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WHS F003 Work Group Agenda Template




	Meeting Details

	Work Group name:
	

	Meeting date and time:
	

	Location:
	

	Secretary:
	

	HSR/Chairperson:
	

	HSR Deputies:
	

	Meeting Attendees:
	

	Distribution list
	See Appendix 1



	Standing Agenda Items

	1. Acknowledgement of Country

	2. Apologies

	3. Confirmation of previous meeting minutes

	4. Actions arising from previous meeting

	Number
	Action required
	Responsibility
	Date due

	1
	
	
	

	2
	
	
	

	3
	
	
	

	5. Review of Reports from People and Culture ( P&C ): Hazard Register and corrective actions
Review of Reports from People and Culture (P&C): Incident/injury reports and corrective actions

	6. Identification of training requirements relating to work health and safety

	7. Review of any work health and safety system documents released for consultation

	8. Identification of any known new hazardous equipment or materials on site

	9. Identification of any Research Projects introducing Health and Safety concerns

	10. New agenda items and general business

	11. Safety and Wellbeing Spotlight’ topic (as nominated by the WHS Committee).

	12. Next Meeting

	13. Summary of new action items to be carried forward to the next meeting (and included in the next agenda)




	Appendix 1: Distribution List for Work Group Meeting Agendas

	Work Group 1
	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· Internal Audit, Records, Policy and Governance, UNE Secretariat, Portfolios and Project Management, Vice Chancellor’s Office.

	Work Group 2

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· UNE International, Education Quality,  Curriculum and Academic Management, Digital Education, English Language Centre, Education Enterprise, Oorala Aboriginal Center, Library Services, Student Services, Student Resolutions, Student Grievance Unit.

	Work Group 3
	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· School of Education, School of Humanities, Arts, and Social Sciences, SiMERR.

	Work Group 4

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· School of Environmental Rural Science, School of Science and Technology, School of Law, UNE Business School, Faculty Operations

	Work Group 5

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· School of Rural Medicine, School of Psychology, School of Health.

	Work Group 6
	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· DVC-R's Office, Research Services, Animal Genetics and Breeding Unit (AGBU), Poultry Hub, GRS.

	Work Group 7
	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· UNE Sydney, UNE Tamwoth, UNE Taree, Austin Page, Duval, Wright, Robb, Mary White College, Wright Village, Yarm Gwanga Preschool and Early Education Centre, Legal Services, OD, Services, Recruitment, WHS, Safe Communities, Workplace Relations, BPs, COO's Office.

	Work Group 8

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· CART and SMART Farms, EBE - Capital Development and Infrastructure Services – EBE Help Desk, Capital Asset management, Scheduling, Fleet and Logistics, Stores, Cleaning, Events.

	Work Group 9

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· Finance Strategy and Business Intelligence, Financial Operations, Accounting - Financial and Revenue Accounting, Strategic Procurement, Business Intelligence, Business Accounting, Treasury

	Work Group 10

	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· Corporate Communications, Marketing, Future Growth, Advancement, Alumni and Events, Student Systems.

	Work Group 11
	· HSR/Chair, Deputy HSR(s), Health and Safety Delegates
· Controlled Entities - UNE Life, UNE Partnerships, ABRI

	Bio Safety Group
	UNE Biosafety Officer & representatives from S&T, ERS, CART

	Hazardous Substances Safety Group
	Representatives from all areas using hazardous substances: EBE, S&T, ERS, M&H and CART

	Radiation Safety Group
	UNE Radiation Safety Officer & representatives from all areas using radiation or radioisotopes: S&T, ERS, M&H & CART



	Records Storage Instructions

	This completed form must be sent to SAVE4ME email: save4me@une.edu.au with the following naming convention in Subject line <A16/3783> - <Work Group>-< Work Group Meeting Agenda < Meeting date >.
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