

Model Terms of Reference – November 2014 


Terms of Reference xxxxx NPS Divisional Occupational Health Safety and Fire Committee

Purpose of the Committee

The purpose of the xxxxx NPS Divisional Occupational Health, Safety and Fire Committee is to provide a forum for consultation and cooperation, at a strategic level, to keep under review the measures in place to protect NPS Staff while at work.

Membership

Official Side

· Deputy Director (Chair) 

· LDU operational manager
· Approved Premises manager
· NOMS Divisional H&S Lead 

· Divisional HR Business Partner
· Additional members with specific expertise may be co-opted to the committee as required. 

Union Side

· NAPO x 3
· UNISON x 1

· GMB x 1

· All Union Side Members will be named. See Annex 1 for current names of Union side members.

· Union side members may designate a named deputy to attend in their stead if they are unable to. 

· Union side members may from time to time be accompanied by an observer/trainee for development purposes. 

Responsibilities 

The responsibilities of the committee are to:

· act in a co-ordinating and advisory capacity on health, safety and fire for xxxx NPS Division
· review concerns about health, safety and fire raised by health and safety representatives, including safety inspection reports
· monitor implementation of health and safety arrangements and communications across the Division, commissioning audits, safety inspections etc as necessary 
· share accident/incident data and monitor the investigations/remedial actions for significant accidents/incidents 
· review results of health, safety and fire audits 
· agree the development of necessary safety rules, safety codes and safe systems of work and to monitor their implementation
· monitor the quality and effectiveness of the safety content of staff training 

· maintain appropriate liaison in matters of health, safety and fire with CRCs, other relevant partnership agencies and statutory enforcement agencies as necessary 

· provide a forum for discussion on new health, safety and fire initiatives which are being considered by NOMS OH&S/Fire Safety teams

Meetings

Frequency of meetings

· Meetings will be held quarterly. 

· Meeting will be held in xxxx office unless otherwise agreed.

· Notification of meeting will be circulated three weeks in advance of the meeting and members asked to supply any items that they may wish included in the agenda..
Agenda

· The following will be standing items on the agenda:

· Apologies for absence

· Minutes of the previous meeting

· Actions arising

· Update from NOMS Divisional Health and Safety Lead:

· Accident/incident data and audit information
· Significant actions arsing from Cluster H&S Groups 
· Any other business

· Date of next meeting.

· The agenda and all papers for consideration will be circulated to all members no less than one week in advance of the meeting
Minutes and Reporting

· Minutes of each meeting will be recorded.

· Minutes of meetings will be circulated to all members within three weeks of the meeting taking place.
· Minutes of meetings will be forwarded to the Chair of the NOMS (NPS) Occupational Health, Safety and Fire Committee
· Agreed minutes will be made available to all Divisional staff and their Trade Union H&S representatives 
Quorum 

· The Quorum for the Committee is four members, two from each side.
Chairperson

· Meetings will be chaired by the Deputy Director. The Chairperson is responsible for:

· Scheduling meetings and notifying committee members

· Inviting specialists to attend meetings when required by the committee

· Guiding the meeting according to the agenda and time available.

· In the chairperson’s absence meetings will be chaired by the xxxxxxxxx.

ANNEX 1 

Union Side Members 

Member(s)


Deputy


NAPO Representatives

TBA



TBA

UNISON



TBA



TBA

GMB




TBA



TBA
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