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A. Workplace Safety Statistics 

Workplace hazards continue to inflict a tremendous toll in both human and economic costs. The rate 
of injuries per thousand workers also set a new record low, dropping from 15.6 per thousand in 1998 
to 14.8 thousand in 1999. 

Workplace fatalities increased from 1998 to 1999, from 96 to 121. 

Injuries are going down at the same time employment is rising to record levels. The 1964 total of 
87,972 worker injuries came with 3.8 million Pennsylvanians working, a rate of 23.2 injuries per 1,000 
workers. The 1999 total of 82,676 injuries occurred with a near-record 5.6 million workers, a rate of 
14.8 injuries per 1,000 workers, the lowest ever. 

 B. Purpose of Workplace Safety Committees 

A safety committee is a key element to achieving continuous improvement in a safety process. The 
purpose of a safety committee is to regularly bring workers and management together in a non-
adversarial, cooperative effort to promote safety and health in the workplace. A safety committee 
assists the employer and makes recommendations for change regarding occupational safety and 
health issues. The committee's primary focus is to detect and correct workplace hazards. 

C.  Benefits of Workplace Safety Committees 

The benefits of having an effective safety committee include a reduction in the number of workplace 
injuries and illnesses, a reduction in the hidden costs associated with workplace injuries and 
illnesses, and an increase in employee safety awareness in the workplace. 

Safety committee costs will be directly offset by the effectiveness of the committee in reducing 
workplace injuries and illnesses. Hidden costs associated with workplace injuries can run 5 to 10 
times the actual cost of a workers' compensation claim. 

Hidden costs include: 

• Production delays.  
• Time lost by workers and supervisors attending to an accident victim.  
• Clean-up and start-up of interrupted operations.  
• Costs related to conducting an accident investigation.  
• Time spent retraining others to replace injured workers.  
• Possible reduced worker morale and lower efficiency.  
• Impact on employee, employee's family and personal life. 

D.  Functions/Duties of Safety Committees 

The specific functions of the safety committee are to: 

1. Detect hazards;  
2. Analyze and solve problems; and  
3. Assist in the management of safety. 

Detecting hazards requires a routine walk-through of the workplace and discussions with workers, 
looking for unsafe work practices, hazardous conditions and risky behaviors. The committee will be 
responsible for establishing appropriate procedures for periodic workplace inspections. 



The Workplace Safety Committee should choose members to serve as an inspection team; both 
management and employees serve on the team. If inspections are used by management as a 
measurement tool, it will help the first line supervisor ensure that safety inspections are a priority and 
that the recommendations are properly acted upon. 

Inspection Team 

• Develop a workplace inspection checklist.  
• Before each new inspection, study previous inspection reports and recommendations.  
• Inspections should be completed quarterly.  
• Inspection team members should always wear required personal protective equipment.  
• During the inspection, the team should stay together as a group to avoid disrupting 

operations.  
• Someone on the inspection team should act as the team secretary, taking notes to fill out the 

inspection report.  
• Inspection team members should communicate with workers to show that they care about 

their safety and work environment.  
• Inspection team members should develop good listening skills.  
• Inspection team members should promote safety and productivity.  
• At the end of an inspection, a detailed report should be compiled for management and the 

Workplace Safety Committee.  
• Once the report is agreed to by the committee members, a copy should be posted for 

employee observation.  
• Items that need attention or correction should be distributed to the appropriate supervisor 

who will be responsible for making the corrections.  
• Management and ALL supervisors should receive a copy of the detailed inspection report.  
• Establish procedures to make sure corrective actions are taken.  

Analyzing and solving problems means reviewing accident records and finding trends in the data 
that pinpoint hazards. Proper analysis relies on thorough accident investigation and a careful review 
of incidents resulting in work-related deaths, injuries, illnesses and complaints. 

The task of assisting with the management of safety means following through with a corrective 
action once the cause has been identified. Behaviors can be managed and changed. Leadership, 
strong communication and motivational skills are required to break old habits and promote new ones. 

The specific duties of the safety committee include: 

1. Facilitate cooperation between an employer and employees in initiating, developing, carrying 
out and monitoring measures designed to ensure the health, safety and welfare of 
employees;  

2. Assist in the resolution of occupational health and safety issues at the workplace;  
3. Assist in the formulation and dissemination (in appropriate languages) of policies, practices 

and procedures that promote health and safety at the workplace;  
4. Assist with the development of accident and investigative reporting procedures; and  
5. Advise the employer on any proposed or actual changes to health and safety policies, 

practices and procedures at the workplace. 

Committees may also carry out additional duties specific to their own organizations. 

 

 

 



HOW TO DEVELOP A WORKPLACE SAFETY COMMITTEE 

A. Introduction 

This section provides a starting point for those employers establishing or implementing a safety 
committee. The Five-Step Action Plan is designed to provide employers and their employees with a 
systematic approach to this task. The employer's organizational  structure, method of operation, 
management system, and specific needs will govern its approach. Many tasks can be performed 
concurrently. Management commitment, employee participation, planning, training documentation, 
communication and follow-up are all key elements to a safety committee's success. 

Space is provided for notes at the end of each step of the Planning Guide to record  progress, 
additional tasks, concerns or other items of interest. 

B. Five-Step Action Plan 

Listed below are the five basic steps that can be used to plan, develop and implement a joint 
workplace safety and health committee. A brief description of each step is provided. 

Step I - Establish the Foundation 
Step II - Recruit Safety Committee Members 
Step III - Form a Safety Committee 
Step IV - Conduct Safety Committee Meeting 
Step V - Perform Follow-Up Activities 

It is important to establish projected completion dates for each step in order to keep plans on track. 
"Planning Guide" pages are provided for each of the five steps to assist employees and employers in 
this process.  

Step I - Establish the Foundation 

Many factors can contribute to the successful operation of a safety committee. Management 
commitment, employee participation, planning, training, documentation, communication and follow-up 
are all essential to a safety committee's success. Below are the key elements that have been 
identified by the National Safety Council that contribute to the success of a safety committee: 

• A common objective and function.  
• A joint commitment to achieve accident prevention.  
• Mutual trust and respect.  
• Mutual support.  
• Effective communications.  
• Reasonable, attainable and measurable objectives.  
• Effective problem-solving system.  
• Effective conflict resolution system which is non-adversarial.  
• Utilization of all member resources. 

Tasks – Establish the Foundation 

____ 1. Develop a policy statement or modify your existing policy statement. 

Topics or items to address: 

• Reasons for establishing a workplace safety committee.  



• Need for employee cooperation and support at all levels of the organization, i.e. 
management and employees.  

• Brief general statements regarding roles, responsibilities and expectations of 
management and employees.  

Note: This could be a project for your workplace safety committee. A sample policy statement can be 
found in Section III. 

____ 2. Communicate the policy statement to all organizational levels; i.e. management, supervisor, 
and workers. 

Suggested Methods: memos, one-on-one and group meetings, newsletters, bulletin boards, and other 
activities. 

____ 3. Identify and communicate with appropriate management personnel who will be involved with 
or affected by the safety committee. Let them know the safety committee’s purpose, when it will start, 
why and what will be expected of them to support the committee. 

____ 4. Begin educating employees. Let them know the safety committee’s purpose, when it will start, 
why and what will be expected of them to support the committee. (This education process will be 
ongoing.) 

Suggested Methods: one-on-one and group meetings, newsletters, memos, postings, etc. 

Step II - Recruit Safety Committee Members 

Successful and effective committees must have competent leaders and dedicated members. All 
employees must be actively involved in the workplace safety program. Management commitment 
from the top to the lowest level of supervision must be vocal, visible and continuous. Employee 
representatives must feel free to express their views and be committed to safe work practices. Listed 
below are examples of actions that will be required of the management and employee committee 
members to ensure the success of the safety committee. 

Management commitment can be demonstrated through the following actions: 

• Provide support from the top level down to first line supervisors in terms of time, effort and 
money.  

• Resolve scheduling and personnel conflicts.  
• Provide realistic dates for correcting safety and health concerns.  
• Support training for committee members.  
• Provide leadership and direction.  
• Attend safety committee meetings.  
• Promote the positive effects of safety committee activities on an individual basis or at group 

meetings.  
• Respond to recommendations in a timely manner. 

Employee actions that demonstrate active involvement and commitment to workplace safety include: 

• Identify safety and health hazards in the workplace.  
• Report all unsafe conditions and practices in accordance with the safety committee 

procedures.  
• Contribute to or make suggestions for improving workplace safety and health.  
• Participate in committee activities.  
• Follow procedures and practices adopted by the safety committee.  



• Cooperate with safety committee members in the performance of their duties.  
• Consider becoming a member of the committee. 

Tasks- Recruit Safety Committee Members 

____ 1. Determine the number of employer and employee representatives. 

____ 2. Ensure that all major work activities are represented. 

____ 3. Identify and talk to potential employer and employee representatives regarding safety 
committee participation. 

Topics or items to consider: 

• Dedication to preventing injury/illness accidents.  
• Interest in serving.  
• Good people skills.  
• Good communication skills.  
• Ability to see other viewpoints.  
• Credibility with others.  
• Ability to get things done. 

____ 4. Appoint and notify employer representatives; stagger terms. 

Suggested Methods: written and verbal communications. 

____ 5. Have employees elect their employee representatives or solicit volunteers; consider 
provisions of collective bargaining agreements (if applicable). 

Suggested Methods: education and promotion via newsletters, posters, memos, group meetings, 
personal encouragement and other activities. 

____ 6. Notify volunteer or elected employee representatives of their acceptance as a committee 
member. 

____ 7. Inform all employees, including management, of the names of committee  members. 

____ 8. Send rules and support information to safety committee members. Have them become 
familiar with the content. 

____ 9. Notify employee representatives and their management/supervisors. Ensure that they are 
aware of time needs and compensation requirements, etc. 

____ 10. Notify personnel and payroll regarding employee representatives status as safety committee 
members and also compensation requirements, etc. 

____ 11. Conduct introductory safety committee training for members and provide support materials. 
Training topics should include organization, operation, meeting methods, and other such topics to 
improve the committee’s efficiency and effectiveness 

 

Step III - Form a Safety Committee 



One of the key components to effective safety management is a safety committee. A committee 
ensures that safety is treated as an integral function of the organization, with an empowered 
membership of frontline workers, middle managers and executives who can routinely identify and 
solve the organization's safety problems. 

Equal members of management/employee representatives are to be selected to ensure that a 
organization's safety committee is successful. Employees or their union representatives (where labor 
organization(s) exist) are asked to select representatives to serve as members of the safety 
committee. Management representatives are chosen by the employer based on knowledge, 
dedication to safety, and the ability to interact with others toward effective results on the safety 
committee. Once formed, the committee can then choose a chair or co-chair to provide meeting 
leadership and structure. 

Tasks – Form a Safety Committee 

____ 1. Become familiar with the elements of a successful committee. (See items below and pages 
four and five of this manual.) 

A good committee: 

• Is well-organized and follows established procedures.  
• Has clearly defined purposes, goals and realistic and measurable objectives and 

completion dates.  
• Knows the extent of its authority.  
• Is supported by employer, CEO and management in terms of time, effort and money.  
• Clearly defines members' roles, responsibilities, functions and duties.  
• Provides an environment for employee input.  
• Keeps well documented written minutes/notes. 

____ 2. Determine what is needed to develop and set up a safety committee, then develop a basic 
action plan and put it to work. 

Consider: 

• Safety committee goals, purposes and objectives.  
• Projected completion dates for each task.  
• Management’s commitment support and involvement.  
• Communication channels, reporting systems.  
• Position within the organizational structure.  
• Initial and on-going training needs and schedules.  
• A tracking system to determine progress.  
• Basic safety committee organization.  
• Need for several meetings when initially organizing the safety committee.  
• Safety committee record keeping system.  
• Follow-up activities. 

____ 3. Set up a safety committee meeting. 

Consider: 

• Monthly meetings are required to obtain Department certification.  
• Day of week: Recommend Tuesday, Wednesday or Thursday.  
• Time of day: Recommend mid-morning or mid-afternoon.  
• Meeting location: Quiet atmosphere, i.e. conference room or private office.  



• Purpose.  
• Choosing a secretary/recorder.  
• Discussing roles, responsibilities, duties and functions.  
• Writing a safety committee policy statement or charter.  
• Other ideas. 

Note: This may require more than one meeting. 

____ 4. Develop a written agenda and send to committee members about three to five days prior to 
the meeting so they may prepare. 

____ 5. Have representatives review rules and this information prior to attending meeting. 

____ 6. If possible, train members on Act 44 Article X "Health and Safety" requirements before they 
attend their first meeting. 

____ 7. Send a copy of the agenda to employee representatives and management/supervisors. Post 
agenda where employees will see it. 

____ 8. Place a copy of the agenda in the safety committee file. 

Step IV - Conduct Safety Committee Meetings 

All safety committees should hold regularly scheduled meetings; monthly meetings are recommended 
to achieve certification. Safety committees, however, should also be flexible enough to respond to 
changing situations and no correction should be delayed because a meeting is not scheduled in the 
near future. 

Every meeting should follow an agenda. A standard agenda helps the committee members prepare 
for the meetings. Once again, the unique situations and arrangements of each workplace should 
dictate the agenda to follow, but an established order of business should be followed as much as 
possible. Minutes should be taken at each meeting. Include a listing of specific responsibilities, the 
individuals assigned and scheduled inspection dates. 

An important item of business is a review of recommendations the committee has made and a report 
on actions being taken. If recommendations are not followed, the committee should be told why, 
whether corrections are to be delayed and when they will be carried out. Another important part of the 
safety committee meeting is the training component. This time allows members to learn about 
successful safety methods. 

Tasks – Conduct Safety Committee Meetings 

____ 1. Conduct safety committee meeting. 

Be sure to: 

• Start on time.  
• Select a recorder/secretary.  
• Follow the agenda.  
• Take written minutes.  
• Set meeting ground rules.  
• Determine authority.  
• Discuss functions/duties (as assigned by management).  



• Determine logistics: meeting dates, times, location, scheduled inspections, inspection 
team members, reporting procedures.  

• Discuss committee’s record keeping system.  
• Resolve issues and make recommendations.  
• Make individual or team assignments and assign due dates.  
• Determine and set up next committee meeting and topics. 

____ 2. Develop a safety committee policy statement or charter if not already established. Be sure to 
communicate the policy statement to all levels in the organization. 

Note: This task may take several meetings to accomplish. It is important that the statement be signed 
by top management, since it sends a message of support to the employees. Be sure the safety 
committee policy statement is communicated to all employees at all levels. 

____ 3. Discuss: 

• Safety committee purpose and operation.  
• Requirements for state certification.  
• Methods of conducting meetings. 

____ 4. Train safety committee members on how to perform their specific functions and duties. 

____ 5. Train safety committee members on: 

• Specific workplace hazard identification associated with your business.  
• Accident and incident investigation procedures. 

____ 6. Record and file documentation on training given to safety committee members. 

Step V - Perform Follow-Up Activities 

Maintain documentation of the committee's activities. This includes keeping minutes of meetings, as 
well as documentation of other activities. A good written record makes it possible to monitor the 
safety committee's progress on all of its activities, particularly, eliminating hazards and identifying 
accident and illness patterns. The more complete the notes, the more thorough the committee will be 
in preparing reports and following up on tasks. 

Send a copy of the written minutes to committee members. 

____  1.Post a copy for employees to see. 

_____ 2.Evaluate the success of the committee meeting in terms of meeting skills and 
accomplishments. 

Examples: 

• Were there any problems with the date, time and the location?  
• Did everyone receive the agenda on time?  
• Were employee representatives and managers/supervisors informed in a timely manner?  
• Were there problems releasing the employee representatives from their duties?  
• Did all representatives come to the meeting prepared?  
• Did the meeting start on time?  
• Was the agenda followed?  



• Was training/orientation given and was it successful?  
• Does everyone know what is expected of them?  
• Is the support system in place to help representatives in carrying out duties and 

responsibilities?  
• Did management respond in writing to committee recommendations, and in a timely manner?  
• Were corrective actions taken in a timely manner? 

____ 3. Evaluate the safety committee process and make corrections and/or improvements as 
necessary for making the process more efficient and effective. 

____ 4. Determine and carry out the next tasks, meetings, training or inspections from the action plan 
developed earlier and the recommendations made by the committee. 

____ 5. Plan, prepare and conduct the next safety committee meeting using the information and 
experience learned. It will probably take several meetings to implement rule requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section II:  Reference Materials 

HOW TO CONDUCT A WORKPLACE SAFETY COMMITTEE MEETING 

CHECKLIST 

Before the Meeting: 

____ Plan carefully, who should attend, what topics, when, where and how. 

____ Coordinate the agenda with the safety d, irector or management representatives. 

____ Send agenda to safety committee members and interested parties at least five days prior to   
meeting. 

____ Establish meeting management ground rules. 

____ Review minutes from the last meeting and check on the status of any pending actions. 

____ Come early and set up the meeting room. 

At the Start of the Meeting: 

____ Start on time. 

____ State meeting ground rules: 

Establish common focus on content. 

Establish common focus on process. 

Maintain open and balanced discussion. 

Define and agree upon roles and responsibilities. 

Keep focus on safety and health issues (do not allow personal attacks). 

____ Seek approval of agenda from participants (review and revise) if required. 

____ Introduce new members and guests. 

____ Set clear time limits. 

____ Review action items from the previous meeting. 

During the Meeting: 

____ Focus on each problem in the same way at the same time. 

____ Focus on the resolution of problems. 

 



At the End of the Meeting: 

____ Establish action items and responsibilities: Who, what and when? 

____ Set the date and place of the next meeting, and develop a preliminary agenda. 

____ Evaluate the meeting (i.e., Were expectations met? Was agenda followed? Were problems 
resolved? Can future meetings be improved?) 

____ Close the meeting efficiently and positively. 

____ Clean up and rearrange the room. 

____ Prepare committee minutes. 

____ Distribute/post minutes. 

____ Follow-up on action items. 

____ Begin planning the next meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

SAMPLE POLICY STATEMENT 

A policy statement is general in nature, it is not specific like objectives. A written policy statement 
should demonstrate the support of top management and the corporate commitment to safety. The 
National Safety Council recommends that the policy statement reflect: 

1. The importance that management places on the safety, health and well-being of employees.  
2. Management’s commitment to occupational safety and health.  
3. The emphasis the organization places on efficient operations, with a minimum of accidents 

and losses.  
4. The intention of integrating hazard control into all operations, including compliance with 

applicable standards.  
5. The necessity for active leadership, direct participation, and enthusiastic support of the entire 

organization. 

Safety Policy Statement 

It is the policy of (            ) to protect the safety and health of our employees. Injury and illness losses 
from accidents are needless, costly and completely preventable. Our organization has established a 
Workplace Safety Program that will help us prevent injury and illness due to hazards. Employee 
involvement at all levels of the organization is critical for us to be successful in this effort. To 
accomplish this task, a joint worker/management safety committee will be established. Its purpose will 
be to bring workers and management together in a non-adversarial, cooperative effort to promote 
safety and health in the workplace. This safety committee will assist (                  ) in making 
recommendations for change. 

Management 

Management’s responsibility is the prevention of injury and illness accidents, because management is 
held accountable for all issues under their span of control. Management provides direction and full 
support to supervision and employees regarding all safety and health procedures, job training and 
hazard elimination practices. We must keep fully informed on safety and health issues throughout the 
organization in order to constantly review the effectiveness of our safety and health program. 

Supervision 

Supervisors are directly responsible for supervising and training their workers. This includes proper 
procedures, work practices and safe methods to do the job. Supervisors must enforce organization 
rules and take immediate corrective action to eliminate hazardous conditions and practices. They will 
not permit safety to be sacrificed for any reason. In addition, they will be held accountable for all 
safety and health issues. 

Employees 

Each employee, regardless of their position within the organization is expected to cooperate in all 
aspects of the safety and health program. Some major points of our safety and health require that: 

1. Accidents must be reported immediately to your supervisor.  
2. Required personal protective equipment must be worn by all employees.   
3. Hazardous conditions or other safety and health concerns must be reported to your 

supervisor immediately.  
4. Employees participate in safety committee activities and support safety committee 

membership.  



5. If everyone does their part by doing what is necessary to ensure workplace safety and health, 
we will all benefit.  

6. No job is so important that we cannot take time to do it safely. 

Safety Committee 

The safety committee consists of management and employee representatives who have an interest in 
the general promotion of safety and health. The committee is responsible for making 
recommendations on how to improve safety and health in the workplace. They have been charged 
with the responsibility to define problems and remove obstacles to accident prevention; to identify 
hazards and recommend corrective actions; to help identify employee safety training needs and 
establish accident investigation procedures for our organization. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SAMPLE SAFETY COMMITTEE FUNCTIONS WITH OBJECTIVES AND DUTIES 

Functions and Duties 

1. Management Commitment to Workplace Safety and Health 

• Establish procedures for review and management’s response to minutes.  
• Submit written recommendations for safety/health improvement/changes  
• and response.  
• Evaluate employer’s safety/health policies and procedures.  
• Respond in writing to safety committee recommendations.  
• Review corrective action taken by management. 

2. Committee Meetings and Employee Involvement 

• Establish procedures for employee input, i.e. to receive suggestions, report hazards, and 
other pertinent safety and health information.  

• Include employee input on agenda for safety committee meetings.  
• Hold monthly meetings.  
• Keep meeting minutes.  
• Develop and make available a written agenda for each meeting.  
• Take meeting minutes and distribute to management and the safety committee members.  
• Include in the meeting minutes all recommendations. 

3. Hazard Assessment and Control 

• Establish procedures for workplace inspections to identify safety and health hazards.  
• Assist the employer in evaluating the accident and illness prevention program.  
• Appoint an inspection team of at least one employee representative and one employer 

representative.  
• Conduct workplace inspections at least quarterly.  
• Make a written report of hazards discovered during inspections.  
• Review corrective measures. Make written recommendation to correct the hazard, and 

submit it to management for timely response. 

4. Safety/Health Planning 

• Establish procedures to review inspection reports and make appropriate implementation of 
new safety/health rules and work practices.  

• Develop/establish procedures for an annual review of the organization safety and health 
program. 

5. Accountability 

• Evaluate the organization safety and health accountability program.  
• Make recommendations to implement supervisor and employee account ability for safety and 

health. 

6. Accident/Incident Investigations 

• Establish procedures for reviewing reports completed for all safety incidents, including injury 
accidents, illnesses and deaths.  



• Review these reports so that recommendations can be made for appropriate corrective action 
to prevent recurrence. 

7. Safety/Health Training for Committee Members 

• Identify and make accessible applicable standards and other codes that apply to your 
particular industry.  

• Provide specific training on your type of activity. Include at a minimum, hazard identification 
of the workplace and how to perform effective accident incident investigation.  

• Identify the location of safety procedures provided with appropriate equipment and inform 
employees of their location.  

• Recommend training for new employees and refresher training on organization, department 
and work location safety practices, procedures and emergency response.  

• Management should maintain (and make available to the safety committee) records on 
employee safety training. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



EXAMPLE OF WORKPLACE SAFETY COMMITTEE MEMBER DUTIES  

Chairperson 

• Prepare agenda for next meeting 
• Arrange for meeting place 
• Notify members of meeting 
• Arrange program 
• Set time schedule for meeting 
• Arrange all seating for members 
• Review previous minutes and material for meeting 
• Conduct meeting 

Secretary 

• Record minutes of meeting 
• Distribute minutes to committee members 
• Post minutes for other employees 
• Report status of recommendations 
• Assume chairperson’s duties, if required 

Members 

• Report unsafe conditions and practices 
• Attend all safety meetings 
• Report all accidents or near misses 
• Review injury accidents, illnesses and death investigations 
• Contribute ideas and suggestions for improvement of safety 
• Work safely 
• Influence others to work safely 
• Make or assist in inspections 

Actual duties will vary according to organization needs. 

 

 

 

 

 

 

 

 

 

 



MEETING AGENDA GUIDE 

Successful, effective Workplace Safety Committees (WSC) will have competent leaders and 
dedicated members. The chairperson will be able to direct group discussion while sticking loosely to 
the business at hand. A carefully planned agenda will assist the chairperson in doing this. If the 
agenda can be given to all members in advance, members will arrive at the meeting better prepared. 
It will also remind them of any responsibilities they have such as reporting on task force or inspection 
team progress. A standard agenda form can be developed by the committee to meet its specific 
needs. 

Agenda Guidelines Limit it to one page in length and include: 

Title 
Date 
Location 
Starting and ending time 
Topics of discussion 
Minutes of previous meeting 
Chairperson's report 
Reports from subcommittees 
Old business (Items not completed at previous meetings) 
New business 
Educational Section/Special Speakers 

The agenda should be distributed to WSC members at least three to five days prior to the actual 
meeting. A copy should be attached to meeting minutes for distribution or posting. 

SAMPLE - MEETING GUIDELINES  

These guidelines are for informational purposes only. Your own workplace needs will determine the 
discussions at your meetings. 

1. Call to order by chairperson. 

2. Roll call of members. 

3. Introduction of visitors. 

4. Read/Review minutes of last meeting. 

5. Approval of last meeting minutes. 

6. Discussion of unfinished business: 

• Reports on matters held over from last meeting.  
• Correction recommendations.  
• Safety suggestions. 

7. Discussion of new business. 
    Report on injured or ill workers - follow-up welfare. 
    Accident or illness investigation: 

• What was the accident or illness?  
• What conditions contributed to the accident or illness?  



• Why did the conditions exist?  
• What can be done to mitigate another such incident? 

8. Report on safety incidents: 

• Follow-up action taken by management and/or committee. 

9. Committee reports: 

• WSC subcommittees can be developed to fit the specific needs of the organization. 

10. Suggestion box: 

• Discussion of submitted suggestions.  
• Assignment of suggestions for action. 

11. Miscellaneous: 

• Quarterly inspection reports, special speakers, etc. 

12. Announcement of next meeting date. 

13. Adjournment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SAMPLE - SAFETY COMMITTEE RECORD OF MINUTES 

Chairperson: ______________________________________ Date: ______________ 

Department: ______________________________________ Time meeting started: _____ 

PRESENT                                                    ABSENT 

___________________________________      ___________________________________ 

___________________________________      ___________________________________ 

___________________________________      ___________________________________ 

___________________________________      ___________________________________ 

Previous meeting minutes from ___________________________ were read. 
                                                                (Date) 

Old Business: 

NO.         RECOMMENDATIONS NOT COMPLETED 

_____      __________________________________________________________________ 

_____      __________________________________________________________________ 

_____      __________________________________________________________________ 

NO.         RECOMMENDATIONS COMPLETED                              COMPLETED 

_____      _____________________________________________      __________________ 

_____      _____________________________________________      __________________ 

_____      _____________________________________________      __________________ 

New Business: 

Inspection Report Reviewed: ___________________________________________________ 

NEW RECOMMENDATIONS 

(Number consecutively from last recommendation) 

NO.         RECOMMENDATION                PERSON ASSIGNED                  COMPLETED 

_____      _______________________      _________________________      _____________ 

_____      _______________________      _________________________      _____________ 

_____      _______________________      _________________________      _____________ 



Accident Incident Summary (Injury/Illness type, department, etc.) 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Comments: Incidents Discussed 

DATE EMPLOYEE CAUSES/DESCRIPTION ACTION 

____________      ____________________      ________________________      ___________ 

____________      ____________________      ________________________      ___________ 

____________      ____________________      ________________________      ___________ 

Activity Progress Report: ________________________________________________________ 

_____________________________________________________________________________ 

Committee Remarks: ___________________________________________________________ 

_____________________________________________________________________________ 

Meeting Adjourned ___________________ Next Meeting ______________________________ 
                                       Time/Date                             Time/Date           Signed 

 

 

 

 

 

 

 

 

 

 

 

 



SAMPLE - SAFETY COMMITTEE TRAINING DOCUMENT 

Employee Name: _______________________________________________________________ 

Department Section: ____________________________________________________________ 

Selection/Addition Date: _________________________________________________________ 

      TRAINING SUBJECT                       DATE                       TRAINING                   TIME 
                                                      COMPLETED                                                    (Hrs.) 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

___________________________      _____________      ______________________      ______ 

Includes purpose operation and meeting methods. 

cc: Manager: _______________________________________________      ________________ 
                                                      Signature                                                   Date 

File: ______________________________________________________      ________________ 

Other: ____________________________________________________      _________________ 

 

 

 

 

 

 

 

 

 


