
School Safety 

And Health 

Committee 
Charter
Bureau of Indian Education
March 2018
[image: image2.png]




SCHOOL SAFETY AND HEALTH COMMITTEE CHARTER
PURPOSE:
The primary purpose for the establishment of safety and health committees is to assist school locations in developing and assuring a safe, healthful, and accident-free working environment for all employees and students. The committee shall be an advocate and resource for managers, supervisors, and students in the creation and maintenance of an effective, sustainable behavior-based safety program. The safety and health committees shall provide an opportunity for free discussion of any safety and health related matter.
The purpose of this document is to provide school locations with an easy-to-use and fillable Safety and Health Committee charter to be utilized each meeting.  

SCOPE:  
Safety and Health Committees are comprised of managers, supervisors, employees, Collateral Duty Safety Officers (CDSOs), students, and facilities personnel.  The Safety and Health Committee is tasked with identifying hazards, reporting hazards, and near misses, making suggestions on mitigation, abatement and elimination of hazards in their work areas.  
GOAL:
The goal of the Safety and Health Committee is to eliminate workplace injuries and illnesses by involving employees, supervisors, and managers in identifying hazards and suggesting how to prevent them. The Safety and Health Committee will review and analyze issues identified through employee reports of unsafe or unhealthful working conditions, safety inspections, accident reports of investigation, safety program evaluations, etc. It provides a continual appraisal of the safety efforts under its jurisdiction, using records of meetings to communicate with other Safety and Health Committees, safety managers, management, and employee representatives.
POLICY:
It is the policy of the Bureau of Indian Education to prevent injuries and work related illnesses to its employees, to protect its property from damage and to provide for the safety of the public in connection with its operations and when using its facilities.
RESPONSIBILITIES:
It is the responsibility of all levels of management within the Bureau of Indian Education to establish and support Safety and Health Committees.  These committees should be comprised of representatives of management and representatives of the employees.
a. The Bureau of Indian Education is responsible for ensuring that requirements regarding Safety and Health Committees are implemented according to the IA Safety Management System Element 06, Roles and Responsibilities. 

b. Managers, Supervisors, and CDSOs ensure that the program is implemented at operating locations and provide support.
c.   The Chairperson will: 
i. Recruit and approve committee candidates as recommended by individual divisions. 
ii. Schedule regular (monthly) committee meetings.
iii. Develop written agendas for conducting meetings.
iv. Lead the committee meetings.
v. Approve committee correspondence and reports.
vi. Supervise the preparation of meeting minutes. 
vii. Maintain meeting minutes, recommendations, and management responses. 
d.   The Recorder will:

i. Record meeting minutes and distribute approved minutes to the Safety and Health Committee members as soon as possible after the meeting adjourns.  
ii. Distribute hard copies of the minutes for safety/employee bulletin boards as soon as possible after the meeting adjourns.  
MEMBERSHIP: 

The Safety and Health Committee will have enough representatives to reach a quorum.  Committee members will represent employees from each department and at least one member will represent management. Employee representatives can volunteer, or their peers can elect them. Management will select management representatives. Each representative will serve on a continuous term of at least one year. Terms stagger so that at least four experienced representatives always serve on the committee. 

The Safety and Health Committees will be comprised of employees forming a chain of communication between employees and the various levels of management.  The committee is designed to provide program recommendations to appropriate management authorities.  Representation shall include:  



· Principles 

 

· Managers 
 

· Supervisors 




· Administration 



· Maintenance  




· Employees 

· Students 

· Union Representation 
REQUIREMENTS:
Meetings: In-person meetings will occur not less than once a month, at a date and time agreeable to the committee members.

OBJECTIVES:
The Safety and Health Committee has 12 objectives:
1. Discuss safety policies and recommend their adoption by management. 

2. Involve employees in achieving a safe and healthful workplace.
3. Conduct at least monthly self-inspections of workplaces, identify hazards, and recommend methods to eliminate or control hazards.
4. Annually evaluate the workplace safety and health plan and recommend to management on how to continually improve the program. 

5. Actively work to find solutions to safety, health, and occupational issues.
6. Promote near-miss reporting and provide lessons learned to employees from those reports.

7. Establish and maintain safety bulletin boards at all work locations.

8. Establish safety work plans, including monthly safety topics and an inspection schedule. 

9. Identify safety and health concerns beyond those of the physical or chemical nature (i.e. policies, activities or plans that affect employee health and safety).

10. Monitor and conduct development of job hazard analysis forms (JHAs), incident investigation reports, accident reporting methods, and record keeping, per OSHA standards and guidelines.

11. Strive to minimize the frequency and severity of visitor incidents by developing a range of appropriate prevention strategies and implementing risk reduction mitigation plans.

12. Acquire training and other resources needed to complete the work of the committee, and provide relevant safety training to staff members. 
ORDER OF BUSINESS:

The following is presented as a suggested order of business that may be adopted for Safety and Health Committee meetings, in general:

1. Call to Order. The meeting should be called to order promptly at the appointed time.
	Date:

	Time:
  9:00 am 
	Location: Conference Room, 
Aneth Community School 


2. Roll Call by the Secretary. Names of Safety and Health Committee members and others present should be recorded. Safety and Health Committee members who cannot attend should notify the Recorder in advance and the reason for absence should be noted in the meeting minutes.
	Member Name
	Member Title
	Safety Committee Role

	Ronald Benally 
	Maintenance 
	Chairperson

	Bailey Joe 
	School Social Worker 
	Recorder

	Gabriel Spencer
	Maintenance 
	Safety Officer 

	Brenda Whitehorse 
	Principal 
	

	Cecelia John 
	Lead Driver 
	

	Alfonso Nez 
	Residential 
	

	Francine Sam
	FACE Teacher 
	

	Antionette Manybeads 
	Secretary 
	

	Alfred Begay 
	Education Specialist 
	


3. Visitors.
	Name
	Title
	Organization

	
	
	

	
	
	

	
	
	

	
	
	


4. Minutes. Minutes of the previous meeting should be read, status on the action items should be provided, and meeting minutes should be filed for the record.
5. Unfinished Business. All matters of which definite decisions have not been made should be brought up for reconsideration and discussion.
	Outstanding Issue:

	Status:


	Outstanding Issue:

	Status:


	Outstanding Issue:

	Status:


	Outstanding Issue:

	Status:


6. Review of Accidents, Incidents, Events, and Statistics. Classification by accident cause should be determined, and preventive measures discussed.
	Accident / Incident / Event
	Cause(s)
	Preventative Measures

	1.
 
	
	

	2.


	
	

	3.

	
	


7. Safety Education. The Chairman should request a member to speak at the Safety and Health Committee meeting. The subject to be discussed should be recorded in the meeting minutes. 
	Presenter
	Safety Topic
	Duration

	
	
	

	
	
	

	
	
	


8. Inspection and Recommendations. A self-inspection of the installation should be conducted by the Safety and Health Committee at regular intervals. A record of the inspection time, location, unsafe and unhealthful working conditions identified, and recommendations made should be included in the meeting minutes. 
It is advised that the Safety and Health Committee, through utilization of the BIE Self-Inspection Checklist, identify inspection items that require further discussion. Forward any serious issues to the responsible safety representative and facilities personnel, to ensure abatement procedures are addressed.
	Inspection Item:

	Recommendation:

	Inspection Item:

	Recommendation:

	Inspection Item:

	Recommendation:

	Inspection Item:

	Recommendation:


9. Mandatory Safety Boards. The Safety and Health Committee in coordination with the CDSO should ensure that, at a minimum, the required safety board contents are posted and are up-to-date. 
10. New Business. 
	Topics
	Point of Contact

	1. Upcoming Safety Training:

	

	2. Annual Safety and Occupational Health   

     Inspections and Abatements:

	 

	3. Contact Information Update:

	

	4. Security Incidents and Recommendations:

	

	4. Facility Concerns and Updates:

	

	5. Lessons Learned:

	


	Topics
	Notes

	7.  Safety Recognition:

	

	8.  Communication:


	 

	9.  Special Interest Items:


	


11. Adjournment. The meeting minutes are of great importance since they are often sent to others outside of the Safety and Health Committee members. The meeting minutes must be recorded accurately since they serve as a means of keeping management informed of the group's work and as a follow-up. Meeting minutes should be taken, prepared, and circulated after approval by the Safety and Health Committee.
12. Approval. This charter shall be reviewed annually and updated as necessary.  All revisions shall be approved by the Safety and Health Committee members.
The Safety and Health Committee Charter shall be signed by each Safety and Health Committee member at the conclusion of each meeting.
	Member Role
	Signature

	Chairperson:
Ronald Benally 
	

	Recorder:
Bailey Joe 
	

	Name:  
Brenda Whitehorse 
	

	Name:  
Alfonso Nez 
	

	Name:  
Francine Sam 
	

	Name:  
Antoinette Manybeads
	

	Name:  
Gabriel Spencer 
	

	Name:  
Esther Brady 
	

	Name:  
Alfred Begay 
	

	Name:  
 Moran Mark  
	

	Name:  

	

	Name:  

	

	Name:  

	


SAFETY AND HEALTH COMMITTEE KEYS TO SUCCESS:

· Planning. Good safety meetings require thorough planning and effort. Notices of meetings, preferably accompanied by an agenda, should be sent to each member of the committee.
· Meeting Environment. Where possible, the meeting should take place in an area with minimal distractions. 

· Encourage Participation. Every member shall have a forum to freely address safety and occupational health concerns.  

· Brainstorming. To solicit the greatest number of ideas, consider a round-robin approach in which each person gets 2 opportunities to provide their inputs and are only allowed to “pass” once.

· Preparation. Review the minutes from the previous meeting before the next meeting and have answers or progress reports on each item.

· Process Improvement. Provide a continual appraisal of the safety efforts under its jurisdiction, using records of meetings to communicate with other Safety and Health Committees, safety managers, management, and representatives of employees.
· Maintaining Interest.  There are many ways of maintaining interest among Safety and Health Committee members. To begin with, the employees selected to serve on the committee must have an interest in safety. Then, to maintain that interest requires constant effort on the part of the Chairman, the safety and health professional and the central organization. 
· Communication and Follow-Up.  Frequent distribution of safety and occupational health newsletters, occupational safety and health training, and interesting articles taken from magazines and IA publications are highly encouraged.
· Involvement & Recognition.  The Safety and Health Committee should discuss effective forms of recognition and praise, to maintain involvement.  Some options include:
· Letters of appreciation signed by the BIE Director, Associate Deputy Director, Superintendent, Branch Chief, or a Supervisor.

· Certificate of service that can be framed and displayed.
· Card or badge of membership.

· Expression of appreciation at a general employee group meeting.

· Suggestion System. One of the many good methods used to encourage interest, thought, and cooperation for safety among employees may well be the adoption of a suggestion system.[image: image1.png]
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