Safety Committee & Safety Meetings

What is a Safety Committee and Safety Meetings?

Oregon law[footnoteRef:1] requires employers to establish and administer a safety committee, or to hold safety meetings, to communicate and evaluate safety and health issues. [1:  ORS 654.176; OAR 437-001-0765
] 


The safety committee and safety meeting law applies to public or private employers in Oregon subject to Oregon OSHA jurisdiction. The only exception to this law is if you are the sole owner and only employee of a corporation. 

Note: If you are an agricultural employer covered under Oregon OSHA’s Agricultural rules, you need to follow the requirements under OAR 437-004-0251. If you are a forest activities employer covered under Oregon OSHA’s forest activities rules, you need to follow the requirements under OAR 437-007-0130. 

[bookmark: _Hlk164068441]Do I need a Safety Committee or Safety Meetings?

Based on the following criteria, employers can choose a committee or meetings:

	
	You Can Have a Safety Committee
	You Can Have Safety 
Meetings

	You have 10 or fewer employees more than half of the year (including seasonal and temporary)

	
Yes
	
Yes

	10 or more employees but more than half of your employees report to construction sites
	
Yes
	
Yes

	10 or more employees but more than half of your employees are mobile or move frequently between sites

	
Yes
	
Yes

	10 or more employees but most employees do not regularly work outside an office environment
	
Yes
	
Yes

	[bookmark: _Hlk164087097]You have more than 10 employees at a location, and none of the above

	
Yes
	
No

	You have satellite or auxiliary offices with 10 or fewer employees at each location

	
Yes
	
Yes


Safety Committee

How Many People Do We Need in our Safety Committee? 
· If you have 20 or fewer employees, your committee needs at least two members.
· If you have more than 20 employees, your committee needs at least four members. 

Who Can Be a Member of the Safety Committee? 
· Your safety committee must have an equal number of employer-selected members and employee-elected (or volunteer) members.
· An employer-selected member can be a manager, supervisor, or any other employee management chooses to serve on the committee as its representative. 
· Employees can elect another employee or a supervisor to represent them. 
· If everyone on the committee agrees, there can be a majority of employee-elected members or volunteers, but there cannot be a majority of employer-selected members.

Safety Committee Members must:
· Agree on a chairperson. 
· Serve a minimum of one year, when possible. 
· Be compensated at their regular rate of pay. 
· Be trained in accident and incident investigation principles and know how to apply.
· Have training in hazard identification.
· Be provided with meeting minutes. 
· Represent major activities of the business.

When Do Safety Committees Need to Happen?
· On Company time.
· Quarterly in situations where employees do mostly office work. 
· Monthly for all other situations (except the months when quarterly worksite inspections are performed).

What Needs to be in the Written Safety Committee Meeting Records?
· Written Safety Committee Meeting Records must be kept for three years and include the following:
· Names of attendees.
· Meeting date. 
· All safety and health issues discussed, including tools, equipment, work environment, and work practice hazards.
· Recommendations for corrective action and a reasonable date by which management agrees to respond. 
· Person responsible for follow up on any recommended corrective actions. 
· All reports, evaluations, and recommendations made by the committee.





Your safety committee must establish procedures for conducting workplace safety and health inspections done by persons trained in hazard identification: 
· If the company has primarily fixed locations, office environments; or auxiliary and satellite locations:
· These inspections can take place quarterly by the employer and employee representatives.
· If the company has mobile work locations, infrequently visited sites, and sites that do not lend themselves to quarterly inspections:
· These inspections can take place as often as the safety committee determines as necessary by the employer and employee representatives or a designated person.

What Tasks Do Safety Committees Need to Accomplish?
· Work with management to establish, amend, or adopt accident investigation procedures that will identify and correct hazards.
· Have a system that allows employees an opportunity to report hazards and safety and health related suggestions. 
· Establish procedures for reviewing inspection reports and for making recommendations to management.
· Evaluate all accident and incident investigations and make recommendations for ways to prevent similar events from occurring.
· Make safety committee meeting minutes available for all employees to review. 
· Evaluate management’s accountability system for safety and health, and recommend improvements.
· Examples include use of incentives, discipline, and evaluating success in controlling safety and health hazards.

What if I have more than one location?
· You may choose to have a centralized safety committee. 
· A centralized safety committee must meet the requirements of safety committees and also represent the safety and health concerns of all locations. 
· If you rely on a centralized committee, you must also have a written safety and health policy that:  
· Represents managements’ commitment to the committee. 
· Requires and describes effective employee involvement. 
· Describes how the company will hold employees and managers accountable for safety and health. 
· Explains specific methods for identifying and correcting safety and health hazards at each location.
· Includes an annual written comprehensive review of the committees’ activities to determine effectiveness. 
· Two or more employers at a single location may combine resources to meet the intent of these rules.  

Safety Meetings

Who Has to Attend Safety Meetings?
· All available employees must attend safety meetings and at least one person must have management authority to ensure the hazards discussed are corrected.



When Do Safety Meetings Need to be Held?
· Safety meetings must be held on company time and employees must receive their regular rate of pay. 
· Safety meetings need to be monthly or quarterly depending on what your organization does:
· If you have construction workers: 
· Meet at least monthly and meet before the start of each job that lasts more than one week. 
· If your employees do mostly office work: 
· Meet at least quarterly. 
· All other employers: 
· Meet at least monthly.

What Must Safety Meetings Entail?
Safety meetings must include discussions of:
· Employees’ concerns about workplace safety or health conditions. 
· Accident investigations, causes, and suggested corrective measures.

Do We Have to Keep Minutes at Safety Meetings? 
· If your employees do construction, utility work, or manufacturing, you must keep minutes of all safety meetings for three years. 
· All other employers: You do not have to keep minutes as long as all your employees attend the meetings. If an employee is absent, you then must keep minutes at meetings.
· If minutes are required, you will want to record the following information:
· Date 
· Attendees’ names 
· Safety and health issues discussed; include hazards involving tools, equipment, the work environment, and work practices















Safety Committee Checklist 

Getting Started

  Determine if you should have a safety committee or if you should have safety meetings?
· My business has 10 or more employees. 
· Do more than half of your employees work in an office environment?
· [bookmark: _Hlk164087021]Yes - Your business can have a safety committee or safety meetings
· Do more than half of your employees work at construction sites?
· [bookmark: _Hlk164087065]Yes - Your business can have a safety committee or safety meetings
· Do more than half of your employees travel frequently between jobs away from your location?
· Yes - Your business can have a safety committee or safety meetings
· You have more than 10 employees at a location, and none of the above apply?
· Your business must have a safety committee

· My business has 10 or fewer employees. 
· [bookmark: _Hlk135834921]Your business can have a safety committee or safety meetings. For small businesses, safety meetings save time and keep paperwork to a minimum.

Safety Committees

  Determine who will be members of the safety committee. 
· Your safety committee must have an equal number of employer-selected members and employee-elected (or volunteer) members.

· Safety Committee members must: 
· Agree on a chairperson 
· Serve a minimum of one year, when possible 
· Be compensated at their regular pay rates
· Be trained in accident and incident investigation principles and know how to apply them 
· Be trained in hazard identification 
· Receive safety committee meeting minutes 
· Represent the major activities of the company

· Membership depends on how many employees your business has:
· If your business has 20 or fewer employees, your committee needs at least two members. 
· If your business has more than 20 employees, your committee needs at least four members.

  Determine what the safety committee has to do. 
· Meet monthly or quarterly, depending on the work that your employees do
· If your employees do mostly office work, meet quarterly.
· If your employees do work other than office work, meet monthly.



· Keep a record of each meeting for three years
· Meeting date 
· Attendees’ names 
· Safety and health issues discussed; include hazards involving tools, equipment, the work environment, and work practices 
· Recommendations for correcting hazards and reasonable deadlines for management to respond 
· Name of the person who will follow up on the recommendations 
· All other committee reports, evaluations, and recommendations

· Have procedures for workplace safety and health inspections
· Your safety committee must develop procedures for conducting workplace safety and health inspections that include where the inspections are conducted, who conducts them, and how often.

· Accomplish the following tasks:
· Work with management to establish accident investigation procedures that will identify hazards and ensure they are corrected.
· Establish a system for employees to report hazards to management and suggest how to correct hazards. 
· Establish a procedure for reviewing inspection reports and making recommendations to management.
· Evaluate all accident and incident investigations and recommend how to prevent them from happening again.
· Make safety committee meeting minutes available for all employees to review.
· Evaluate how management holds employees accountable for working safely and recommend ways to strengthen accountability. Examples include evaluating the effectiveness of safety incentives; disciplinary policies; and employee participation in identifying hazards.

Safety Meetings 

  Who must attend safety meetings? 
· All available employees must attend safety meetings. At least one person must have management authority to ensure that hazards discussed are corrected

· How often must we meet? 
· You must have safety meetings monthly or quarterly depending on what your business does:
· If you have construction workers: Meet at least monthly and meet before the start of each job that lasts more than one week.
· If your employees do mostly office work: Meet at least quarterly.
· All other employers: Meet at least monthly.

· What do we do at safety meetings?
· Safety meetings must include discussions of: 
· Employees’ concerns about workplace safety or health conditions 
· Accident investigations, causes, and suggested corrective measures

· Are we required to keep minutes at safety meetings? 
· If your employees do construction, utility work, or manufacturing, you must keep minutes of all safety meetings for three years. 
· All other employers: You do not have to keep minutes as long as all your employees attend the meetings. However, you must keep minutes at meetings when any employee is absent.

· What information do we keep from each meeting?
· Dates
· Attendees’ names 
· Safety and health issues discussed; include hazards involving tools, equipment, the work environment, and work practice
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