	TELNET SERVICES LTD

Health and Safety Committee 

MEETING MINUTES


	

	Date:

5 Oct 17
	Venue:

Level 2, Telnet Training Room, 131 Queen Street
	Time:

10am -12pm
	

	Attendees (refer attached attendance list)

	Katherine Connor (Chair)
	Health and Safety Consultant, Connor Health and Safety Limited

	
	Leith Harding
	CFO, Representing the Board

	
	Yogesh Gupta 


	HS Rep-Genesis TL, Northwest

	
	Shaun Mills
	H&S Manager

	
	Craig Waddingham
	L&D Team (H&S Officer)

	
	Lina Otukolo
	CCP Office

	Apologies: - 

Kelly Tucker Representing Queen Street



	1.  Welcome 
	Katherine Connor
	

	2.  Agree minutes of last committee meeting and review actions
	Katherine Connor
	

	The previous meeting minutes were agreed. The actions were reviewed and are as follows

Jane

1. Upload the link to the workstation ergonomic set up video to Facebook – This has not been completed. Craig will complete this action.
2. Ask for a Volunteer to represent homeworkers on this Committee on Facebook . A request for a volunteer was sent out and no response received. Craig suggested that a direct approach may be better and he will talk with Kelly Tucker about asking one of the homeworkers.
Jane/Craig

1. Follow up H&S Induction refresher completion (in 6 weeks). – A new version of the H&S part of the induction module has been uploaded.
There are some staff who have not completed their Health and Safety Induction Refresher (new version). Shaun has a list of persons to chase up. Katherine suggested that to help achieve compliance, a group session could be conducted where individuals are invited to the session (numerous times could be available) and it is played on a screen, a sign in sheet is completed and the questions are answered as a group with a facilitator. Then the records that the person has completed the induction (in the system) must be completed. Shaun will look into this.
Post meeting note: Katherine reviewed the new version of the H&S Induction and was impressed. It contained all of the necessary information apart from a small note on safe driving (Driving for work), which is required by the risk assessment. Shaun and Jazz will add this. 
Katherine

1. Make amendments to the inspection checklist and resend it out - COMPLETED

Ronnie

1. Discuss the frequency of electrical testing with Steve H to make sure that we are not testing more than what is required. 
The problem with the testing is that there is no standard on the frequency of testing. This was discussed and it was left for Shaun and Steve H to figure out a testing frequency that is not too onerous, based on risk.


	3. Any incidents, concerns, hazards, matters raised by employees
	Open
	

	INCIDENTS

There have been 2 medical incidents and 2 injuries since the last meeting. The response to the medical events was discussed and deemed as excellent. No improvements were suggested. The injuries have been investigated, corrective actions made and are now closed.
HAZARDS

Hazard reporting has improved greatly. There is more awareness and more reporting on incidents and hazards which is great.
Incident and Hazard reporting has changed it is now being reported both verbally and through the IT Support ticketing system. The IT ticketing system also tracks the hazard until it is closed.
The pool of water that accumulated at the back of the Northwest office has been rectified.
MONTHLY REPORT
Shaun will send Katherine the monthly reports for July, August and September and will cc Katherine every month so she can be more up to date.

Katherine will review the monthly reports as requested by Leith – to assess the suitability of the text and the length of the reports.



	4.  Inspections

	Inspections are going well.
Katherine will assist with the next inspection (November). 

Now that Jane is no longer with Telnet, a revised copy of the Inspection Roster will be sent out. Different people need to participate in the inspections. Craig will update the Inspection Roster and send it out.
The inspection frequency was discussed, and once every two months was agreed for Queen Street and Northwest and once every three months was agreed for the CCP Office.


	5.  Management Review (Review of the management system)


	Katherine Connor
	

	The suitability, adequacy and effectiveness of the following components of the management system was reviewed
Hazard Reporting
Incident Investigation
H&S Inspections
H&S Meetings
H&S Induction and Training, including Visitor inductions
H&S Communication
H&S Responsibilities 
Supervision of staff
Workstation Assessments
H&S for Company Events
Contractor H&S Management
Monthly reports
Emergency response
Any improvements to the above?
(These items were discussed and a separate report will be prepared.)
Review Risk Register (document). The Risk Register needs to be reviewed. Katherine will send it out to the team for a review (giving everyone two weeks to supply comments). 
The latest copy of the action tracking register needs to be found (Craig will look). The Support Q system has been tracking the Actions from the Inspections. When we find it we can look into the best way to track Health and Safety Actions (Katherine and Shaun will look into this).
TRAINING
More First Aiders are needed as some staff have left. Shaun will look into this as well as training in the defribulator. Yogesh will review the First aiders for Northwest and discuss sending some staff to course with Shaun. A risk based common sense approach will be taken to determine the number of first aiders required as there is no specific guidance on the numbers required in the Health and Safety at Work Regulations (2016). 
(Post Meeting note: the Regulations say “PCBU must ensure that an adequate number of workers are trained to administer first aid at the workplace; or

(b) workers have access to an adequate number of other persons who have been trained to administer first aid.)
Ergonomic Assessments
As some staff have left we currently have a shortage of Ergonomic Workstation Assessors. Shaun will contact Ross Thomson to organise another course and get as many people trained as required.
Katherine will send Shaun the contact details for Ross the workstation Ergonomic Assessment Trainer –(Post meeting Note: Completed)

Contractors

Some letters regarding Health and Safety at Telnet are required for main contractors. Leith requested Katherine to prepare these letters. 
Leith will send Katherine the list and details of Contractors that Health and Safety letters are required for (Post meeting note: COMPLETED)


	
	

	6. Upcoming Health and Safety Activities

	A Bulletin will shortly be sent out about how to respond in a medical emergency. No other topics were currently required.
Update of HS Policy – The Policy was reviewed in the meeting and it was agreed that no changes were required (other than a new date and version number) Leith and Shaun will arrange it to be re-signed by John Chetwynd.
Review of Health and Safety Plan  - required in December. Katherine will edit and send to Shaun for him to review it. Once its signed off by Leith it will be sent to the Committee members.


	7.  Any Other Business
	All
	

	Katherine and Shaun will meet in a  few weeks to discuss the new role of H&S Manager.



	6.  Review of meeting actions (from this meeting)
	
	

	Craig

1. Upload the link to the workstation ergonomic set up video to Facebook 
2. Talk with Kelly Tucker about asking one of the homeworkers if they would like to be a Health and Safety Representative.

3. When the new version of the H&S Policy is sent out, replace the paper copies in Queen Street and organise a framed copy for CCP Office

4. Update the Inspection Roster and send it out.

5. Try to find the latest copy of the Action Tracking Register

Shaun
1. Look at group learning session for those that have not completed the Health and safety induction refresher

2. Send Katherine the monthly reports for June, July, August and September 
3. cc Katherine every month on the monthly H&S Report email
4. Organise first aid training, including defribulator training

5. Organise Ergonomic Workstation Assessor Training (Ross Thomson)

6. Ensure a message on driving safely (for work purposes) is added into the induction and/or employee handbook

Katherine

1. Update the Health and Safety Policy (just date and version) and send to Leith and Shaun -Post meeting note this has been completed.
2. Send out the Risk Register to be reviewed (target date two weeks from today), update comments (if any) and re-issue new version

3. Update the Health and  Safety Plan and Send it to Shaun for a Review and Leith for a signature

4. Prepare Letters for Contractors regarding Health and Safety.

Leith
1. Ask John Chetwynd to sign the updated Health and Safety Policy

2. Send Katherine the list and details of Contractors that Health and Safety letters are required for (Post meeting note: COMPLETED)

Yogesh

1. When the new version of the H&S Policy is sent out, replace the paper copies in North West.

2. Review the First aiders for Northwest and discuss sending some staff to a course with Shaun.




Meeting Closed 12.00pm
The next meeting will be 14 Dec, 2017 10am-11am in the Telnet Boardroom, Level 2, 131 Queen Street. 
These minutes were prepared by Katherine Connor.
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