SPRINGFIELD HEALTH AND SAFETY COMMITTEE CHARTER

Mission: The Safety Committee (herein “Committee”) will work to improve the safe working conditions in all Departments of the Town of Springfield.   Their work will be performed with the complete and total support of the Town Manager, the Human Resources Manager and Department Managers, who recognize the valuable role that employees can play in safety program management.  Furthermore, the management team commits to implement those Committee recommendations that are both economically feasible and will truly have an impact on reducing accident and injury frequency and severity. Each manager and supervisor has the personal and individual responsibility for the safety and health of employees of the town assigned to them.  It is the duty of all management personnel to set a good example for every employee.
Each employee has a personal responsibility for accident, incident, and injury prevention; not only for themselves, but to their co-workers as well.  No job activity is so urgent that it cannot be done safely.  Therefore, it is up to each and every employee of the town to maintain safe work habits and always remain alert to potential hazards.  All employees of the town must join together in promoting safety and health, and take every reasonable measure to assure safe working conditions exist through all departments within the Town of Springfield.

The Committee will strive to reduce lost time work injuries, damage to town owned buildings and equipment, which could result in savings to the taxpayers of Springfield.

Authority: The Committee is delegated operational authority to conduct such tasks and fulfill responsibilities listed within this charter. In no way does this delegation of authority release the municipality or management from their ultimate responsibility for workplace safety. Rather, the committee will function to raise issues of safety concern to management for action and make policy recommendations and recommendations for proposed expenditures if the committee deems the expenditure is a practical and reasonable response to a source of employee injury. The committee will also monitor the execution of the town-wide safety program and see to improve it.  

Amendments: To amend this Charter it is required that the amendment be on the agenda of the meeting as noticed to the membership and there be a vote cast by a quorum of the members of the Committee, as “quorum” is defined below, in favor of the proposed amendment to this Charter.

Committee Representatives: The Committee shall be comprised of one representative from the following departments: Group one- Water, Waste-water, Public Works Garage, Town Hall, and Recreation/Seniors, and Group two - Police Department, Fire Department, Library, Recycling, and Waste-water Collection.  Each Department shall be responsible for appointing one representative to serve on the Committee. Each representative will serve a continuous term of at least one year and may be reappointed by his/her department. Terms will be staggered so that at least one experienced representative always serves on the committee. Thus, a representative from group one shall serve from June to June, and a representative from group two shall serve from January to January. If a member cannot serve out his/her year, for any reason, the department shall name a replacement to finish out the rest of that person’s term. Members of each Department should have a say in the appointment of the representative of that Department 
The Town Manager and Human Resources Manager shall be nonvoting members of the committee and, unless excused by the Chair, either of them shall attend, at a minimum, those Committee meetings where incident reports, other than near misses, are reported to the Committee. 
Incidents Reported to the Committee: The Human Resources Manager and /or the Town Manager shall report incidents, other than near misses, to the Chair of the Committee as soon as possible after the occurrence of such incident, so that the Chair is then able to include that report on the Agenda of the next meeting, or, if necessary, call an emergency meeting of the Committee to address any concerns raised by the occurrence of an incident.  
Safety Committee Duties: 

1. Encourage employees to report all work related near misses, injuries, accidents, illnesses, deaths and other safety concerns to the Committee.

2. Review all reports of known safety-related near misses, incidents, injuries, accidents, illnesses, deaths and safety concerns in a prompt manner and follow-up for corrective measures.
3. Evaluate the Town of Springfield’s workplace safety and health program and forward written recommendations to the Town Manager and Head of Human Resources in June of each year. 

4. Develop workplace inspection checklists for each department, including hazardous conditions (environmental) and unsafe acts (behaviors). 

5. An annual inspection of each Department shall be conducted as set forth herein, and a report prepared. At each meeting of the Committee, the Committee shall review the inspection reports for inspections completed since the last meeting, identify hazards, and recommend methods for eliminating or controlling the hazard(s).  The Committee shall develop a list of teams and a schedule for inspections. A team shall consist of a person from the department being inspected and two (2) persons from other departments or another department. Inspections of a Department shall be of all workplaces (including structures and road or construction work sites, as relevant). The inspectors shall use the checklists developed pursuant to 4., above. The inspection checklist should defer to, and not go beyond, OSHA regulations in their reports and recommendations. Annual inspections shall commence not later than during fiscal year 2014 - 2015.
6. Other duties as appropriate, including modifying the responsibilities of the Committee and/or charter to address changes in structure or address new processes or hazards. See Amendments.
7. Committee members may report safety infractions, but would not be expected to be in the role of providing information to management for disciplinary action. Rather, they would report an event or apparent violation of safety policy to the Committee for consideration as to how to improve compliance or reduce hazards. 

8. Make recommendations regarding the formation of a safety incentive program. 

Leadership:  The Officers of the Committee shall be:

1. Elected annually in June or at other times throughout the year as needed. The Committee shall elect a Chair, Vice Chair, and Clerk. 

2. The Chair supervises the preparation of the meeting agenda and conducts all meetings.

3. The Vice Chair shall assume the duties of the Chair whenever the Chair is absent, or at the Chair’s request. The Clerk shall assume such duties whenever the Chair and the Vice Chair are absent, or at their request. 

4. The Clerk will assist the Chair with the meeting agenda preparation and act as scribe for the meetings. 
Subcommittees:

The Committee shall establish the following subcommittees and appoint a Chair and Clerk and members of each:

1. Inspections Subcommittee, which will develop a form or forms for inspections and set the schedule of inspections so that every location is inspected each year. This Subcommittee will also develop the form for reporting incidents, near misses, safety concerns with a numbering system for each such report, in order to more easily reference the report.
2. Training Subcommittee, which will plan the training required of committee members and schedule and arrange for that training. 
3. Public Information Subcommittee, which will plan strategies for communication within the Committee, between the Committee and the public and public to the Committee, and between the Committee and Town Administration. This Committee shall work with Human Resources Manager as necessary in carrying out its goal of assisting in the communication of vital and necessary information. 
 

Meetings: 

1. Monthly meetings: The Committee meets every third Tuesday of each month at 10:00 AM in the Board of Selectmen’s Hall in the Town Hall, or as otherwise decided by the Committee. Meetings will be held on a monthly basis, but may be adjusted depending on the presence or absence of injuries, hazards, staff, organizational need, etc.
2. Attendance and alternates: Each representative will attend regularly scheduled Committee meetings and participate in workplace inspections and other Committee activities. Any representative unable to attend a meeting may appoint an alternate and inform the Chair of the appointment before the meeting. An alternate may attend a meeting on behalf of a regular representative and will be a voting representative for that meeting. 

3. Agenda: The agenda will prescribe the order of business for the meeting. The agenda will include the following when practicable:

a. A review of new safety and health concerns.

b. A status report of employee safety and health concerns under review.

c. A review of all workplace near misses since the last committee meeting.
d. A review of all reports of workplace, accidents, or deaths occurring since the last committee meeting. 
4. Minutes: Minutes will be taken by the clerk at each meeting and within 5 days of the meeting distributed to Committee members, Department Heads, Human Resources Manager and Town Manager via email.  The Clerk and the Town Managers office will retain copies of the minutes in the Town Managers Office with a copy in the Clerk’s vault.  All reports, evaluations and recommendations of the Committee will be kept with the minutes of the meeting at which they were presented. The minutes will identify by name all who attended the meeting. 
5. Voting:

a. Quorum: The quorum for a meeting shall be 9 members. A vote to approve by a majority of those present is required to approve any Committee decisions. Issues not resolved by majority vote will be forwarded to the Town Manager or, in the absence of the Town Manager, to the head of Human Resources, for resolution.
b. Motions: All motions shall be made in the affirmative.   
c. Officers have the same voting rights as other Committee members and can make and second motions. 
d. All members are expected to vote unless they have recused themselves because of a conflict of interest. 
e. Abstentions are discouraged and shall not be counted towards the majority or minority. 
Communication/Planning:  
1. Meeting minutes will be reviewed and approved by the Chair and Vice Chair within 5 days of the meeting and disseminated by the Committee Clerk to employees in the following way(s):

a. Emailed:  a.) To members who will post and disseminate within the Department; and b.) To the Town Manager, Human Resources Manager, and Department Heads. 

b. Posting: Each Department will have a bulletin board or place on a bulletin board for posting Safety committee materials. The minutes and agenda shall be posted by the Safety Committee member on his/her Department’s bulletin board.
2. Agenda: The agenda shall be prepared by the Chair, Vice Chair and Clerk and disseminated to the members for posting one week before the scheduled meeting.  

3. Hazard reports, safety recommendations, etc. will be tracked by incorporating them into the monthly minutes in order to keep them before the Committee and management until they are corrected.  
4. Committee members are encouraged to solicit suggestions for preventing injuries from their co-workers and to raise these issues in committee meetings to enhance employee involvement.
Training:  Committee members should participate in training designed to enhance their ability to fulfill the above duties.  This may include accident investigation, brainstorming techniques, safety principles, etc. These may be available from VLCT, online resources, OSHA and local/regional safety organizations.
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