§91 HEALTH BEIS
@ &SAFETY EDUCATION
GEMS HS FORM 15:
HEALTH AND SAFETY COMMITTEE ACTION PLAN

The following form can be used in order to capture information obtained during the monthly health and safety
committee meetings. All schools are required to establish a Health and Safety Committee, the committee

must meet each and every month and submit the completed minutes to the Health and Hafety Department

via HSE Guard.

The suggested agenda and further information relating to health and safety committees can be found within

IMS-MGT 05 — Health and Safety Committees. Below are the key agenda items:
e Summary and feedback from last minutes, this includes identifying open and closed actions.
e Issues arising from health and safety and fire inspections.
e Audit review - this includes reviewing the findings from any internal or external related audits.

e Incidents and & accidents - this includes reviewing any incident investigations, risk assessments,

trends, etc.
e Training needs and upcoming training courses.

e Policies and procedures - this includes looking at any new policies or identifying potential gaps in

policy.
e Current or upcoming activities which represent potential risks.

e Risk assessments — this can be a separate working group and should look at areas such as: review of

risk assessment, identifying work activities which require a risk assessment, communication of the risk

assessments, etc.

In order to track and monitor agenda items the tracking sheet below should be used. The actions should be
discussed with the Principal and agreed, prior to sending the Health and Safety Department. The action plan

must be submitted prior to the end of each month.
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