
[image: pmc_strategic_marketing_and_communications$:MARKETING COMMUNICATIONS:SMC PROJECTS:LIVE:SMC UOW Rebrand 2016:1.0 Brand development:1.01 UOW Brand guidelines and assets:Logos:Primary:RGB:png:UOW_Primary_RGB_Dark Blue.png]





[image: pmc_strategic_marketing_and_communications$:MARKETING COMMUNICATIONS:SMC PROJECTS:LIVE:SMC UOW Rebrand 2016:1.0 Brand development:1.01 UOW Brand guidelines and assets:Logos:Primary:RGB:png:UOW_Primary_RGB_Dark Blue.png]
[image: pmc_strategic_marketing_and_communications$:MARKETING COMMUNICATIONS:SMC PROJECTS:LIVE:SMC UOW Rebrand 2016:1.0 Brand development:1.01 UOW Brand guidelines and assets:Logos:Primary:RGB:png:UOW_Primary_RGB_Dark Blue.png]<<NAME OF SWC>> SAFE@WORK COMMITTEE
MINUTES – <<DATE: DAY, DATE, MONTH, YEAR>>

Minutes of the <<meeting number: year/sequential meeting number eg. 2019/1>> meeting of the <<Name of SWC>> Safe@Work Committee to be held at <<Time>> on <<Date: Day, date, month, year>> in <<Location: Room, building number>>.


PRESENT:	<<list those members present at the meeting: title, initial, surname, position in University (if applicable)>>

IN ATTENDANCE:	<<list others in attendance eg. Executive Officer, other officers present to provide advice or assistance: title, initial, surname, position in University>>

APOLOGIES: 	<<list those members who were not at the meeting>>

PRELIMINARY BUSINESS
Welcome and Apologies
Apologies were received from <<title, initial and surname of those who have tendered apologies>>.
Arrangement of Agenda
Conflicts of Interest
<<List any conflicts of interest here by agenda item number and title>>
Confidential Items
<<List any confidential agenda items here by agenda item number and title – the discussion relating to confidential items should be recorded in a separate confidential minute after the non-confidential agenda items which can be detached from the non-confidential minutes>>
Starring of Items
(i) <<If the committee operates using a starring system (ie. members “star” agenda items that they wish to discuss and the Committee as a whole only discusses the starred items) then the items that were starred for discussion should be listed here>>
(ii) <<If the committee operates using a starring system then it is important that the committee adopts the draft resolutions from the unstarred items.  Eg: “A motion was passed for the adoption of the unstarred items”>>
Rearrangement of Agenda Items
<<If the agenda items were discussed out of agenda order you may wish to place a note to that effect at this point within the minutes and then record the minutes relating to each agenda item in agenda order.>>
Minutes of the Previous Meeting
RESOLVED:
that the minutes of the previous meeting <<meeting number: year/sequential meeting number eg. 2019/1>> held on <<Date: Day, date, month, year>> be confirmed as a true record.
Business Arising from Previous Minutes
<<Record discussion along with resolutions as applicable>>
REPORTS
Safe@Work Committee Chairs Report 
New/changes to UOW WHS policy/procedure/guidelines
New/changes to WHS legislation/standards
<<Record discussion along with resolutions as applicable>>
WHS Committee Representative Report  (view previous minutes)
<<Record discussion along with resolutions as applicable>>
Faculty/Division Management Representative Report 
Changes in the workplace that may impact on WHS (for example renovations)
<<Record discussion along with resolutions as applicable>>
WHS Unit Report 
<<Record discussion along with resolutions as applicable>>
School/Unit Reports
<<Record discussion along with resolutions as applicable>>
Student Representative Report
<<Record discussion along with resolutions as applicable>>
GENERAL BUSINESS
Summary of Hazard and Incident Reports since Last Meeting
<<Record discussion along with resolutions as applicable>>
Summary of Outstanding Hazard and Incident Report Corrective Actions
<<Record discussion along with resolutions as applicable>>
Summary of Workplace Safety Inspections since last meeting
<<Record discussion along with resolutions as applicable>>
Summary of Outstanding Inspection Corrective Actions
<<Record discussion along with resolutions as applicable>>
High Risk Safe Work Procedures and Risk Assessments 
<<Record discussion along with resolutions as applicable>>
Review of First Aid Requirements
<<Record discussion along with resolutions as applicable>>
Review of Building Wardens
<<Record discussion along with resolutions as applicable>>
Training
Safe@Work Committee Training Status
<<Record discussion along with resolutions as applicable>>
Staff/Student Training
<<Record discussion along with resolutions as applicable>>
Mental Health/Psychosocial Hazards
Potential Nominations for the Kristy Adams Award for Excellence in Health and Safety 
<<Record discussion along with resolutions as applicable>>

FINAL BUSINESS
Other Business
<<Record discussion along with resolutions as applicable>>
Upcoming Meetings
	Date
	Time
	Location

	
	
	

	
	
	


The meeting closed at <<time>>.
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