
Corporate Health, Safety, Emergency Management  
and Wellbeing Service 

 
Doc.No: G001:04-23/2                                                                                    1 | P a g e  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contents:         Page: 
 

1. Introduction        1 
2. Employee health and safety representative   2 
3. Trade Union Safety representative     4 
4. Management representative     5 
5. Role of the H&S Committee      6 
6. Advice and Support         8 
7. References        8 

 

 
1. Introduction  
 

The law sets out how employees must be consulted in different situations and the 
different choices employers must make. There are two different regulations that 
require employers to consult their workforce about health and safety: 

 The Safety Representatives and Safety Committees Regulations 1977 (as 
amended); and  

 The Health and Safety (Consultation with Employees) Regulations 1996 (as 
amended). 
 

This guidance will outline the legislated requirements around health and safety 
committees, their membership and provide information on how committees 
function effectively in the workplace. 
 

A health and safety committees are made up of: 

 Employee H&S representatives 

 Trade Union Safety representatives 

 Management representatives 
 
All representatives should collaborate to identify and solve health and safety 
problems in the workplace.  
 
The primary purpose of the committee is to facilitate communication on health and 
safety issues. An effective committee will help reduce losses associated with 
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accidents and occupational ill-health. 
 
 
Swansea Council’s organisational structure consists of 3 Directorates and therefore 
each Directorate has a Health and Safety Committee. The Authority is a large and 
diverse organisation and therefore utilises Safety Groups across directorates to 
operate at a local level. Should an issue fail to be resolved at the Safety Group level 
it can then be escalated to the full Directorate Committee. The two-tier system also 
provides a comprehensive flow of health and safety information throughout the 
organisation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 

2. Employee Health and Safety Representatives  
 
The employee health and safety representatives are non-managerial employees who 
are nominated and elected to represent their work colleagues at both Safety 
Groups/Committees and Directorate Safety Committees. 
 
The employee H&S representative’s function is to consult with the employer on:  

 Potential hazards and dangerous occurrences 

 General matters affecting the health and safety of the employees they 
represent; and  

 Specific matters on which the employer must consult. 
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i. Legislation 

 
The Health & Safety (Consultation with Employees) Regulations 1996 came into 
force on October 1st, 1996. They confer duties upon employers to consult with 
employees who are not represented by a recognised trade union, on health and 
safety issues. The Health & Safety (Consultation with Employees) Regulations 1996 
only apply to employees who are not being represented by safety representatives 
appointed by Trade Unions. 

Appointed employee health and safety representatives have functions given by law. 
The most equitable way to choose the employee/worker representatives is to 
request nominations from those interested in taking part by a given date. This 
should be followed by employees voting for their representative by means of a 
ballot. 
 
 

ii. What you need to know to ensure a fair and open elections process 

 
Management must not influence the election of employee H&S representatives. To 
safeguard those employees having the opportunity to be a representative, the 
election needs to be as open as possible and fair for all involved. All those who 
wish to stand as a candidate and those able to vote, must be enabled to do so 
without the fear of intimidation or penalty. The voting system, where practical, can 
be as simple as a show of hands for the Safety Group membership election. 
 
The role of the employee H&S representative is independent of management. 
Representatives are there to represent the interests and concerns of their co-
workers and to act on their behalf. They provide valuable insight, skills and 
resources that help management and their co-workers. 
 

iii. What makes a good employee H&S representative? 
 
Having a particular interest in health and safety is probably the most important factor 
in becoming a successful representative. Being enthusiastic about H&S and being 
prepared to acquire the skills and information to represent their colleagues effectively 
and understand the health and safety issues in the workplace will help build 
confidence and competence.  
 
The employee H&S representative should have a good basic understanding of health 
and safety and be familiar with the Authority’s Corporate Health and Safety Policy 
and its subordinate H&S policies. Having the knowledge to help enable them put 
H&S principles into practice, which overtime should help improve the health and 
safety culture across the authority. 
 
Employee H&S representatives are essential in establishing and maintaining a safe 
working environment. They carry out important communication roles as part of  
an effective health & safety management system authority wide. Furthermore, 
undertaking the role will provide the representative with valuable experience and a 
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host of new transferable skills. 
 

If you have been elected as an employee health and safety representative, your 
functions are set out in www.hse.gov.uk/pubns/indg232.pdf 
 

iv. Effectively carrying out their H&S representative duties  

 

Employee H&S representatives must ensure: 

 Their fellow employees know who is representing them and how to 
contact them 

 The health and safety representatives need to be fully aware 
of the views of the employees they represent. 

 They converse with the employees they represent regularly and 
share information that they have been given. 

 Representatives can also bring up other health and safety issues of 
concern with employers. 

 
 

vi.  Facilities and assistance 

 
The Authority must provide the employee H&S representatives with reasonable 
facilities and assistance. This may include access to: 
 

 a telephone and quiet area where they can have private conversations

 a lockable cabinet or desk for paperwork, records or reference material

 intranet and internet facilities (if available); a photocopier and a notice 
board to circulate information to the employees they represent

 time with the employer to discuss health and safety issues
 
Management must ensure that elected H&S representatives receive the training they 
need to carry out their roles, as is reasonable in the circumstances, and pay any 
reasonable costs to do with that training, including travel and subsistence costs.  
 
Management must also give them the paid time necessary to carry out their 
functions and allow candidates reasonable time, with pay, to carry out their functions 
as a candidate in an election, as well as time to consult employees on health and 
safety. 
 
 

3.  Trade Union Safety Representatives  

 

i. Legislation 
 
Trade Union appointed safety representatives have functions given by law. If you are 
a trade union-appointed health and safety representative, your functions are set out 
in the Safety Representatives and Safety Committees Regulations 1977  

http://www.hse.gov.uk/pubns/indg232.pdf
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1977 regulations (hse.gov.uk) 
 

ii. Trade Union-appointed representatives 
 

The role of the TU health and safety representative is independent of management. 
Representatives are there to represent the interests and concerns of their co- 
workers and respond on their behalf. They provide valuable insight, skills and 
resources that help employers and their co-workers. 

 
 

iii. Functions of Trade Union-appointed health and safety 
representatives 

 

The law makes it clear that they can: 
 

 Represent employees generally and when management consult them 
about specific matters that will affect the health, safety and welfare of 
the employees

 Represent employees when Health and Safety Inspectors from HSE 
consult them

 Investigate accidents, near misses, and other potential hazards 
and dangerous occurrences in the workplace

 Investigate complaints made by an employee they represent about 
their health, safety or welfare in the workplace

 Present the findings of investigations to management

 Inspect the workplace

 With at least one other appointed representative, request in writing that 
management set up a health and safety committee 

 Attend Health and Safety Committee meetings as a representative of its 
union members

 
 

4. Management Representatives  
 

Management representatives must have a working knowledge of Swansea Council’s 
Health and Safety Policy and its subordinate policies.  

They must also be aware of the roles, responsibilities, aims and objectives of the 
Authority’s Corporate Health, Safety and Wellbeing Service (CHSWS) 

 
 

Management Representatives 
 
Health and safety committee members representing the employer should: 
 
 Have the authority to consider views and recommendations made to them 
 Have the necessary knowledge and expertise to give the committee accurate 

advice about company policy on relevant matters such as premises, 

https://www.hse.gov.uk/involvement/prepare/law/1977.htm
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processes, machinery, equipment, or production processes 
 Be representatives from across the supervisory level, and include, for 

example, work engineers and personnel managers, not just line managers. 
 Provide a balanced approach in line with business objectives and health 

safety and wellbeing provision 
 
 
It is good practice for management representatives to include: 
 

 A representative from the most senior level of management possible, such 
as a Head of Service to show commitment and leadership. 

 
 

5. Role of the H&S Committee 

 
The primary purpose of the Health and Safety Committee structure is to provide a 
forum for the communication of health and safety related information and issues to 
all levels within the organisation. It should consist of senior managers, employee 
representatives and Trade Union nominated H&S representatives.  
 

The Health and Safety Committee meet at agreed intervals to discuss and make 
recommendations on how to improve employee health and safety in the workplace. 
The committee can make a significant contribution to sound safety management and 
to reducing accident/incident rates.  

 

i. What is the H&S committee role? 

 

 Provide the opportunity of participation and involvement of all persons in 
the workplace in health and safety concerns. Through responding to and 
discussing health and safety concerns brought up by co-workers. 

 Hold meetings at agreed intervals, to provide a forum for discussion and 
resolution to issues in relation to health safety and wellbeing across the 
organisation 

 Identify and address health and safety concerns in the workplace and 
make recommendations to correct them. 

 Ensure complaints and issues about safety are followed up to a 
satisfactory conclusion. 

 Work closely with CHSEMWS thus ensuring all employees are aware of 
their responsibilities in relation to the management of health and safety 
risks and safe systems of work. 

 Be aware and monitor the levels of health, safety and wellbeing statistics 
and performance. 

 Advise management on corrections for safety problems and monitor 
effectiveness. 

 Advise on the establishment of appropriate health and safety programs, 
education and training. 

 Be both proactive and reactive to health, safety and wellbeing needs as 
deemed fit 
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 Maintain records of meetings and activities as a matter of compliance 
 

 
 

ii. Definition of Health and Safety Committee Structure: 
 

 Directorate H&S committee: is a top level forum that promotes health and 
safety in the workplace, with the meeting ‘members’ representing employees, 
management and Trade Union membership from all sections of the Authority. 
The Directorate H&S committee meets twice per year. 
 

 Service H&S committee: service level of Health, Safety and Wellbeing 
forum. Promotes health and safety in the workplace, with the meeting 
‘members’ representing employees, management and Trade Union 
membership from all sections of the Authority. Normally meets quarterly 
  

 Safety Group: Initial Service area entry level of Health Safety and Wellbeing 
forum. Provides base level of engagement for management and staff with 
regards to health safety and wellbeing issues and information sharing.  

 
 
iii. The benefits of a Health and Safety Committee structure 

 
Communication is the key to an effective health and safety system. The health and 
safety committee provides a link between the people doing the work and the people 
directing it. 
 
This brings a broad range of expertise and experience to assist with identifying 
hazards and finding solutions. Committees bring health and safety issues out into the 
open to have them resolved. The improved communication reduces accidents, 
benefits production and contributes to the sense of teamwork in the workplace. 
 

With an effective health and safety committee structure: 
• Accidents are reduced. 
• Awareness of health and safety is improved. 
• A broad base of expertise and experience is available for solving problems. 
• Co-operation is encouraged through better communication. 
• All workers have a way to express concerns and have them addressed. 

 
It is important that safety committees actively question and review the organisations 
health and safety systems. They should not merely exist as reporting center’s for 
day-to-day matters that should be dealt with by managers operationally. 
 

iv. How many representatives? 

 
There is no “right” number of elected members to Health and Safety Committee. It 
will depend on the diversity of the particular service area. However the following 
needs to be considered: 
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 The different work group types, locations, and work patterns. The makeup of 
the membership and the numbers required is based on: 

o The nature of the work activities performed, including the degree and 
character of operational health and safety risks the employees may 
face.  

 Union representation will be in line with Local Branch agreement 
 
 

v. How often do the Safety Groups & H&S Committees need to meet? 
 

 Both must have regular conveniently scheduled meetings as decided. It is 
usual for Safety Group meetings to be held more frequently possibly monthly 
whereas Service committees tend to be quarterly and Directorate committee 
6monthly.  

 Members must be provided with dates of the scheduled meetings well in 
advance. (6 monthly programme) 

 Both Safety Group & H&S Committee members can call special or 
extraordinary meetings to deal with urgent matters at 3 days’ notice.  

 The number of members must be decided on by each service area according 
to need and operational risk 

 
vi. Rules of Procedure 

 
All Safety Groups and H&S Committees must establish rules of procedure (Terms of 
Reference): 

 How often they will meet and where the meeting will take place. It is 
suggested that the H&S Committee meetings are 1/4ly. 

 When a meeting needs to be re-scheduled a written procedure needs to be 
agreed and subsequently followed  

 Rules with respect to the conduct of members during meetings to be drawn up 
and agreed to 

 Powers of delegation need to be drawn up and agreed to 
 
 

6. Further advice and support 
 
For further health and safety information in relation to health and safety committees 
and membership you can contact Corporate H&S on 01792 636210 or by email 
healthandsafety@swansea.gov.uk. 
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