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	              EHS Responsibility and Committee Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

This procedure defines how roles, responsibilities, and authorities related to the implementation and control of the Environment, Health, and Safety (EHS) Management System are assigned, documented, and communicated across SMSA. It also outlines the formation, roles, and operation of the EHS Committee to ensure clear accountability and effective system implementation.

2. Scope

This procedure applies to all SMSA personnel with responsibilities under the EHS Management System across all facilities and operational locations.

3. Definitions

· Environment, Health, and Safety (EHS): The structured management system used to control environmental and occupational health and safety risks.

· EHS Committee: A designated body responsible for supporting the implementation, monitoring, and improvement of SMSA’s EHS practices.

· Management Representative (MR): A person appointed by top management to oversee the implementation and maintenance of the EHS system.

· Guide System: SMSA’s internal platform for managing controlled documents and procedures.

4. Responsibilities

· Top Management:
Accountable for EHS system performance, policy direction, allocation of resources, and ensuring system integration into business operations.

· Delegated Authorities:
May be assigned specific tasks, but overall accountability remains with top management. Their activities must be monitored for completion and effectiveness.

· Management Representative (MR):
Coordinates EHS implementation, communicates with internal and external stakeholders, ensures staff awareness, and leads evaluations.

· EHS Committee Members:
Support the MR by facilitating implementation, reporting issues, and representing various departments or floor areas.

· Supervisors and Managers:
Responsible for ensuring their teams adhere to EHS procedures and promote a culture of health and safety.

· All Employees:
Expected to comply with all EHS procedures, report hazards, participate in training, and contribute to continuous improvement.

5. Procedure

5.1 Resource Allocation
Top Management will allocate human, financial, and technological resources as required to support the EHS system.

5.2 Monitoring and Evaluation
The performance of the EHS system will be assessed using key performance indicators and internal reviews.

5.3 Organizational Structure
A current EHS organizational chart will be maintained and reviewed annually by management.

5.4 Job Descriptions
All relevant positions shall have EHS responsibilities defined in their job descriptions, reviewed regularly on the Guide System.

5.5 Committee Formation
The EHS Committee shall include members from departments, fire wardens, and representatives from each floor or site.

5.6 Committee Member Records
A list of EHS Committee members, including their contact details (on-duty and off-duty), will be maintained (Doc#2786) and posted on EHS noticeboards.

5.7 Committee Responsibilities
· Maintain ISO 14001 and ISO 45001 alignment.

· Investigate incidents and monitor action plans.

· Coordinate safety drills, inspections, and training.

· Liaise with external agencies as needed.

· Review and update policies and procedures.

5.8 Committee Meetings

EHS Committee meetings shall be conducted at least once every six months, or more frequently if needed. These meetings will be chaired by the Management Representative (MR) and documented as official records.

The MR shall:
· Prepare and distribute the agenda in advance.

· Chair the meeting to ensure structured dialogue.

· Maintain accurate records of meeting minutes.

· Review and obtain approval of the previous meeting’s minutes during each session.

Meeting agenda typically includes:
1. Attendance and apologies

2. Review and approval of previous minutes

3. Follow-up on previous action items

4. Review of incidents and investigations

5. Training and drill coordination

6. Internal and external correspondence

7. Progress review against objectives

8. Policy and procedural updates

9. Review of workplace changes that may impact EHS

All meeting records shall be retained and made available for internal audits, external reviews, and management review.

5.9 Worker Involvement

Employees will be consulted on EHS matters and informed of their designated representatives within the EHS Committee.

5.10 Procedure Review

This procedure shall be reviewed and updated:

· Following a management review

· As a result of internal or external audits

· Upon receiving formal complaints or suggestions

· When legal or regulatory changes occur

6. Related Documents

	Document Title
	Document Number

	EHS Committee Members List
	DOC#2786

	EHS Organizational Structure Diagram
	DOC#2955

	EHS Committee Meeting Agenda
	DOC#5426

	Control of Records and Documents Procedure
	GUIDE#8744

	Corrective and Preventive Action Procedure
	GUIDE#1745

	Emergency Response and Incident Reporting Procedure
	GUIDE#2800

	Method Statement Procedure
	GUIDE#2873

	Hazard Assessment and PPE Selection Procedure
	GUIDE#4153
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