Insert Company Logo Here

	Insert Company Name Health and Safety Representative Checklist 

	Number of Employees:

	Average number of regularly employed workers 
(Consider different shifts, departments, and contractors):

	Item
	Target Date
	Assigned To
	Completed

	HSR Requirements
· Total number of employees
· Degree of hazard at the work site
· Number of unions, worker groups, departments
· Shifts (day and night)

Considerations
· Total number of employees
· Degree of hazard at the work site
· Number of unions, worker groups, departments
· Shifts (day and night)
	
	
	

	Terms of Reference
· Process for Selecting the HSR
· Term of office for the HSR
· Meeting frequency
· Record keeping
· Process for conducting meetings
· Process for communicating concerns to employer
· Process for addressing non-fulfillment of duties
· Replacing an HSR
· Dispute Resolution
	
	
	

	Contact Information Posted
· Locations
· Name
· Email/Phone number
	
	
	

	First Meeting Set-Up
· Date
· Time
· Location
	
	
	

	Agenda Items
· Education and Training
· Review sample agenda and meeting report (are revisions required?)
	
	
	





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.




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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