Insert Company Logo Here

Insert Company Name Here HSR Terms of Reference

Purpose
The purpose of the Health and Safety Representative (HSR) is to identify and resolve safety concerns as well as promote health and safety for employees. 
The Health and Safety Representative also aids in increasing two-way communication between workers and employers as well as promoting a healthy and safe working environment.
The HSR has four duties: 
1) Receive and consider worker health and safety concerns 
2) Make recommendations to the employer regarding worker health and safety concerns 
3) Participate in the employer’s hazard assessments 
4) Review the employer’s worksite inspections documentation

1) Process to select the HSR 
The Health and Safety Representative is to be worker level (not manager or supervisor).
a) The HSR should be appointed (voted in) by fellow workers
b) If there are union workers, the union constitution should be considered

2) Term of office for the HSR
Term of office for the HSR will follow these guidelines:
a) Normally not less than one year
b) May be longer than one year until a successor is selected or appointed
c) Determined as per the union’s agreement
d) If there are multiple unions, determined via an agreement amongst all the unions

3) Frequency for regular HSR meetings and meeting records management
The HSR will meet with an employer representative at the following frequency: ________________ and the meetings will take place at ________________. 
All records (i.e., meeting minutes or recommendations) will be filed ________________.
Meeting minutes will be posted prominently in the ________________.


4) Processes for conducting meetings, and forwarding health and safety concerns to the attention of the employer
Meeting agendas and minutes will adhere to the guidelines below.
a) Agendas and minutes will follow the approved templates 
b) Agenda will be prepared by the HSR and distributed to attendees prior to the meeting
c) The HSR must ensure meeting minutes are recorded
d) The HSR must ensure copies of the approved meeting minutes are posted or provided by electronic means 
Recommendations to the employer will follow the requirements stated below. 
a) Written using the approved template
b) Directly related to health and safety 
c) Reasonable
d) Clear and complete (ensure employer will not need more information)

5) Replacing the HSR
The procedure for replacing the HSR is specified below. If there is a union at the work site, the HSR will be replaced as per the union’s constitution.
a) Announce the departure of the leaving HSR to the employer representatives
b) Determine the demographic represented by the HSR
c) Announce the departure to the work site 
d) Hold an election to replace the HSR (ensuring the appropriate demographic votes)
e) Announce the new member to the employer representatives and the work site
f) Amend any documentation to reflect the change
If there is a union, the union’s constitution will indicate how the HSR is to be replaced.

6) Dispute resolution process for when the HSR cannot agree with the employer on a recommendation
When the HSR is unable to reach an agreement regarding a health and safety matter, the HSR will ______________________________. 
This may include having the HSR contact OHS or a third-party consultant.

7) HSR not fulfilling their duties
When the HSR is not fulfilling their duties, the employer will ______________________________. 


Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.

[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete this instruction page when finished.


HSC/HSR Terms of Reference
A Terms of Reference document provides guidance on how an HSC/HSR will function. Each HSC/HSR must establish its own Terms of Reference under OHS Code s.197.

Components
1. Process to select co-chairs
2. Process for selecting member
3. Establish a term of office for members
4. Outline meeting frequency and how meeting minutes will be maintained
5. Process for conducting meetings and the forwarding of concerns
6. Process for replacing members during their term
7. Process for dispute resolution
8. Process for addressing members not fulfilling their duties

For more information:
ACSA Health and Safety Committees and Representatives course guide
Module 5 in ACSA Principles of Health and Safety Management course guide
Module 3 in ACSA Principles of Health and Safety Management for SECOR course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035


ACSA 2023 Audit instrument Element 3
ACSA 2023 SECOR Evaluation Element 3
(Download the current versions from youracsa.ca)
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