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Appendix A. Flow Chart – WHS Committees and Reports Timeline

After University WHS Committee
University WHS Committee
1 Weeks before University WHS Committee
3 Weeks before University WHS Committee
4 Weeks before University WHS Committee
7 Weeks before University WHS Committee




University WHS Committee 
· Conduct the meeting in accordance with the Agenda;
· Provide strategic directions on key matters relating to WHS, Rehabilitation and Claims; and
· Monitor the implementation and performance of WHS Management System (WHSMS); and
· Provide strategic directions and assign corrective actions on WHS matters and gaps identified in WHSMS implementation using the Handbook guidance.
Chair, University WHS Committee
· Sponsor key documents such as WHS Performance Report (6 times a year), University WHS Plan (twice a year – when approved and at the final review) and Management Review Papers to Senior Management Group (SMG) and University Council




DCPO, Safety and Wellbeing
Senior WHS Consultant: Systems and Audit
· Prepare UWHSC Agenda.

University WHS Committee Secretariat
· Prepare papers for the UWHSC; and
· Liaise with relevant people to prepare papers for the UWHSC papers.


Chair, Local WHS Committee
· Host the Local WHS Committees;
· Discuss items in accordance with your agenda using Appendix B Chapter 3.20 as minimum; 
· Cascade down any directions from University WHS Committee to Local WHS Committee;
· Provide strategic and operational directions and assign corrective actions on WHS matters and any gaps identified in the WHSMS implementation using the Handbook guidance.
Local WHS Committee Secretary
· Provide a copy of the minutes to Senior WHS Consultant: Systems and Audit once confirmed.
University WHS Committee Secretariat
· Distribute the Agenda and Papers to all University WHS Committee members


DCPO , S&W  and University WHS Committee Secretariat
· Submit the reviewed draft of University WHS Committee Agenda and Papers to HR Director; and
· Make changes as directed by CPO, People and Culture .

Human Resources Director
· Review the draft University WHS Committee Agenda and Papers and provide directions for any changes; and
· Submit the final draft to COO (University WHS Committee Chair) for approval.

University WHS Committee Chair
· Review the draft University WHS Committee Agenda and Papers and provide directions for any changes; or
· Approve the agenda and papers for distribution to all members of the Committee.



School Directors
Service Division Directors
· Submit Due Diligence ReportReport to University WHS Committee Secretariat.

Chair, Specialist Advisory Groups (SAG)
· Submit the SAG Report (Appendix C, Chapter 3.20) to University WHS Committee Secretariat.

University WHS Committee Secretariat
· Collate the reports and include a University wide mapping as papers for University WHS Committee.
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