College] Health and Safety HSC (“HSC”) is established pursuant to the NSW Work Health and Safety Act 2011 and the NSW Work Health and Safety Regulation 2017.
1.2. The workgroup(s) represented by this HSC include; 
· [identify groups, stakeholders etc]
	
2. PURPOSE
2.1. To facilitate the co-operation of the University and its workers (staff, students, visitors and volunteers) in instigating, developing and carrying out measures designed to ensure workers’ health and safety at work, both physical and psychological, represented by this workgroup.

3. AIM
3.1. To fulfil its responsibilities in accordance the NSW Work Health and Safety Act 2011.
3.2. Represent the views, concerns and proposals of the workgroup represented on matters of health and safety both physical and psychological.
3.3. Promote health and safety awareness and responsibility across the workgroup represented including all staff, students, visitors and volunteers.
3.4. To identify, explore and facilitate the resolution and communication of health and safety items brought before the HSC.
3.5. To assist in the development and review of health and safety plans, policies, procedures and programs that promote and contribute to work health, safety both physical and psychological.

4. FUNCTION
4.1. Review and respond any proposed changes to the workplace or work processes that could affect health and safety.
4.2. Contribute to the review and provide feedback on University-wide health and safety procedures when new procedures are circulated for feedback or when periodic reviews of current procedures are being conducted.
4.3. Review data (hazards, near misses and incidents) and risk assessments of existing, new, or modified, systems of work, processes, equipment, substances, and plant.
4.4. Recommend corrective actions where new hazards are identified or when the occurrence of incidents indicates that current risk controls are inadequate.
4.5. Review the outcome of investigations into recent workplace incidents, injuries, illnesses and near misses. Make additional recommendations for corrective actions if necessary.
4.6. Undertake proactive inspections of the workplace, including as part of the HSC Inspection Schedule e.g. monthly or following an incident.
4.7. Provide input to recommending health and safety education and training plans to assist in the management of hazards and prevention of incidents.
4.8. Follow up to monitor implementation of recommended improvements.
4.9. Provide input to health and safety action planning for the workgroup represented.
4.10. When required, form working groups or sub-HSCs to support the functions of the HSC.

5. SCOPE
5.1. The HSC represents the health and safety needs and concerns, both physical and psychological, of all staff working within the workgroup described as [Location/Division/College].
5.2. Where possible, all health and safety issues should first be discussed with local supervisors and teams before being referred to the HSC.
5.3. The University must, so far as is reasonably practicable, ensure the health and safety of workers both physically and psychologically. The HSC should consider matters in scope that include;
(a) the provision and maintenance of a work environment, safe plant and structures, 
(b) the provision and maintenance of safe systems of work, 
(c) the safe use, handling, and storage of plant, structures and substances, 
(d) the provision of adequate facilities for the welfare of workers in carrying out work including access and emergency management of facilities
(e) the provision of any information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety, and
(f) that the health of workers and the conditions at the workplace are monitored for the purpose of preventing illness or injury of workers.

6. SIZE & MEMBERSHIP
6.1. The HSC will consist of workers and management of the workgroup represented.
6.2. At least half of the members must be workers who are not nominated as management representatives.  
6.3. A call for HSC members will occur at commencement of a new HSC and at the subsequent expiration of HSC membership tenure. If a nomination is uncontested, the worker will be directly appointed to the HSC as a member.
6.4. Management representation will be directly appointed by the Senior Executive representing the workgroup.   
6.5. This HSC will comprise of:
· [1] representatives from the [area of workgroup]; 
· [1] representatives from the [area of workgroup]; 
· [1] representatives from the [area of workgroup]; 
· [1] representatives of management in the [area of workgroup].
6.6. The HSC composition should (where possible) meet the University’s policy on gender inclusive membership of University HSCs.
6.7. HSC membership tenure is for 2 years or less in the event that a representative:
· ceases their employment with the University; or 
· is no longer a member of their workgroup; or 
· withdraws from their position, or 
· fails to comply with HSC attendance requirements in a 12 month period.
6.8. All HSC members are required to attend 75% of scheduled meetings in the proceeding 12 month period, subject to extenuating circumstances. 
6.9. If a HSC member is unable to attend a meeting, apologies must be given to the Secretary of the HSC, and that HSC member should (where possible) arrange a proxy to attend in their place. The proxy person should be fully briefed and able to actively contribute to the meeting.
6.10. Names and contact details of HSC members, including telephone, room number and email details may be recorded and may be posted on employee noticeboards, including electronic noticeboards, and divisional newsletters.
6.11. Membership of a HSC and subsequent attendance at meetings is acknowledged as “worktime”. Consideration of additional worktime is acknowledged for office holders.  

7. OFFICE HOLDERS
7.1. The HSC will elect the following office holders at a scheduled HSC meeting. Only HSC members will be entitled to vote.
7.1.1. Chairperson – ensures discussion follows agenda items. Represents HSC at the University of Newcastle Health and Safety HSC (UHSC) meetings and relays relevant information from the UHSC to the HSC.
7.1.2. Deputy Chairperson – takes the place of the Chairperson in their absence.
7.1.3. Secretary - will be [elected/shared around the HSC members]. The Secretary
(a) prepares the meeting agendas, minutes and meeting schedules 
(b) is responsible for booking a suitable meeting room for each meeting 
(c) is responsible for saving the minutes to the HSC SharePoint location. 
7.2. Office holders should be voted on every 2 years or as required (if no longer eligible for HSC membership).
7.3. An office holder’s term must not exceed 4 years (2 terms) unless endorsed by the HSC.
7.4. Office holders will receive recognition from the Chief People and Culture Officer for their contribution to the University’s safe work environment.



8. TERMS OF OFFICE
8.1. The term of membership of elected members shall be up to two years, expiring on the last day of March in the relevant anniversary year.
8.2. Elected members may, if eligible, be re-elected for further terms.
8.3. Where an elected member vacates office or proceeds on leave of absence for a period exceeding six months, the casual vacancy created will be filled by election.
8.4. An elected member filling a casual office vacancy will serve for the remainder of the term of the former member.

9. TRAINING
9.1. The HSC will ensure that each of its members have been offered relevant training in accordance with NSW WHS legislation following their appointment or election to the HSC.
9.2. The HSC member will, as a minimum, review the introduction to HSC training provided by the University.
9.3. The HSC will annually include presentation or information from the Health, Safety and Wellbeing Team on the roles and responsibilities of HSC’s.
9.4. In accordance with NSW WHS legislation, the University’s Human Resources Services will maintain records of HSC members and their training.

10. MEETINGS
10.1. Frequency and Time
10.1.1. This HSC will meet [at least quarterly / once every 3 months].
10.1.2. A meeting may be called at any time at the request of at least half the members of the HSC or the Chairperson or management.
10.2. Decision Making
10.2.1. All decisions shall be made by a majority vote of attending HSC members (the conditions for a quorum must be met). Each HSC member vote counts for one.
10.3. Minutes
10.3.1. The Secretary will prepare the minutes and distribute them where possible, within 10 working days of a meeting to all HSC members.
10.3.2. Minutes will be approved by the Chairperson and HSC members prior to distribution and passed at the next HSC Meeting.
10.3.3. Minute will be saved to a common sharepoint site to be available to all workers
10.4. Agenda
10.4.1. The Secretary will prepare the agenda and distribute it, where possible, [5]working days prior to meetings, to all HSC members.
10.4.2. New business items are to be submitted to the Secretary at least [7] working days prior to meetings or can be raised at the meeting as any other business.
10.4.3. The agenda is to be approved by the Chairperson prior to circulation.
10.5. Quorum
10.5.1. The quorum for meetings of the HSC shall be at least half of the number of elected members are in attendance; and
10.5.2. If quorum is not met, the meeting must be rescheduled and no business should be     transacted. 
10.6. Postponing Meetings
10.6.1. A scheduled meeting may be postponed at the discretion of the Chairperson if matters on the agenda cannot be addressed due to unforeseen circumstances.
10.6.2. The meeting must be rescheduled within ten working days or as soon as possible after the original meeting date.
10.7. Rights of Attendance
10.7.1. The HSC may invite any person to inform its deliberations with the right of audience and debate at the discretion of the Chair.
10.7.2. Any staff member of the [Location/Division/College] may attend meetings of the HSC as an observer, subject to the agreement of the Chair.
10.7.3. The Chair may invite students to attend meetings.
10.8. Circulation of Information between Meetings
10.8.1. Information to be communicated to all HSC members, e.g. minutes and agenda, shall be posted to the HSC’s MS SharePoint site/s, or distributed electronically.
10.8.2. Health and Safety Committee representatives will arrange to communicate meeting outcomes to their workgroup colleagues. For example, via notice boards, attendance/updates at departmental meetings, email, mail, newsletters.
10.9. Non-Attendance
10.9.1. HSC members who have continued absences from scheduled meetings (i.e. less than 75% in the previous 12 months) will be approached by the Chairperson with a view to discussing continued membership.

11. REVIEW OF THE HSC AND TERMS OF REFERENCE
11.1. The HSC will be subject to a self review at least annually, considering at a minimum the following key performance indicators:
11.1.1. With reference to clause 6.8 above, HSC member attending 75% of scheduled meetings in the proceeding 12 month period, subject to extenuating circumstances;
11.1.2. With reference to clause 10.1.1 above , HSC meeting at least once every 3 months.
11.2. The terms of reference will be reviewed at least every two years by the HSC with the outcomes of the review communicated to the University.
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