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Manchester Health & Safety Committee
Constitution of the Health & Safety Committee
1.
Title
The Committee will be known as 'The Manchester Health & Safety Committee’.
2. 
Scope
The Committee will cover both the Manchester Campus site (MAN33/34/35) and the MAN05 site, the latter whilst it remains occupied as a Fujitsu Services site.  Matters affecting residents of these sites working elsewhere are also in scope. 

3. 
Definitions
	Employee Representatives
	Appointed by the Amicus union.  Their role is to represent the interests of employees on, or visitors to, the covered sites.


	Management Representatives
	Appointed by employers on the covered sites.  Their role is to make decisions on behalf of the businesses operating at these sites.


	Covered Sites
	The Manchester Campus and MAN05 sites, as per section 2 above.


4. 
Aims of the Committee
4.1 
The Committee is there to monitor and review health, safety, welfare and the working environment and to strive for improvement where it may be required.
4.2 
The Committee shall promote effective co-operation and co-ordination between the resident management and employees, together with other persons engaged on the covered sites, in instigating, developing and carrying out measures relating to the management of health and safety for all activities conducted on the covered sites and all activities carried out by residents, contractors and visitors.

5. 
Committee Structure and Membership

Note: The aim should be to keep the total size as reasonably compact as possible, and compatible with the adequate representation of the interests of management, employees and other residents of and visitors to the covered sites.  The number of Management representatives should not exceed the number of Employees’ Representatives.
5.1 Management Representatives:
A total of six, comprising:
· Chairman




(Paul Croyden)
· Human Resources Manager


(Howard Morgan)

· Site Facilities Manager


(Marie Hawkins)

Plus three other management representatives appointed to cover the range of employers and provide sufficient authority and/or expertise.
5.2 
Employee Representatives:
A total of six Health & Safety Representatives 

5.3 
Ex-Officio:
Regional Health & Safety Consultant

(Laura Scholtz)
5.4 
Secretary:


A person responsible for taking and administering the minutes of Committee meetings.

5.5 
Co-option:
Other individuals will be invited if there are any particular safety issues affecting their work areas, or their particular technical knowledge would be of assistance to the work of the Committee.

5.6
Deputies
Deputies may attend on behalf of members unable to attend meetings.

6. 
Functions
6.1 
The function of the Health & Safety Committee will be to review the arrangements relating to the health, safety and welfare of all residents of, and visitors to, the covered sites, and recommend actions/strategies where improvements are deemed necessary.

6.2 
The output from the Committee shall be the specification of actions which are required to be taken within agreed timescales for identified actions.  Actions will normally be assigned to the senior manager of the area/operation concerned.  A maintained list identifying the appropriate senior manager for each area will be kept updated by Site Facilities for the benefit of the Committee.
6.3 
The Committee shall:

· Review the arrangements in place for the effective management of health and safety on the covered sites.

· Study and review accidents, dangerous occurrences, notifiable diseases and other health and safety related incidents occurring on the covered sites, and monitor statistical trends.
· Review health and safety inspection and other reports.
· Consider reports and other factual health and safety information supplied by the Health & Safety Executive, Fujitsu Services and other authoritative sources.
· Monitor and review the effectiveness of health and safety training of staff.
· Monitor the adequacy of health and safety communication and publicity on the covered sites.
· Assist in developing/reviewing health and safety related procedures affecting the covered sites and their operations.
· Monitor arrangements to determine that the Company is fulfilling its H&S responsibilities, for example risk assessments, and if it becomes aware of any shortfalls to alert relevant senior management to them.

6.4
The Committee will arrange appropriate training for all members to enable them to undertake their role effectively.
7. 
Meetings
7.1 
Meetings will take place at least every three months, or more frequently dependent on the amount of business and/or any special issues arising.  The date of the next meeting will be agreed at the end of each meeting.  Additional meetings will be arranged by agreement with the Chairman.

7.2 
The Secretary will prepare an agenda which will be sent to all members seven days prior to the date of the scheduled meeting.

The agenda will include:
· Acceptance of the Minutes of the previous meeting.
· Matters arising from Minutes.
· Health and safety reports.

· Specialist reports.
· Items as notified to the Secretary.

· Any other relevant matters.

7.3 
Meetings will not be cancelled or postponed other than in exceptional circumstances.  Where postponement is absolutely necessary, an agreed date for the next meeting should be announced within 48 hours of the cancellation.
7.4 
A Quorum will be deemed to exist if not less than 50% of both Management and Employee Representatives or their deputies are present.

7.5
Only Management Representatives and Employee Representatives, or their deputies, will be eligible to vote in meetings.  For a vote to be carried there must be an overall majority. 

7.6 
The Chairman will control the meeting with regard to the agenda and the efficient progress of the business.

7.7 
The duration of the meetings should be sufficient to allow for the full discussion of all business.

7.8 
Minutes of each meeting will be circulated within two weeks to all Committee members, with a copy to the Human Resources Director.  Copies of the minutes will be displayed on campus notice boards and be published on the Manchester Campus Community on Café VIK for the information of all campus residents. 
7.9
The first meeting of the calendar year shall be the Annual General Meeting, which will include a review of the Constitution.  Proposals for changes to the Constitution should be made in writing to the Chairman fourteen days prior to the meeting.  The AGM should be attended by all members.
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