Agenda

First Meeting

1. Welcome


by Chair –yourself for the first meeting – as part of the process, mention any H&S stuff early on e.g. location of Fire Exits, toilet facilities etc if you have persons present who do not normally work in the building/area. Ensure you have either secretarial support or a competent volunteer to take the minutes!

2. Introductions

Attendees introduce themselves round the table informing other members of this meeting of their Company and/or Trade Union Role and their interest/experience in H&S

3. Structure of Committee
Frequency of meetings (suggest the first formal meeting is held about one month after the initial meeting, to be held quarterly thereafter)

4. Purpose of Committee – to deal with any long-standing matters of Health and Safety (not the type of items which would normally be resolved in day-to-day working), matters of Policy, formation of Policy, directing Health and Safety Campaigns in the Workplace. Monitoring of Health and Safety in the workplace – reviewing accident and incident stats, Risk Assessments (establishment of rolling programme, if not already in place), Risk Assessments timetable, reviewing wider implications revealed by Risk Assessments and control of Risk, Inspections and Workplace Reports.

5. Structure of Committee
Negotiate who will form the regular attendees of the committee

· Yourself as H&S Manager/Safety Officer

· Senior Management Representative – either someone who has decision making powers on Budgets or their deputy who can report back after negotiating on their behalf. From past experience, suggest this person is the Chair of the Committee at subsequent meetings, leaving yourself free to report back and advise on the issues raised.

· Trade Union H&S Reps and/or Employee Safety Representatives

· Minute Taker – secretarial support or nominated volunteer from among the attendees

· Relevant members of Health and Safety department staff (e.g. senior Risk Assessor)

· Guests – other Trade Union or Employee Representatives

· Guests – other Heads of Department

Guests should be invited to subsequent meetings where possible so that TU and Managerial staff are aware of the Committee and the sort of issues that should be dealt with by the Committee – and to who and how those matters should be raised.

6. Review current Health and Safety systems in place and where the committee would like any progress/improvements to be made

7. Pursuit of Action Points – who, how and when. 

8. How minutes will be checked for accuracy and how they will be distributed (and to whom)

9. Agree Agenda for further meetings – key topics which should always be there (see next page)

10. Agree Agenda for next meeting – current topics (see next page)

11. Set date and venue for the next meeting.

Safety Representatives and Safety Committees Regulations:

http://www.tuc.org.uk/extras/brownbook.pdf
Consultation with Employees (Health and Safety) Regulations - see HSE publications L95 or 

HSE “Workers” subsite: http://www.hse.gov.uk/workers/safetyreps/employees.htm 

Typical Agenda
1. Welcome



by Chair

2. Introductions


(if new member or guest present)

3. Minutes



Agree minutes of previous meeting

4. Action Points


Review any action points arising from previous meetings*

5. Workplace Reports

by department/site depending on company structure

6. Inspections


Review quarterly Inspections, any matters arising – have 

they been resolved? What needs to be done to resolve them?

7. Risk Assessment Progress
Review programme and identified problems/solutions/risks

8. Policy and Plans


Review and negotiate – progress report

9. Accident/Incident Reporting
Review structures in place and types of accident/incidents

10. Reporting Systems

How problems are reported – are systems effective and used?

11. H&S Updates


New information from HSE, OSHA etc including planned 

campaigns – are any of relevance to your company? 

E.g. European H&S Week

12. Campaigns



To raise H&S awareness in the workplace

13. Other Stuff


Key issues identified at previous meeting which need their 

own item on the Agenda

14. Any other business

This is to be used in a meeting ONLY if an 

urgent/important issue has arisen since the Agenda was circulated. Try to ensure that this is not abused

15. Date and Venue of next meeting
Ensure maximum attendance from members of the committee!

* Useful to list these on the Agenda itself, in the order they arose in the previous minutes. 

This helps focus the committee’s attention on Action Points. 

Where Action Points have been resolved, the minutes will reflect this. 

Where an Action Point keeps reappearing in successive meetings it helps identify items which need to be resolved without allowing them to “drop out of sight” and may highlight potential underlying problems with the existing H&S procedures in place. 

Also shows where budget constraints may be impairing effective H&S in the business.

Are there problems with the way that maintenance issues are handled?

Ensure Action Points are delegated to someone who can act on the issue and so resolve it within a reasonable timeframe!

