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Purpose of the Paper

To standardise the terms of reference and memberships of Departmental Health and Safety Committees across the Faculties of Science and Medicine and to agree a minimum standard agenda to use each formal meeting. This is refined version developed for Physics.


Key Points

1. Head of Department to review the revised terms of reference and formally appoint new members where there are recognised gaps or changes required.

2. Membership to cover a breadth of activities carried out across the Department.

3. New members to be formally appointed by the Head of Department.

4. Committee Secretariat to confirm dates of Committee Meetings before the start of the new academic year.

5. Members to nominate a suitable deputy if they are unable to attend.

6. Membership to be on a voluntary basis.


	
Recommendation

The University Health and Safety Committee is invited to approve the changes to the membership and terms of reference of local departmental health and safety committees.
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Membership 

Membership of the Safety committee is on a voluntary basis and by invitation of the Head of Department.

	Chair, a senior member of academic staff with an interest in health and safety or a Director appointed by the Head of Department

(Chair to retain position for a period of 3 years with potential extension for a further 2 years (in line with the HoD term))
	Thomas Hase



	Head of Department 
	Mark Newton

	Member of the Senior Management Team, preferably the departmental administrator
	Katherine Branch

	Undergraduate Teaching Laboratory Manager 
	Sue Burrows

	Representatives for the RTPs co-located within Department
X-ray, Electron Microscopy, Spectroscopy, Scientific Computing
	To be decided by RTPs. Currently Dave Walker and Steve York

	Postgraduate Student representative
	To be elected at PGSSLC. 1 year rolling term. 
TBC

	
	

	H&S Coordinators covering Statutory Testing areas and audits including registers:

	Technical Services (Building) Manager (and/or nominee) 
Water Hygiene, LEVs, Lifting Equipment, Bulk gas storage, Pressure Manifolds, Ladders etc. 
	Kevin Murphy

	Representative for Machinery 
Workshop Manager (and/or nominee) 
	James Pring

	Representative for Non-ionising Radiation 
Laser Safety testing and Laser 
	Ben Green

	Representative for Ionising Radiation
Statutory testing, Ionising radiation register
	Jon Duffy

	Representative for Chemical and Chemical storage
Chemical audit and COSHH assessments
	Daniel Mayoh

	Representative for Biological Hazards
Bio audit 
	Vasily Kantsler

	Representative for Gas cylinders and associated equipment
Dewars, Compressors, Gas bottles and regulators 
	TBC

	Representative for Millburn House

	Dinu Iuga



	Secretariat to the Committee:
	

	Secretary to the Committee
	Jake Acton



	In Attendance:
	

	Health and Safety Officer
	Stephanie Andrews-Brown

	Director of Health and Safety or their nominee
	John Phillips

	Compliance Officer
	Keith Jewkes & Monika Prokešová

	Fire Safety Advisor
	Gordon Loach

	Estates Zone Manager
	Steve Clark & Andy Bastable

	Chemical Safety Advisor 
	Kate Thompson



The Chair may invite others to attend depending on the agenda.  

Meetings may include presentations from new or long standing research groups to advise members on the key risks in their research active area, or presentations to provide oversight of new facilities.


Membership Roles 

Membership of the Safety committee is on a voluntary basis and by invitation of the Head of Department.

	Chair, a senior member of academic staff with an interest in health and safety or a Director appointed by the Head of Department
	Has delegated authority for Health and Safety in the Department of Physics and embedded RTPs. 

Chair quarterly meetings of the departmental safety committee and attend UHSC and faculty H&S meetings. Chair monthly sub-meetings of the committee to review progress against departmental plans, audits and inspections as well as training and risk management. Provide strategic input into departmental plans and report to staff meetings. 



	Head of Department 
	Legally responsible for health and safety in the department. Receives updates and reports back from UHSEC and HoDs forum. Define and approve annual health and safety objectives. Appoints members to the committee.

	Member of the Senior Management Team, preferably the departmental administrator
	Member of sub-committee and representative of senior management team. Responsibility for oversight of budget and space management.

	Undergraduate Teaching Laboratory Manager 
	A representative covering the undergraduate teaching laboratory spaces. Managing risk assessment, hazard identification, chemical handling and training across the teaching laboratories. Defining and monitoring access controls to UG labs.

	Representatives for the RTPs co-located within Department
X-ray, Electron Microscopy, Spectroscopy, Scientific Computing
	Representative of at least one (1) research technology platform to disseminate and report on H&S matters to all the listed RTPs.

	Postgraduate Student representative
	Representative from the Post Graduate Staff Student Liaison Committee (PGSSLC) to disseminate and report on H&S matters to the PG community and PGSSLC. 

	
	

	H&S Coordinators covering Statutory Testing areas and audits including registers:

	Technical Services (Building) Manager (and/or nominee) 
Water Hygiene, LEVs, Lifting Equipment, Bulk gas storage, Pressure Manifolds, Ladders etc. 
	Member of sub-committee.

Report and advise on infrastructure and projects that affect the department. Manage listed assets, maintain up-to-date lists for audit purposes. Liaise with Compliance officer to ensure legal obligations are met and to report on compliance status at H&S committee meetings. 

	Representative for Machinery 
Workshop Manager (and/or nominee)
	Workshop manager to report on machinery. Responsibility for co-ordinating specialist manual handling operations. Advisor on PUWER (provision and use of work equipment regulations). Report on PUWER compliance at H&S meetings.

	Representative for Non-ionising Radiation 
Laser Safety testing and Laser 
	Responsibility for all non-ionising radiation work in the department. Manage laser inventory and ensure legal compliance in risk assessment, training. Responsibility extends to other non-ionising assets such as UV, etc. Update and report to H&S committee the latest non-ionising asset register.

	Representative for Ionising Radiation
Statutory testing, Ionising radiation register
	Responsibility for all ionising radiation work in the department. Manage radiation source inventory, ensuring legal compliance in risk assessment and training. Maintain ionising radiation register and report on statutory testing. Update and report to H&S committee the latest ionising asset register.

	Representative for Chemical and Chemical storage
Chemical audit and COSHH assessments
	Responsibility for chemical handling and storage across the department. Manage chemical inventories and migrate to new labcup software when available. Manage P155 shared chemistry laboratory. Be a point of contact for staff regarding safe chemical storage, handling and disposal. Primary top-tier approver. To report to the H&S committee updates on COSHH compliance and significant changes to inventory and/or procedures.

	Representative for Biological Hazards
Bio audit 
	Responsibility for biological substances and storage across the department. Manage biological substance inventories. Be a point of contact for staff regarding safe biological storage, handling and disposal. To report to the H&S committee significant changes to biological substances inventory and/or procedures.

	Representative for Gas cylinders and associated equipment
Dewars, Compressors, Gas bottles and regulators 
	Report and advise on gas and pressure related assets (listed). Maintain up-to-date lists for audit purposes and report on status at H&S committee meetings. 




	Secretariat to the Committee:
	

	Secretary to the Committee
	Take, prepare and disseminate committee meeting minutes. Provide secretarial support and manage the H&S resource email account. 



	In Attendance:
	

	Health and Safety Officer

Member of sub-committee.

	External representative of central Health and Safety office. Point of contact to ensure compliance for audit, inspection and compliance across the asset portfolio. Provides input and support for departmental plan and external audits (BSI). Role as defined in University of Warwick leadership and management document. Oversight on completion of required H&S documentation including, but not limited to, risk assessment and training. To report to the committee current status of compliance in the department.

	Director of Health and Safety or their nominee

Member of sub-committee.
	Provide legal updates, University strategy objectives and to review accidents and incidents. Review of SHE ASSURE at each meeting and ensure close-out compliance.

	Fire Safety Adviser
	Provides updates of University fire safety strategy and its impact on the department. To review departmental activities in relation to fire safety. 

	Estates Building Manager
	Role to provide assurance on Estate managed assets. Updates on inspection/audit schedules as well as reports of tests to be presented to committee. Provide a communication channel direct to Estates on departmental H&S related concerns. 



The Chair may invite others to attend depending on the agenda.  

Meetings may include presentations from new or long standing research groups to advise members on the key risks in their research active area, or presentations to provide oversight of new facilities.

Terms of Reference

The Departmental Health and Safety Committee is a sub-committee of the University Health and Safety Committee and is the formal committee with delegated authority from the Head of Department for:

(1) Promoting health and safety within the Department;

(2) The identification and oversight of significant risks in, or connected with, the Department and/or its activities;

(3) Reviewing and recommending changes to the strategic review of the department’s business operations, research or teaching direction where this could have an impact on health and safety, including fire safety;

(4) Reviewing changes in University Health and Safety Policy and identifying impact to the department and its operations;

(5) Developing and reviewing a Departmental Health and Safety Plan to keep it in line with University Health and Safety policy, changes in health and safety legislation and industry best practice, keeping the Head of Department informed of significant changes or resource needs;
	
(6) Establishing working groups as necessary, engaging with relevant stakeholders to promote improvement in health and safety in support of delivery against the departmental health and safety plan;

(7) Considering the outcomes of inspection, incident investigation, fire risk assessments and internal and external audit for the purposes of making improvements in health and safety including fire safety and to share good practice across the Department;

(8) Monitoring progress in connection with risk assessment and staff training completion and the close out of actions following health and safety inspection, incident investigation and audit;

(9) Considering the key points from the University Health and Safety Committee and their impact on the Department;

(10) Reporting significant health and safety issues to the University Health and Safety Committee where there are institutional matters that cannot readily be resolved within the Department;

(11) Establishing means to disseminate significant health and safety matters to departmental staff and students, communicating where necessary the strategy for improving health and safety.

Reporting Structure
The Departmental Health and Safety Committee reports to the University Health and Safety Committee, which reports to the University Health and Safety Executive Committee; the latter Committee reporting in to Steering Committee. Trade Union representation and oversight is supported through the University Health and Safety committee.

Departmental Health and Safety Committees may well report in to other operational committees within the respective Department.
[bookmark: Secretariat][bookmark: Meetings]
Frequency of meetings
The Departmental Health and Safety Committee meets formally 4 times each year, (or termly). Dates of meetings of the University Health and Safety Committee can be found within the University Committee Timetable.  Departments should aim to meet shortly after the UHSC.
Standard Agenda Items

1. Apologies
2. Statements of any conflict of interest[footnoteRef:1]: [1:  That should any members or attendees of the Departmental Health and Safety Committee have any conflicts of interest relating to the agenda items for the meeting, they should be declared in accordance with the CUC Guide for members of Higher Education Governing Bodies in the UK.] 

3. Review Terms of Reference and Membership (at the start of the academic year and when a change) [If necessary]
4. Approval of Minutes of previous meeting
5. Matters arising and review of actions
6. Chair’s Business
a. Report on any significant changes in the department [If necessary]
b. Communications Received (from UHSEC, UHSC, central H&S team). Updates of any changes in legislation.
c. Receive updates regarding Estates managed assets
d. Reports from H&S Co-ordinators
i. Technical Services 
ii. Machinery 
iii. Non-ionising Radiation 
iv. Ionising Radiation
v. Chemical and Chemical storage
vi. Bio Hazards
vii. Gas cylinders and associated equipment 
e. Meeting specific topics
7. Items
a. Setting and monitoring annual strategic Health and Safety Objectives and then reviewing progress against the Departmental Health and Safety Plan
b. Health and safety performance: Incidents, accidents, inspections, fire safety, audits and close out of recommendations
c. Receive any updates of health and safety legislation from University health and safety team and policy updates
d. Update on Risk Assessment
e. Update on Training
