
Health and Safety Procedure 
 

 
 
                                                                                                 

 
SAFETY REPRESENTATIVES 
 
Employee Consultation 
 

The Health and Safety at Work etc. Act 1974 
Management of Health and Safety at Work Regulations 1999 (as amended) 
Health and Safety (Consultation with Employees) Regulations 1996 (as amended) 
The Safety Representatives and Safety Committees Regulations 1977 (as amended) 
Employment Rights Act 1996 (as amended) 
 

Scope 
 

The Health & Safety at Work etc. Act made provision for Safety Representatives and 
Safety Committees to represent employees in consultation with employers to promote and 
develop measures to ensure the health and safety of employees. Consultation involves 
employers not only giving information to employees but also listening to and taking into 
account of what employees say before they make any health and safety decisions. 
 
For all settings except voluntary aided, foundation and academy schools, the employer is 
the County Council. In the context of the above regulations the employer’s 
representative will be deemed to be the Chief Executive and the relevant Director 
who will delegate this to their manager/head of establishment/setting who has 
overall day to day responsibility for management of the location/activities.  
 

What does a Safety Representative need to do? 
 

 Take all reasonable steps to keep themselves informed of:- 
 

a) the legal requirements relating to the health and safety of persons at work, 
particularly the group or groups of persons they directly represent, 

 

b) the particular hazards of the workplace and the measures deemed necessary to 
eliminate or minimise the risk deriving from these hazards, and 

 

c) health and safety policy documentation and relevant procedures and guidance 
 (see the intranet) - OCC policy document - Part 1, Directorate policy - Part 2 and 
 arrangements, as well as model locality health and safety policy.  
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For: Heads of all Establishments/Settings 
OCC Managers 
Governors/Management Committees 
Trade Union Safety Representatives 
Employee Notice Boards 
Intranet 



 Encourage co-operation between the head of establishment/setting and employees in 
promoting and developing essential measures to ensure the health and safety of 
employees.  Bring to the notice of the head of establishment/setting verbally and in 
writing notice of any unsafe or unhealthy conditions or working practices or 
unsatisfactory arrangements for welfare at work which come to their attention whether 
on an inspection or day to day observation.  

 
How is a Safety Representative appointed? 
 

Recognised trade unions have the right to appoint safety representatives to 
represent the employees in consultations with their employer about health and 
safety matters. 
 

Each recognised trade union represented at an establishment/setting is eligible to select 
one of their members to be their trade union representative. In some work localities it has 
been the practice that several trade unions have agreed that one or more safety 
representatives will represent the workforce in a particular setting. 
 

Who does the safety representative represent? 
 

Fellow trade unions and other trade unions if they so agree. 
 

Appointment of safety representatives 
 

The appointment of a safety representative will be notified in writing to the employer 
(Corporate HR) by the trade union in the case of OCC employees, and the appropriate 
employer representative for non OCC employees. 
 
NB It is preferable that a safety representative has been employed by his/her 
employer for two years or has had at least two years’ experience in similar 
employment. 
 

Functions of a safety representative 
 

 To investigate potential hazards and dangerous occurrences at the workplace (whether 
or not they are drawn to the safety representative’s attention by employees who are 
trade union members) and to examine the causes of accidents at the workplace. 

 

 To investigate complaints by any employee the safety representative serves in relation 
to that employee’s health, safety and welfare at work. 

 

 To make representations to the employer on general matters affecting the health, 
safety or welfare at work of the employees at the workplace, including attending project 
management based meetings at the workplace. 

 

 To carry out an inspection of the workplace on a regular basis and to make additional 
inspections if work practices have changed, or if there is a high-risk activity. 

 

 To attend meeting of safety committees. 
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 To represent the employees in consultations with the HSE and receive any information 
from the HSE inspector who has the right to inspect any document on matters of 
Health & Safety which the employer, or employer’s representative, is required to keep 
by law.  

 
Obligations of the Manager/Head of Establishment/Setting to a Safety 
Representative 
 

Information received by the manager in regard to health & safety must be effectively 
communicated to the Health and Safety Representative(s). 
 

Under the HSW Act the employer (or employer’s representative) has a duty to consult with 
safety representative(s) with a view to the making and maintenance of arrangements 
which will enable him and his employees to cooperate effectively in promoting and 
developing measure to ensure the health and safety at work of the employees and in 
checking the effectiveness of such measures. 

 
An employer (or employer’s representative) shall permit a safety representative to take 
such time off with pay during the employee’s working hours as shall be necessary 
for the purposes of: 
 

 performing their functions; 
 

 undergoing approved training to be competent in performing their functions. 
 

Employer’s duty to consult and provide facilities and assistance 
 

Every manager, on behalf of the employer, shall consult safety representatives 'in 
good time' with regard to: 
 

 the information about plans and performance and any changes proposed for 
the workplace; 

 

 the introduction of any measures at the workplace which may substantially 
affect the health and safety of the employees the safety representatives 
concerned represent, including risk assessments; 
 

 the arrangements for appointing or, as the case may be, nominating persons 
as competent persons to assist in achieving compliance; 

 

 any health and safety information, the County Council, is required to provide 
to the employees the safety representatives concerned represent by or under 
the relevant statutory provisions; 

 

 the planning and organisation of any health and safety training the County 
Council is required to provide to the employees the safety representatives 
concerned represent by or under the relevant statutory provisions and 
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 the health and safety consequences for the employees of the introduction 
(including the planning thereof) of new technologies into the workplace; 

 

 the County Council shall provide such facilities and assistance as safety; 
 

 representatives may reasonably require for the purpose of carrying out their 
functions under HSW Act and under specified regulations. 

 

 
Safety Committees 
 

A safety committee shall be convened when two or more safety representatives request 
the employer’s representative in writing to establish a safety committee within three 
months. 
 
Under the HSW Act, safety committees have the function of keeping under review the 
measures taken to ensure the health and safety at work of the employees. 
 

In Oxfordshire County Council at county level there are three health and safety 
consultative committees for various employee groups. 
 

 Joint Health & Safety Committee represented by the Fire Brigade Union 
 

 Joint Health and Safety Working Group represented by Unison 
on behalf of the Employees Joint Consultative Committee 

 

 Education Health Safety Advisory Group EHSAG represented by Teacher Unions 
on behalf of the Teachers Joint Consultative Committee 

 
Employee Representatives 
NB - In work localities where no safety representatives are present and where trained 
employees, recognised by Corporate HR, act as employees’ representatives for the 
purpose of consultation they will be afforded the same rights and facilities as safety 
representatives. 
 
Could an an employee suffer as a result of taking part in consultation? 
No the ER Act protects employees against being dismissed or other action taken against 
them because they have taken part in health and safety consultation (whether as an 
individual or a representative). 
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For further information and advice: 

 email and web addresses 
 

 

 
Specialist:   

HSE web address: www.hse.gov.uk 
 
How to consult and involve employees on Health & 
Safety matters at work 
 
Good practice for all workplaces 
 

0151 951 
4000 

General:   

Health, Safety 
& Wellbeing 
Team 
 

email: healthandsafetyhelp@oxfordshire.gov.uk 
 
web address: 
http://intranet.oxfordshire.gov.uk/links/intranet/healthandsafety 

Helpdesk 
01865 
797222 
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http://www.hse.gov.uk/
http://www.hse.gov.uk/pubns/books/l146.htm
http://www.hse.gov.uk/pubns/books/l146.htm
http://www.hse.gov.uk/pubns/books/hsg263.htm
mailto:healthandsafetyhelp@oxfordshire.gov.uk
http://intranet.oxfordshire.gov.uk/links/intranet/healthandsafety

