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1.
PURPOSE

1.1
The purpose of this procedure is to allow a consistent approach in the operations safety committees and ensure safety management controls are incorporated into business practices.

2.
SCOPE

2.1
This procedure is applicable to all Management Services Northwest, Inc. facilities and employees.

3.
RESPONSIBILITY

3.1
The Company shall:

3.1.1
Chair safety committee meetings and evaluate safety and health issues and performance (charter is included).

3.1.2
Conduct an annual safety and health tour.

3.2
Managers shall be responsible for ensuring compliance with the following procedures:

3.2.1
Endorse and post the company's safety and health policies.

3.2.2
Together with the Safety Department, conduct safety and health tours twice annually of each of their facilities.

3.2.3
Require, at a minimum, monthly safety meeting attendance by employees at each facility.

3.3
Supervisors shall ensure that employees comply with this procedure.

3.4
Employees shall comply with this procedure.

3.5
The Safety Department shall:

3.5.1
Develop and maintain the Safety Committees procedure.

3.5.2
Assist management in meeting the intent of the program including management inspections, safety committees, and safety committee meetings.

3.5.3
Provide and maintain hazard alert notifications and bulletins for use in safety meetings and for general information.

4.
OBJECTIVE

4.1
The objective of this procedure is to provide guidelines and procedures for establishing the administrative requirements necessary to control losses.

5.
PROCEDURE

5.1
Membership of the safety committee shall consist of an equal representation of management and hourly employees.  The chairman shall approve bargaining employee representatives annually.

6.
AGENDA

6.1
Requested agenda items should be submitted to the secretary at least one week in advance of the committee meeting.

6.2
The secretary shall develop the agenda based upon requests and committee requirements (see Attachment 1 for sample agenda).

6.3
Upon approval of the agenda by the chairman, the secretary shall distribute the agenda to committee members.

6.4
Upon completion of the meeting, the secretary shall:

· Write the meeting minutes.

· Obtain approval from the chairman.

· Distribute copies to committee members, Safety Department, and other applicable supervisors and managers.

6.5
Items that are outside of the chairman's or other committee member's authority to pursue or take corrective action upon shall be noted in the meeting minutes by requesting the item to be reviewed at the appropriate level of Management Services Northwest, Inc. management.

7.
SAFETY COMMITTEE CHARTER

7.1
Mission

7.1.1
The mission of this charter shall be to study matters within the facilities/operations pertaining to safe working conditions and practices.

7.2
The services of appropriate departments and/or individuals shall be requested as required by the subject under investigation.

7.2.1
Recommend actions

7.2.2
Topics may include:

· Reviewing audit action items

· Regulatory agency citations

· Accidents

· Accident analysis/trending

· Environmental concerns

· Safety concerns/Customer concerns

· Hazards assessments

· Near misses

· Status of action items

· Employee Safety Incentive Program Status

7.3
The Committee shall be composed of an equal representation of management and employees.

Note:  Managers shall appoint backups to assure representation at meetings.

8.
TERM OF OFFICE

8.1
Employee representatives of the warehouses and office personnel shall serve a one-year term.

8.2
Senior management personnel offices shall be permanent.

9.
CHAIRMAN

9.1
The chairman shall be a member of upper management selected by corporate management.  Generally, the Operations Manager or designee shall fill this position.

10.
SECRETARY

10.1
The chairman shall select the secretary.

10.2
Minutes shall be developed by the secretary and approved by the chairman.  Copies shall be distributed to members, Safety Department, and senior management.

11.
MANAGEMENT CONTROL SYSTEMS

11.1
The following management control systems shall be implemented:

· Work required to achieve the desired loss objectives shall be identified.

· Standards for the work performance expected shall be established.

· Performance shall be measured by degree of compliance to standards.

· Performance shall be evaluated and the results shall be communicated to those accountable.

· Compliance in performance standards shall be commended and deficiencies corrected.

12.
EMPLOYEE SAFETY MEETINGS (Also see SHE-019)
12.1
Employee safety meetings shall be held on a monthly basis to discuss facility safety concerns, Hazard Alert notifications and employee concerns.  A safety meeting log will be filled out with each attending employee's signature.  A list of topics discussed will also be included.

12.2
Each facility shall keep a record of their safety meetings on file for three (3) years, post a copy on their break room bulletin boards, and submit a copy to the Safety in Preston, WA.

13.
ATTACHMENT

Attachment 1 – Sample Agenda for Local Safety Committee

Attachment 2 – Sample Safety Meeting Log

Attachment 1 - Sample Agenda for Safety Committee

Chairman's Notes

Review and approve previous meeting's minutes

Old business

Near Misses

Items deferred

 Driving Incidents/Near Misses

Total Personnel Accident Rate: Worker’s Comp.

 Total Equipment and Vehicle Damages

Modification Rate/Experience Factor and Lost Workday Incident Rate

Pollution

Status of Action Item(s)

Review select safety, health and environmental reports to assist in correction of identified sub-standard conditions or practices (examples)

Issues identified from reports by the safety representatives 

Corrective action status

Inspection Reports/Hazards Surveys

Alternative Hazards Assessments

Review recent Accident Investigation Reports.  Scenarios provided by the Investigative Supervisor/Manager.

Safety, health, and environmental concerns from the Committee (concerns should be transmitted to the secretary prior to the meeting).  Include a list of concerns proposed but were not scheduled on the current agenda.

Perform group hazards assessments according to Hazards Assessment Guide (optional)

Perform Committee Inspection (optional)

Recommend changes to Safety, Health, and Environmental Procedures Manual (optional)

Attachment 2 – Sample Safety Meeting Log

Date:




Secretary:





	Name (please print)
	Signature

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Topics Discussed:  (provide brief explanation for each topic discussed)



	

	

	

	

	

	Employee Concerns



	

	

	

	








