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Terms of Reference / Rules of Procedure

For

 (insert Site/Facility name)

Workplace Safety and Health Committee

Prepared by: 

Date:

Date Revised: 

Approved by: Committee members at the Committee Meeting Held on: 

Signatures: 

Co-chair, Management Representative: _______________________ Signed: __________ 

Co-chair, Employee Representative: _________________________ Signed: ___________
Terms of Reference/Rules of Procedure describe the purpose, structure and rules of a committee who have agreed to work together to accomplish a shared goal. The terms of reference sets out a road map by stating what needs to be achieved, by whom and when.
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Jurisdiction or area of scope:

· The (insert site/facility name) Safety and Health Committee represents the (insert site/facility/area name). 
· Members ensure that safety and health activities are being carried out by monitoring their area of responsibility.
· The committee members will re-direct safety and health matters to the appropriate committee for concerns that are not under its jurisdiction (applies to Health Sciences Centre and Community Health Services). 

· The operation of the Committee shall be in compliance with all applicable Manitoba legislation under the Workplace Safety and Health Act and Regulations and the WRHA OESH Operational Procedure – Workplace Safety and Health Committees.

Role of the Committee:

To be successful, the committee must operate in an atmosphere of co-operation and be effective in promoting and monitoring an effective safety and health program.  While the employer is ultimately responsible for the overall program, the committee’s role is to advise and assist, not assume managerial functions.  The committee cannot assume any of the legal obligations, duties, or responsibilities of the Winnipeg Regional Health Authority, (insert site/facility name), or the employees.  The committee is not expected to be a safety officer or enforce safety and health rules.   Maintaining compliance and adequate levels of safety and health at work is the responsibility of Winnipeg Regional Health Authority, (insert site/facility name) management.  However, the committee can inform the employer about general problems with any worker, regardless of position, compliance and recommend corrective action.

Training Requirements: 

· Committee members shall participate in training to fulfill his or her duties as a representative.

· Committee members must be trained to competently fulfill their duties as committee members.

· Committee members must be trained on the WRHA OESH Operational Procedures in order to competently fulfill their duties as committee members.  Specifically,

· Operational Procedure – Injury/Near Miss Reporting and Investigation

· Operational Procedure – Right to Refuse Dangerous Work

· Operational Procedure – Workplace Inspections

· Operational Procedure - Report & Resolution of Safety Concerns

· Committee members will be provided with educational leave for a period of two normal working days for purposes of attending workplace safety and health training seminars, programs or courses of instruction to assist them in performing their duties and responsibilities as required by legislation.  Note:  as mentioned above, committee members must be trained to competently fulfill their duties.   .  A committee may request additional training to fulfill this requirement.   Each committee should draft an annual training plan for their members based on the committee’s specific needs and issues that they deal with on a regular basis
Duties of the S&H Committee: 

1. The receipt, consideration, and disposition of concerns and complaints respecting the safety and health of workers as outlined in the WRHA Report and Resolution of Safety Concerns Operational Procedure.
2. Participation in the identification of risks to the safety and health of workers or other persons, arising out of or in connection with activities in the workplace, 

3. The development and promotion of measures to protect the safety and health and welfare of persons in the workplace, and checking the effectiveness of such measures, 

4. Co-operation with the occupational health service, if such a service has been established within the workplace,

5. Co-operation with a safety and health officer exercising duties under the Act or the regulations,

6. The development of programs for education and information concerning safety and health in the workplace, 

7. The making of recommendations to the employer respecting the safety and health of workers, 

8. The inspection of the workplace at regular intervals (at least once before each regularly scheduled meeting) as per the WRHA Workplace Inspections Operational Procedure.
9. The participation in investigations of incidents that result in medical attention, lost time or had the potential to cause a serious incident as outlined the WRHA Operational Procedure – Injury/Near Miss Reporting.

10. The investigation of serious incidents as defined in the WRHA Operational Procedure – Injury/Near Miss Reporting.

11. The review of statistical information, investigations and/or reports related to injuries, near misses and dangerous occurrences at the workplace.  
12. The maintenance of records in connection with the receipt and disposition of concerns and complaints and the attendance to other matters relating to the duties of the committee.
13. The resolution of refusals of dangerous work as outlined in the WRHA Operational Procedure – Right to Refuse Dangerous Work.  

14. Such other duties as may be specified in the WSH Act or prescribed by regulation.

Composition:

Member Selection: 

· The worker representatives will be elected to the committee.  The election will be based on the collective agreement(s) involved.  If no such union exists, the worker members will be elected by the workers they represent.

· The employer representatives will be selected by (insert information specific to site - what level job position – Director, VP). 

· The Workplace Safety & Health Committee shall ensure the following is posted on the safety bulletin board located (identify location within site)
·  the member names, contact location and

· the date that each member’s terms of office expires
Number of members:

· The committee will consist of a total of (______) committee members. Workers are represented by (_____) members and the employer represented by (______) members.   

· The list of committee members, occupation/position, is listed in Appendix A.  

· The number of members representing each union is determined in consultation with union representatives using the Committee Structure Form. Appendix B

Quorum:

· The quorum for committee meetings shall consist of one-half of the non-management members and one-half of management members

· Quorum must be met for the meeting to be considered a ‘regular’ meeting under the WSH regulations. 

· It is recommended that if quorum cannot be met the meeting not be cancelled since the attending members are prepared to share information.  A regular meeting must be scheduled as soon as possible. 
Alternates (Optional):
· Note:  alternates are not to be used as a regular or permanent solution to address quorum issues or to avoid having to pay after-hour members to attend the meetings  

· To ensure the proper functioning of a committee meeting, the committee has designated workers to act as alternates to fill in for an absent member only to address an exceptional circumstance.

· The alternate must be requested and chosen by the member/worker, approved by the committee and the alternate is able to obtain sufficient knowledge to participate in the meeting.   

· The committee co-chairs will ensure that the alternates receive a copy of the committee minutes and have been informed of committee activities.
Co-Chairs:

There shall be two co-chairpersons, one to be chosen from and by worker representatives and one to be designated by Senior Management from the management representatives.

· Both co-chairpersons have the same rights and responsibilities
· Both co-chairpersons will work jointly, along with all committee members, to keep all workers informed of the committee’s activities
The co-chairpersons will:

· Alternate chairing/guiding the meetings;

· Ensure all discussion items end with a decision, action or definite outcome;
· Accompany the Workplace Safety & Health Officers during any inspection or investigation.  They shall discuss his/her report with him/her and sign the report indicating that they have read it. 

· Participate with the OESH Safety Co-ordinator in the investigation of serious incidents.

The management co-chairperson shall be responsible for maintaining a file of minutes of committee meetings and to also ensure that minutes are distributed as follows:

· One copy on file  

· One copy to each member of the Committee  

· One copy to be posted on the Safety and Health Bulletin Board  

· One copy to be sent by email, fax or mail to the Workplace  Safety and Health Division  

· One copy to the OESH Safety Coordinator responsible for the facility/site/program.
Minute Taker:

The role of the minute taker is to:

· Prepare agendas and issuing notices for meetings, and ensuring all necessary documents requiring discussion or comment are attached to the agenda.

· Distribute the agenda one week prior to the meeting.
· Take notes of proceedings and prepare minutes of meeting.

· Provide the minutes to the Safety Committee distribution list one week after the meeting and make available to all staff by posting on the Safety Communication Board.
· Maintain the distribution list which includes all committee members, OESH Safety Coordinator, and the Workplace Safety & Health Branch.

Resource/Guests:

· Resource/Guests are not members of the Committee and are not voting members.  Their purpose is to offer their knowledge of issues to the Committee.

· Standing Resource are Safety and Health Coordinators from WRHA Occupational Environmental Safety & Health (see below)

· “Ad-hoc” resource staff as deemed appropriate by the Committee for the effective understanding and resolution of issues may include but not limited to representatives from Radiation Safety, Laser Safety, Fire Safety, Facilities Management, Infection Prevention and Control and Disaster Management.
· Guests may be invited to attend by a member with the agreement of the co-chairs.
Resources - Occupational and Environmental Safety & Health:

· OESH Safety and Health Coordinators will attend regularly scheduled meetings to provide guidance and training. 

· Provide safety committee members training on their duties and responsibilities. 

· Assist the committee in fulfilling its responsibilities.
Terms of office:

Committee members are expected to serve for a two-year term (or set out by the union constitution). 

· Members will continue to hold office until reappointed or re-elected, or until a replacement is appointed or elected.

· To reduce the loss of expertise and experience of departing members and to mentor and develop incoming members, only one-half of the committee member positions will be open to election on an annual basis. 

Meetings:  All members (and alternates during the meeting) of the Committee will have equal status during discussions. 
Frequency of meetings:

· There will be a minimum of (____) regular scheduled meetings per year.   (For your specific committee OESH recommends that you meet  (___) times per year).

· Meetings will be (__) hours in length.  OESH recommends holding full day meetings.  This makes it easier for backfilling positions and for direct care staff to attend.  It also allows time for conducting inspections, discussion, training, presentations, etc.

· The committee co-chairpersons may call additional and special meetings.

· The committee co-chairpersons schedule dates and locations of committee meets and will posted on the bulletin board  located at(___).
Special meetings:

· A co-chair of the committee may call a special meeting to deal with matters of urgent concern (including but not limited to), serious incidents, accidents, dangerous occurrences, or matters believed to be a serious risk to the safety or health of a worker or other persons. 

· Special meetings are not considered a replacement in lieu of a regular meeting. 

· Co-chairs or their designates may attempt to contact members by any reasonable method. 

· There is no time requirement for notice of the meeting. 

· There is no requirement for an agenda. 

Agendas: 

· The committee co-chairpersons will prepare the meeting agenda. 

· They will develop the agenda together OR the co-chair hosting the meeting will develop the agenda. 

· The agenda will be delivered to each committee member at least three days prior to the meeting date. 

· Agendas will be brief outlines of the items to be discussed but with enough detail so all committee members will be prepared for the meeting. 

· The agenda for each meeting will be posted on the bulletin board.

Decision making process:

          Decisions/recommendations will be by committee consensus.

Minutes:
· The previous meeting's minutes, and any amendments shall be accepted by committee members as a true and accurate record at the commencement of the next meeting. 
· Minutes will be recorded during the meeting by (state the job or committee position: for example – the  minute taker)  

· At the closure of the meeting, the recommendations and action to be taken will be stated to the members to ensure agreement and understanding. 

· The two co-chairpersons will review the minutes, discuss any changes needed with each other, and then sign an approved copy.

Recommendations:

· Develop written recommendations for management to address safety concerns that cannot be resolved at the committee level. 

· Recommendations will be developed during a regular or special committee meeting and includes with the committee meeting minutes.   

· The recommendation(s) will include: 

· The date the recommendation was submitted. 

· The names and positions the recommendation(s) were submitted to. 

· The co-chairs names including signatures. 

· A brief description of the item / or concern that the recommendation(s) is being made for. 

· Background (Reasons for the recommendation). 
· Estimated timelines for action.
· How the recommendations (and actions) will be followed-up on to, ensure effectiveness. 

· The committee co-chairs are required to follow-up on the 30-day timeline and report the employer’s response to the committee members as soon as reasonably practicable and to post the employer’s response on the safety and health bulletin board. 

Appendices:

Appendix A:  Workplace Safety and Health Committee Profile

Appendix B:  Committee Structure Form

Appendix C:  Sample Agenda

Appendix D:  Minutes Form
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