Committee Standard Operating Procedures


	Committee Name
	Safety

	Approval Date:
	September 8, 2011
	Latest Revision Date: 

(To Be Reviewed Annually)
	August 10, 2010


Goals

· Coordinate safety workshop(s) with the League of Nebraska Municipalities and the Nebraska Water Environment Federation.
· Work with the Nebraska Health & Human Services to accept safety workshop credit hours for application toward water operator recertification.

· Work with other committees, organizations and groups for training and transfer of information.

Committee Membership

· Made up of Nebraska section members or utility system listed members.
· Typical number between 4-12 diverse members from across the state.

· Current committee list (See Attachment #1)
Timeline 
/ Deadline
	January
	· First week of the month, Survey Application Mailing.

	February
	· National LaDue Award Application Deadline is February 14.

	Quarterly
	· Quarterly Report to NS-AWWA board (liaison).

	July
	· Survey Application Deadline.

	August
	· Committee Meetings

	September
	· Current Committee list to Annual Committee Organizers (Board Rep)

	October
	· Budget Report to Board/Treasurer.
· Annual Activities Report to Board/Liaison.

· Notification of Safety Awards to be presented.

· Safety Committee Meeting.


Deliverables 
/ Activities
· Every other year, workshops and/or activities.
· Safety topic/material or Educational Committee Workshops.

· Safety brochures, flyers and related information for distribution.

Standard Procedures
· Ensure budget and activities report gets turned in to board.
· Contact new/current committee members to update committee list.

· Update survey application forms and send mailing.

· Collect data/survey information and send LaDue application to national by February 14 deadline.

· Report and attend board quarterly board meetings (call in option).

· Collect and maintain survey forms.

· Enter survey information into database.

· Set up committee meeting(s).

· Ensure awards are purchased/made and completed correctly.

· Annual reports to Board (Budget/Activities/Committee List).

· Ensure Awards are at conference and presented (photos taken).

· Ensure Publications Committee gets safety information on awardees for newsletter and/or newspapers.
· Update safety committee members list.  Contact new/current members for commitment of participation.

· Maintain all safety records (awards, meeting notes, committee lists, reports and all other activities and correspondence related to the safety committee.
Supporting Materials

· Committee Annual Report Form – Submitted to Board.
· Safety Survey Form.

· Safety Award Criteria – Evaluation Forms.

· National LaDue Safety Application.
Applicable Policy Numbers
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