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Per the Loss Control Standards that are part of the AMRRP Membership Agreement, all AMRRP member cities and towns are required to have an employee designated as the Loss Control Coordinator or, an employee safety committee to oversee the implementation of the member’s loss control program.  The municipality’s Loss Control Coordinator and/or safety committee should assist in the development, implementation, maintenance, review and updating of each member’s loss control program. 

Some AMRRP municipalities have effectively utilized a safety committee in conjunction with a designated Loss Control Coordinator. Other AMRRP Members rely on their safety committee to take the lead in implementing loss control programs. For those AMRRP municipalities choosing to create a safety committee, or, for those needing to create or update formal guidelines for an existing safety committee, the exemplar below is provided as a model which can be modified and customized as needed:    

Safety Committee Guidelines

Name. The name of the committee is the _____________ Safety Committee.

Purpose. The purpose of the _____________ Safety Committee is to bring _____________ employees together to achieve and maintain a safe, healthful workplace.

Goal. The goal of the _____________ Safety Committee is to eliminate workplace injuries and illnesses by involving employees and managers in identifying hazards and suggesting measures to prevent them.

Strategies. The _____________ Safety Committee has four strategies to meet its goal and purpose:

· • Involve employees in achieving a safe, healthful workplace, with representation from all departments; Police, Fire, Public Works, Parks & Recreation, Admin., Finance, & Human Resources, etc., or as applicable.

· • Promptly review all safety-related incidents, injuries, accidents, illnesses, and deaths.

· • Conduct quarterly workplace inspections of all facilities within the city/ town; identify hazards; and, recommend methods for eliminating or controlling those hazards.

· • Annually evaluate the _____________ (Municipality’s) workplace safety and health program and recommend to management how to improve the program.

Representatives. The _____________ Safety Committee should have equal representation from each department within the municipality, Police, Fire, Courts, Finance, Human Resources, Public Works, Parks & Recreation, etc.  This can be a combination of management and employee representation, however, there should be a balance of each, and each representative should have equal voting rights.   Employee representatives can volunteer or their peers can elect them. Management representatives should be appointed by thee Town Manager. Each representative will serve a continuous term of at least one year. Terms will be staggered so that at least half experienced representatives always serve on the committee.

Chair and Recorder. The _____________ Safety Committee will have two Officers: Chair and Recorder. 

Terms of service. Chair and Recorder will each serve a one-year term.

Duties of the Chair: 
• Schedule regular committee meetings

• Develop written agendas for conducting meeting

• Conduct the committee meeting

• Approve committee correspondence and reports

• Supervise the preparation of meeting minutes

Duties of the Recorder: 
· In the absence of the Chair, assume the duties of the Chair

· Maintains records and minutes of meetings

· Perform other duties as directed by the Chair

Election of Chair and Recorder.  The election of a new Chair or Recorder will be held during the monthly committee meeting before the month in which the incumbent’s term expires. If the Chair or Recorder leaves office before the term expires, an election will be held during the next scheduled safety committee meeting; the elected officer will serve for the remainder of the term.

Training.  New representatives will receive training in safety committee functions, hazard identification, and accident investigation procedures. The committee as a whole should receive training in all areas pertinent to the town’s exposures; blood borne pathogens, fire & life safety, chemicals, lockout-tagout, confined space, ergonomics, etc.

Meetings. The _____________ Safety Committee will meet the (name day/ time) of each month, and immediately after the committee conducts quarterly workplace safety inspections.  Meetings should be held monthly, or no less than quarterly. 

Attendance and alternates.  Each representative will attend regularly scheduled safety-committee meetings and participate in quarterly workplace inspections and other committee activities. Any representative unable to attend a meeting will appoint an alternate and inform the chair before the meeting. An alternate attending a meeting on behalf of a regular representative will be a voting representative for that meeting.

Agenda. The agenda will prescribe the order in which the Committee conducts its business.

The agenda will also include the following when applicable:

• A review of new safety and health concerns

• A status report of employee safety and health concerns under review

• An analysis and evaluation of all workplace incidents and accidents occurring since the last committee meeting.

Minutes.  Minutes will be recorded at each committee meeting and distributed via e-mail to all committee employees. The committee will submit a copy of the minutes to _____________’s (Risk Management/ Safety or the appropriate office) which will retain a copy for three years. All reports, evaluations, and recommendations of the committee will be included in the minutes. The minutes will also identify representatives who attended monthly meeting, and representatives who were absent.

Voting quorum.  Four voting representatives constitutes a quorum. A majority vote of attending representatives is required to approve all safety-committee decisions. Issues not resolved by majority vote will be forwarded to Risk Management for resolution.

Employee involvement. The _____________ Safety Committee will encourage employees to identify workplace health and safety hazards. Concerns raised by employees will be presented to the committee in writing; the committee will review new concerns at the next regularly scheduled monthly meeting.

Safety Log The committee will maintain a log of all employee concerns, including the date received, recommendations to management, and the date the concern was resolved.

Response. The committee will respond to employee concerns in writing and work with management to resolve them. The committee will present written recommendations for resolving concerns to management. Management will respond in writing to written recommendations based on the seriousness of the hazard identified.  The Hazard Risk Assessment Matrix below can assist in quantifying each hazard and allowing the committee a method in which to prioritize their resolutions. 

Hazard Risk Assessment Matrix
	SEVERITY

	FREQUENCY
	(1)

Catastrophic
	(2)

Critical
	(3)

Significant
	(4)

Minimal

	(A)

High
	1A
	2A
	3A
	4A

	(B)

Probable
	1B
	2B
	3B
	4B

	(C)

Occasional
	1C
	2C
	3C
	4C

	(D)

Remote
	1D
	2D
	3D
	4D

	(E)

Improbable
	1E
	2E
	3E
	4E


Risk Categories
	EXTREME
	
	SERIOUS
	
	MODERATE
	
	LOW




Hazard considerations:

• Recommendations to correct hazards/behaviors quantified as extreme or that could cause serious physical harm or a fatality should have immediate or quick responses.  

• Recommendations quantified as serious or moderate, or that could cause minor injury or illness, may take 60-90 days to respond.  Thos classified as low priority can be determined by the committee as to when & how to respond.

• Recommendations to improve programs, plans, policies and other elements of the safety and health program should be determined by the committee as well. 

Incident/Accident Analysis. The _____________ Safety Committee will analyze new safety- or health-related incident and accident reports for possible root causes at its next regularly scheduled meeting. When necessary, the committee will provide written recommendations to management to improve incident/accident reporting.

Workplace inspections. The _____________ Safety Committee will conduct quarterly workplace inspections of all company facilities.

Written reports.  The committee will prepare a written report for management that documents the location of all health or safety hazards found during inspection. The report will recommend options for eliminating or controlling the hazards. As prescribed above, management will respond in writing to the committee, indicating acceptance, rejection, or proposed modification of the recommendations.

Evaluation. The _____________ Safety Committee will evaluate the company’s workplace-safety and health program annually and provide a written evaluation of the program to management. The committee will also evaluate its own activities each December and use the evaluation to develop an action plan for the next calendar year.

Prepared by: ____________________________________ Date: ___________________



Safety Committee Chairperson

Approved by: ___________________________________ Date:  __________________



Risk Management (or appropriate office)

Approved by: ___________________________________ Date:  __________________



City/Town Manager
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