IAS Workplace Advisory Group

16 September 2005

2:00pm

Attendees:
Julian Gorman, Tony Griffiths, Bonnie Moss, Donna Feltus, Helen Ashwell, Natasha Lawrence (minutes), Neville Garrett (Manager SHARM, guest). 

Apologies:
Michael Douglas.
Agenda Item: OHS Implementation Action Planning Template.
Neville Garrett has reviewed the templates devised by SER and SSPR and is satisfied that both adequately address the OHS concerns in their respective areas. It should now be enough to collate both forms into the one electronic template (which will need to be obtained from Neville) and make sure it is ready in time for the UHSG meeting in November. The Graduate School of Health Practice, which has just been formed (1st September 2005) will be marked as TBA until space and furniture is allocated and procedures in place.
Other items: 
During discussion of the OHS action plan, the problem of how to ensure that supervisors / OHS officers / Heads of School with an OHS responsibility would fulfil these responsibilities was raised. The suggestions made included: adding OHS information to the staff induction guide, having a template email that could be sent out by OHS officers every 3 months (to coincide with WAG meetings, probably one week before) and making OHS a standing issue at staff meetings. The email and induction guide could include information about where to find hazard report forms, who is responsible for health and safety issues, the SHARM website address, information on training sessions, where to find the emergency procedures documents and the OHS implementation action plan (once completed). Including OHS as a standing item at staff meetings will ensure that those responsible are accountable for reading and responding to the email/induction guide and their responsibilities.

Donna raised an issue that the IAS WAG will need to address in regards to the OHS action plan – OHS obligations towards staff working from home, staff on secondment to the schools, and external students. Neville has asked that Natasha send an email to him reminding him of this issue so he can give the issue proper consideration.  
Donna also inquired after OHS officers responsibility (or not) to collect statistics on accidents and hazards that may be reported to them. Neville said that OHS officers were within rights to refer the employee/student to SHARM to be advised by Neville or Horst, and that if they required statistics (for report to the Head of School, for instance) he would be able to supply them to the OHS officer on request.
Julian asked about the possibility of modifying the OHS action plan with a ‘designation’ indicating what risks / actions/ responsibilities / timeframes belong to which school. This will allow the WAG members to import the documents they have already drafted up for this into the one document. Neville has no problem with this. 
Natasha contacted the Research Office after the first WAG meeting regarding their representation on the group. Jenny Carter is satisfied to approach the WAG as OHS issues arise in the Research Office. 
Action list from last meeting:

1. Natasha to disseminate minutes and terms of reference on website (within fortnight – pending approval from DVC) and to Manager SHARM. DONE
2. Group to meet again to fill in Action Planning Template 16th September 2005. DONE
3. Follow up need for member of research office on WAG. Natasha to speak to IAS Executive Officer within week and approach Research Office if necessary. DONE
Current action list:
1. Action plans to be collated between SSPR and SER, with GSHP to be advised. Obtain OHS electronic template from Neville/SHARM. To be ready for UHSG meeting in November. IN PROCESS
2. Natasha to send email to Neville requesting policy/procedure for seconded and external staff and external students. DONE 
3. Natasha to upload minutes on IAS website. DONE
4. Devise a template for emails to be sent out quarterly reminding staff and students of their OHS responsibilities, the location of reporting forms, etc. Attempt to have something ready in November.  

5. Each OHS officer within the schools to make OHS a standing issue on that school’s staff meetings. 

6. OHS issues to be added to the induction guides for SSPR and SER, and GSHP (once written).
Next meeting: TBA next year. 
