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1. PURPOSE

To provide guidance for the establishment of Designated Work Groups and Health and Safety Committees within GWMWater.
2. SCOPE

To provide adequate mechanisms of consultation and communication with all employees on occupational health and safety matters.

3. RESPONSIBILITIES

3.1
Manager of People & Culture shall:

a) Establish and co-ordinate the Corporate Occupational Health and Safety Committee;

b) Participate, when requested, at any Occupational Health and Safety Sub Committee; and

c) Ensure reports from the OHS Sub Committee meetings are presented to the Corporate Occupational Health and Safety Committee.

3.2
Regional Managers shall:

a) Establish and co-ordinate the OHS Sub Committees and ensure election of employee Health and Safety Representatives within designated work groups;

b) Ensure adequate management representative participation in the OHS Sub Committee;

c) Provide sufficient resources to permit the effective operation of the OHS Sub Committee; and

d) Allocate sufficient time for committee members to fulfill their responsibilities

3.4
Corporate OHS Committee Members shall:

a) Participate in a positive and constructive manner at all times;

b) Identify and implement proactive OHS programs;

c) Objectively represent the views and needs of the OHS Sub Committee being represented;

d) Table and review audit results and hazard/incident/accident reports for the Designated Work Groups;

e) Communicate information and meeting decisions back to the OHS Sub Committee being represented; and

f) Ensure adequate consideration is given to implications effecting the organisation as a whole, during any decision making process.

3.5
OH&S Sub Committee Members shall:

a) Participate in a positive and constructive manner at all times;

b) Identify and implement proactive OHS programs;

c) Objectively represent the views and needs of the employees for the Designated Work Group;

d) Review and discuss information provided from the Corporate OHS Committee;

e) Communicate information and meeting decisions back to employees;

f) Ensure adequate preparation is given to relevant agenda items prior to attending committee meetings; and

g) Agendas and minutes of both OHS Sub Committee and Corporate OHS Committee are posted on staff notice boards and made available to remote staff on request.
4. PROCEDURE

GWMWater will ensure that a consultation process exists between employees and management on health and safety matters in accordance with the requirements of the Occupational Health and Safety Act 2004.

4.1 Establishment

4.1.1 Corporate Occupational Health and Safety Committee

a) The Corporate OHS Committee shall be made up of representative members from each of the OHS Sub Committees;

b) Section 72(2) of the Occupational Health and Safety Act requires that at least half of the members of a health and safety committee must be employee representatives. Members who are nominated management representatives and elected employee representatives will have voting rights;

c) The Executive Manager Service Delivery will also attend the meetings in an advisory capacity but will not have voting rights;

d) The Managing Director and other GWMWater Officers may attend the meetings as ex-officio members but will not have voting rights.

4.1.2 Occupational Health and Safety Sub Committee

a) The OHS Sub Committee shall be made up of both managers and employee representatives from designated work groups they represent within the relevant corporate group;

b) Section 72(2) of the Occupational Health and Safety Act requires that at least half of the members of a health and safety committee must be employee representatives;

c) Management representatives may include the Regional Manager, their managers and coordinators as nominated who will participate on a permanent basis;

d) Staff meetings may be used as the regular forum to discuss health and safety; any health and safety issues discussed at these meetings will be taken as a formal comments from the Designated Work Group and will be voted on by the designated members of the sub committee, if the issue effects more than one region it will be tabled at the corporate health and safety committee as topics for consideration;

e) Observers will be permitted to attend a meeting, where both management and employee representatives are in agreement, but will not have voting rights;

f) The Executive Manager Service Delivery and/or the OHS Consultant may also attend the meetings in an advisory capacity.

4.2 Committee Functions

4.2.1 Corporate Occupational Health and Safety Committee

a) Facilitate consultation and co-operation on matters relating to occupational health and safety in a manner which promotes improved health, safety and welfare of all employees, customers, contractors and visitors to the workplace;

b) Formulate, review and disseminate health and safety policy, procedures and guidelines to be applied at GWMWater;

c) Report on a regular basis to the Audit, Governance and Risk Committee of the Board, through the General Managers’ forum, on the status of GWMWater’s safety systems and compliance with legislation;

d) Assist as required, on proposed changes to the workplace, that may effect health, safety and welfare in the working environment;

e) Resolve, through consultation, health and safety issues placed before the committee;

f) Review accident, incident and disease statistics and trends, and provide recommendations to management as necessary;

g) Monitor occupational health and safety issues associated with major projects, including the annual OHS/Risk Safety Plan;

h) Review regional action plans developed as a result of audits, workplace inspections or hazard identification;

i) Assist in the identification, development and implementation of relevant occupational health and safety training programs;

j) Endorse and participate in any GWMWater occupational health and safety program; and

k) Ensure feedback is provided on issues that have been escalated by the OHS Sub Committee.

4.2.2 Occupational Health and Safety Sub Committee

a) Implement, monitor and review Corporate and Local OHS Management Procedures;

b) Review accident, incident and disease statistics and trends and hazard reports emanating from the Designated Work Group and Corporate OHS Committee if relevant;

c) Develop occupational health and safety awareness campaigns;

d) Participate in safety hazard inspections;

e) Ensure issues raised at the OHS Sub Committee which cannot be dealt with at that level, are escalated through to the Corporate OHS Committee;

f) Review emergency plans annually or earlier in response to any incident; and

g) Review First Aid facilities annually or earlier in response to any first aid issue or incident.

4.3 Administrative Requirements

4.3.1 Meeting Frequency

Ordinary meetings shall be held at least quarterly, at a time and place as determined by the committee. The chairman may call additional meetings as required.

4.3.2 Agendas

Agendas for committee meetings shall be completed and given to all members one week prior to the meeting.

4.3.3 Meeting Minutes

Minutes of the committee meetings shall be published and be available to all employees.

4.3.4 Quorum

Half of the current membership plus one, at the time of the meeting shall form a quorum for committee meetings. Regional Managers can appoint a substitute representative for attendance at meetings if employee’s representatives are unavailable.

4.3.5 Chairperson

a) A chairperson for the corporate committee shall rotate annually and shall be elected by the members of the committee.

b) A chairperson for the sub committee shall rotate every meeting and shall be elected by the members of the committee.

4.3.6 Secretary

a) A secretary for the corporate committee meeting shall rotate annually and shall be elected by the members of the committee.

b) The secretary for the sub committee meeting will be the chairperson from the previous meeting.

4.3.7 Occupational Health and Safety Committee Charter

An Occupational Health and Safety Committee Charter shall be produced by the Manager of People & Culture (see Form CMS/597). The Audit Governance and Risk Committee must endorse this charter.

4.3.8 Occupational Health and Safety Consultation/Feedback Form

To facilitate the consultation process and to provide a feedback record on safety related matters (e.g. policy, procedures etc) a consultation/feedback form has been developed. This form can be used for individual feedback or by a Health and Safety Representative on behalf of a Safety Committee (see Form CMS/461).

4.4 Designated Work Groups

4.4.1 Composition

The manner of grouping into one or more designated work group, employees at one or more workplaces, that best and most conveniently enables the interests of those employees relating to Occupational Health and Safety to be represented and safeguarded within each region is as follows:
a) Wimmera Operations

b) Mallee Operations

c) Grampians Operations

d) Corporate Office; and

e)  Water Regulations
These Designated Work Groups will enable Health and Safety representatives to be accessible to each member of the group (see Form CMS/ 1733).

4.5 Employee Health and Safety Representatives

4.5.1 Role

a) Consult with management on health and safety issues and employee concerns relating to the workplace;

b) Attend and participate in OHS Committee meetings;

c) Communicate OHS Information to employees within their designated work group;

d) Provide health and safety assistance to any member of the Designated Work Group;

e) With the relevant coordinator, inspect any part of the workplace as part of a workplace inspection or following an incident/accident or near miss investigation;

f) Accompany an inspector during an inspection of the workplace as required; and

g) If requested by an employee, be present at any interview in relation to a health and safety incident/accident in the workplace, or when an employee is required to be interviewed by a WorkSafe Inspector.

4.5.2 Role of Deputy OHS Representative

a) Assist the elected Health and Safety Representative on occupational health and safety issues in the workplace;

b) Undertake the role of the elected Health and Safety Representative when that representative is not available

4.5.3 Election and Training of Employee HSR’s

a) Employees shall be encouraged to elect employee Health and Safety Representatives as required by the Occupational Health and Safety Act 2004;

b) Designated Work Group s will be required to show evidence of election of their Health and Safety Representative(s) and shall provide such evidence to the Executive Manager Service Delivery;

c) Employee Health and Safety Representatives shall be provided with approved training, consultation and information to assist them in undertaking their duties; choice of training shall be undertaken in consultation with the relevant employees;

d) The required training is the 5-Day Health and Safety Representatives training course. Health and Safety Representatives will require refresher training for every three years of service.

4.6 Additional Information

a) Regional Managers and coordinators shall make every effort to consult with employee Health and Safety Representatives regarding occupational health and safety issues and where changes affecting health and safety are involved;

b) Regional Managers shall ensure that health and safety information is provided to employees at work group meetings and on notice boards and shall ensure that the current list of Designated Work Groups, Employer and Employee Representatives is posted on notice boards.

5. DOCUMENTATION

5.1
References
Occupational Health and Safety Act 2004

5.2
Records

a) Positive Performance Indicators

b) Occupational Health and Safety Committee/Consultation Arrangements Flow Chart

c) Designated Work Groups and Health and Safety Representatives
d) Occupational Health and Safety Consultation/Feedback Form

e) Occupational Health and Safety Committee Charter

6. DEFINITIONS

6.1   Designated Work Groups

Refers to a group of employees at a workplace determined pursuant to Section 43 of the Occupational Health and Safety Act 2004

6.2
 Health and Safety Representative

Refers to an employee elected by members of the designated work group to represent them on matters relating to Occupational Health and Safety
6.3   Regional Managers

Refers to employees undertaking a regional management role in the authorities various regions

6.4   Co-ordinator




Refers to employees taking a leadership role
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