Safety and Health Committee Job Descriptions
1. Chairman (Employer Representative)
Responsibilities:
· Lead and manage the safety and health committee
· Convene and chair committee meetings at least once every three months
· Ensure committee decisions are implemented
· Ensure resources are available for safety programs
· Sign off on safety documentation and reports
· Approve the agenda for meetings prepared by the Secretary
· Lead the management review of the OH&S management system as required by ISO 45001:2018
· Ensure top management commitment to the OH&S policy and objectives
· Report committee activities to top management
· Ensure the integration of OH&S management system requirements into the organization's business processes
Qualifications:
· Senior management position within the organization
· Knowledge of Malaysian OSH regulations and ISO 45001:2018 requirements
· Decision-making authority
· Understanding of organizational operations and processes
2. Secretary
Responsibilities:
· Organize committee meetings (at least quarterly)
· Prepare and distribute meeting agendas and previous minutes
· Record minutes of meetings and distribute to all members
· Maintain all safety and health committee records and documentation
· Coordinate safety inspections and follow-up actions
· Track action items from meetings and monitor their completion
· Facilitate communication between management and employees on safety matters
· Maintain records of workplace inspections, accident investigations, and recommendations
· Support documentation needs for ISO 45001:2018 compliance
· Act as liaison with regulatory authorities when required
· Coordinate safety and health training programs
· Maintain records of employee consultation and participation as required by ISO 45001:2018
Qualifications:
· Good organizational and documentation skills
· Understanding of OSH Act 1994, related regulations, and ISO 45001:2018
· Effective communication skills
· Computer literacy and record-keeping abilities
3. Employer Representatives
Responsibilities:
· Represent management's perspective in committee meetings
· Participate in workplace safety inspections and hazard identification
· Assist in developing and reviewing safety procedures and work instructions
· Support the implementation of corrective and preventive actions
· Help identify resource needs for safety improvements
· Participate in risk assessment activities
· Assist in identifying legal and other requirements applicable to the organization
· Support the implementation of emergency preparedness and response plans
· Participate in incident investigations when required
· Ensure communication of OH&S information throughout their respective departments
· Support the achievement of OH&S objectives within their areas
Qualifications:
· Management or supervisory position
· Authority to make decisions in their respective departments
· Knowledge of operational processes and hazards
· Understanding of OH&S management principles and ISO 45001:2018 requirements
4. Employee Representatives
Responsibilities:
· Represent employees' concerns and suggestions to the committee
· Participate in workplace safety inspections
· Report hazards identified by employees
· Provide input on workplace safety issues and improvement opportunities
· Assist in communicating safety information to fellow employees
· Participate in incident investigations when required
· Provide feedback on the effectiveness of safety measures
· Help identify barriers to safe work practices
· Participate in consultation processes required by ISO 45001:2018
· Support employee participation in the OH&S management system
· Identify training needs within their work areas
· Promote safety awareness among colleagues
Qualifications:
· Elected or appointed by employees
· Working knowledge of workplace operations
· Good communication skills
· Willingness to promote safety and health
· Understanding of basic safety principles
5. Safety and Health Officer/ SHO Coordinator
Responsibilities:
· Provide technical advice to the committee on safety and health matters
· Conduct workplace safety inspections and hazard assessments
· Investigate accidents, incidents, near-misses, and dangerous occurrences
· Identify non-compliance with safety regulations
· Recommend corrective and preventive actions
· Monitor safety performance and trends
· Develop and coordinate safety training programs
· Support risk assessment processes
· Ensure compliance with legal and other requirements
· Manage the documentation requirements of ISO 45001:2018
· Report on OH&S performance metrics
· Coordinate emergency response drills
· Support ISO 45001:2018 audits and certification processes
· Identify opportunities for continual improvement
Qualifications:
· Registered Safety and Health Officer (SHO) with DOSH Malaysia
· Knowledge of OSH Act 1994 and related regulations
· Understanding of ISO 45001:2018 requirements
· Experience in safety management systems
· Risk assessment capabilities
· Incident investigation skills

