
THE UNIVERSITY OF NEW SOUTH WALES 
FACULTY OF THE COLLEGE OF FINE ARTS 

Minutes of the meeting of the Occupational Health and Safety Committee 

Page 1 of 6 

Held 21st February, 2008 at 10.00am, in the Elwyn Conference Room 
Present Ms. Melanie Harris (Faculty Manager & Chair)  

Ms. Sue Blackburn (Technical Services) 
Mr. Denis Cooper (General Services) 
Mr. Jim Brown (Technical Services)  
Ms. Sylvia Ross (Head of School of Art) 
Mr. Michael Kempson (School of Art) 
Ms. Claire Ren (Student Administration) 
Ms. Kim Snepvangers (Head of School of Art History and Education) 
Ms. Melinda Chylinski(COFA OHS Coordinator)  
 

Absent CSU rep 
Mr. Erik Champion (School of Media Art) 
 

Apologies Ms. Martina Lavin (UNSW Risk Management Unit) 
Ms. Liz Williamson (Head of School of Design) 
A/Prof J Mendelssohn (School of Art History and Theory)  
Mr. Ross Harley (Head of School of Media Art) 
Ms. Annabel Pegus (Ivan Dougherty Gallery) 
Ms. Judy Haywood (Library) 
Mr. David Millar (UNSW Facilities Department) 
Ms. Annabel Pegus (Ivan Dougherty Gallery) 
 

Observers  

Agenda Item 

Date 
Issue 

Was First 
Raised 

Item, Action Required and by Whom By When 

1. Welcome and 
apologies 

N/A A welcome was extended to all members present. 
Apologies for the meeting were noted. 
Melanie explained that the new committee structure 
requires heads of School to attend meetings and that 
the Dean has delegated the chairpersons role on the 
committee to her.  

N/A 

2. Minutes from the 
last meeting 

N/A The minutes from the previous meeting were agreed 
as a true and accurate record. 

N/A 

3. Action items and 
matters arising 
from the previous 
meeting 

9/08/07 3.1 First Aid Kit Checklist 
 
Checklist is to be distributed to all first aid officers by 
Denis Cooper and he is to ensure that first aid officers 
check their kits at the scheduled times. 
Sylvia also expressed her concern into the number 
and location of first aid officers particularly when 
students and staff are working after hours. 
 
Actions: 1. Denis cooper to ensure kits are checked 
by first aid officers. 
2. Denis and Melanie to discuss number and location 
of first aid officers across campus 
3. After hours access to be reviewed next meeting 
 

1.March 
2008 
 
2.Next 
meeting 
 
3. Next 
meeting 
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 9/08/07 3.2 Signs to be displayed for Visitors and 
Contractors 
 
Action: Melinda to ensure signs have been erected 

 

 9/08/07 3.3. Amenities for staff members  
Melanie to ensure staff room is considered in new 
building program. 

 

 

 09/08/07 3.4 Training needs analysis 
Melinda has prepared the training needs 
analysis for each of the areas. The next step is 
to prepare a training plan for each staff 
member and ensure that they attend the 
training courses. 
 
Action: Melinda to prepare training plans for 
staff and send them to the relevant managers. 

March 
2008 

 09/08/07 3.5 Upgrade of printmaking machinery 
 
The new presses have been ordered and are due 
arrive in April. The machines will then need to have 
the appropriate guarding fitted before they can be 
used. In addition new risk assessments and SWP’s 
will need to be undertaken before the use of the 
machines. 
 
Action: Machines to have relevant guarding fitted and 
new risk assessments and SWP’s to be prepared by 
Melinda, Rafael and Michael. 
 

 

After 
machines 

arrive 

 09/08/07 3.6 Document control procedures 
 
Melinda discussed the new document control 
procedures for all OHS documents and the 
requirement that all OHS documents need to be 
numbered. 
Melinda is to be the person who allocates numbers to 
documents and keeps the documents in a central 
location. 
This means all OHS documents need to be reviewed 
and updated with the relevant document control 
requirements. 
 
Action: 1.Melinda to provide details on what 
documents need to be sent to her and what records 
the schools need to keep. 
2. Melinda to update all documents and upload the 
current versions onto the web. 

1. March 
2008 

2.June 
2008 

4. Correspondence  
(In and Out) 

 
 

 

There were no items for discussion. 
N/A 



THE UNIVERSITY OF NEW SOUTH WALES 
FACULTY OF THE COLLEGE OF FINE ARTS 

Minutes of the meeting of the Occupational Health and Safety Committee 

Page 3 of 6 

5. Standing Items  5.1 Any Faculty/UNSW Management Decisions 
That May Impact on OHS 

 
5.1.1 Melinda informed the committee that the 
University is conducting an audit of safety 
culture at the University. The University has 
hired a consultant to do the audit. More details 
will be provided at a later date. 
 
5.1.2 Melanie discussed that the building 
development needs to have the final approval 
before the committee can start discussing any 
issues. 
 

N/A 

  5.2 Chairperson’s Report – Items from Level 1 OHS 
Committee 

There were no items for discussion. 
N/A 

 21/05/07 5.3 OHS coordinators Report. 
  
5.3.1 Faculty Statistics: - 5 Accidents in last 
quarter 
  
5.3.2 Faculty/Division Training: - Melinda to prepare 
training plans and organize training for 2008 
 
5.3.3 Faculty/ Division audits and corrective 
action: - 
The internal audits for 2008 will begin in April. Melinda 
has prepared list of Schools and areas to be audited 
to the main OHS team in order of preference (See 
below). 
1. IDG 
2. School of Design 
3. Deans unit/ faculty office staff 
4. School of Media Arts 
5. TRSS 
6. School of Art history theory and education 
7. I-cinema 
8. School of Art 
 
The OHS unit will audit 2 areas every 6 months and 
they will audit all areas of the OHS management 
system. 
 
Actions:- Melinda to provide audit schedule to OHS 
committee members when it has been prepared by 
UNSW OHS.  

 
5.3.4 OHS Website updates 
 
Melinda will revise first aid contacts before session. 
 

Ongoing 
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5.3.5 New/ Changes to OHS legislation/standards: 
- There has been a change to the standard for the 
operation of power tools. 
 
Action: - Melinda to look at standard and see if there 
are any changes that affect COFA. 
 
5.3.6 New Changes to COFA/ UNSW 
policy/procedures/guidelines 
 
Melinda is currently revising the COFA safety manual. 
 
5.3.7 Other Matters: - None 
 

 12/06/07 5.4 Temperatures and Thermal Comfort at COFA 
Cindy and Sue contacted Alan Egan last year 
about the thermal comfort problems at COFA. 
A consultant was commissioned and a report 
was compiled suggesting solutions to the 
specific problems. 
 
Cindy and Sue were at the time under the 
impression that the University would fund any 
works needed, as they informed Alan Egan 
that COFA had no funds available for such a 
project. But after the report was completed 
they were informed that the University had no 
funds available.  
Melanie, Sue, David and Melinda have met 
with Ray Filletti and Gary Peacock and have 
discussed some options for improving thermal 
comfort in the worst affected areas.  
David Millar has put aside $50,000 from his 
maintenance budget to provide some of these 
improvements including installing Whirly birds 
on G block and placing window tinting on G 
and F block. 
 
COFA may also be able to apply for more 
funding through the accommodation strategy. 
To do further improvements in the future. 

 
 

 

 21/05/07 5.5 Emergency Assembly Area 
 
Action: Denis to request email form main 
campus confirming the safety of the area. 
 

Next 
Meeting 

6. Significant 
Incidents/Hazards 

 6.1 Staff member received injury while lifting 
boxes 

 
Action:- Melinda to give training session in safe lifting 

ASAP 



THE UNIVERSITY OF NEW SOUTH WALES 
FACULTY OF THE COLLEGE OF FINE ARTS 

Minutes of the meeting of the Occupational Health and Safety Committee 

Page 5 of 6 

techniques 
 

  6.2 Light melted when student placed foil around light 
during grad show 
 
 
Actions:- Develop system to ensure all students have 
met the safety requirements before the exhibition 
opens to the public 

To be 
discussed 

next 
meeting 

  6.3 Corrective actions from workplace inspections 
 
Action:- All members to look at workplace inspection 
report to see if they have to complete any of the 
corrective actions required 

 

  6.4 Staff member injured in car accident on way to 
work 
 
No corrective actions required 

 

  6.5 Staff member slipped and fell down flight of stairs 
 
Action:- David Millar to place non- slip strips on the 
landings and tops of each flight of stairs in the stairwell 

ASAP 

7. New Business 09//07 7.1 OHS issues with Grad Show 
 
As discussed in 6.2 there needs to be some system in 
place to check whether or not a student has met all of 
the safety requirements during the grad show before 
the exhibit opens to the public. 
 
Melinda prepared a post install checklist as well as the 
pre-install checklist.  
 
Actions:- Forms and issues to be discussed next 
meeting 

 

Sept. ‘07 

 09/08/07 7.2 Workshop and studio safety training 
 

Melinda will be running a short training session for first 
year students on general health and safety 
requirements for working in studio and workshop 
environments during O-week. 
 
Melinda is also hoping that she will be able to run this 
course for all students in the future. 

 
 

 

 09/08/07 7.3  Update of risk registers 
             
Melinda will need to review all of the areas risk 
assessments and complete new risk registers for each 

Next 
meeting 
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of the areas.  
 
Action:- Melinda to meet with relevant managers to 
discuss risk assessments and risk registers for each 
area 

8. Business without 
notice 

 None  

9. Next meeting  Meeting dates have been changed to the following 
 
Wed, 7th May 2008,   10-12pm in the Elywn Lynn 
Wed 6th August 2008,  10-12pm in the Elywn Lynn 
Wed 5th November 2008, 10-12pm in the Elywn 
Lynn 
 

 

10. Close of meeting  There being no further business the meeting 
concluded at 12pm. 

N/A 

 


