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	XXX OHS&E Committee Meeting No. xx

Location:

Date of meeting:

Time of meeting:


Minutes of Meeting

	1. 
	Apologies:

<put details in here>
	To be actioned by
	Completion Date

	2. 
	Attendance:

<put in here details of attendees>
	
	

	3. 
	Confirmation of minutes from previous meeting:

<put details in here>
	
	

	4. 
	Matters arising from minutes:

 <put details in here>


	
	

	5. 
	Environmental Officer Report

<put details in here>
	
	

	6. 
	The Office of Environmental Sustainability (tOES) report

<put details in here>
	
	

	7. 
	OHS&E Consultant/Advisor report

<put details in here>
	
	

	8. 
	Occupational Health and Wellbeing
<put details in here>
	
	

	9. 
	Safety Officer Report

<put details in here>
	
	

	10. 
	
	
	

	11. 
	
	
	

	12. 
	
	
	

	13. 
	
	
	

	14. 
	Workplace Safety Inspections

<put details in here>
	
	

	15. 
	Risk Management

· New / Recently developed Risk Assessments

 <put details in here>

· Emerging technologies/work practices

· Review of Risk Assessments & assoc. control measures

<put details in here>
	
	

	16. 
	Hazard and Incident Reports

· New Reports received
<put details in here>
· Corrective/Preventative Actions (implemented and outstanding)
<put details in here> 
	
	

	17. 
	Building Evacuations (Building Warden report)
· No. of evacuations,cause & emergency wardens involved
<put details in here>
· Actions arising- includes strategies for improvement
<put details in here>
· Scheduled drills
<put details in here>
	
	

	18. 
	Staff & Student Induction
<put details in here>
	
	

	19. 
	OHS Training 

Analysis of requirements and completion with respect to safety personnel, supervisory staff, high risk activities, staff and students
· <put details in here> 
	
	

	20. 
	OHS plan review Progress made and actions taken towards achieving strategic objectives as set out in faculty/divisional/portfolio or local OHS plans.

<put details in here>
	
	

	21. 
	Audits

· Pending

· Completed

· Recommendations arising and actions taken
<put details in here>


	
	

	22. 
	Health and Safety Representative Report

<put details in here>
	
	

	23. 
	Specialty Officer Report

· Biosafety Officer Report (If applicable)
<put details in here>

· Radiation Safety officer (If applicable)
<put details in here>

· First Aid co-ordinator report (if applicable)
<put details in here>
· Laser Safety Officer(if applicable)
<put details in here>
	
	

	24. 
	Laboratory / Resource Manager Report (if applicable)
<put details in here>
	
	

	25. 
	Other business
<put details in here>
	
	

	26. 
	Next meeting <put in here details of next meeting>
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