Health PEI Occupational Health and Safety (OH&S) Committees
Terms of Reference

Site:

Meeting frequency and time:

Date revised:

Purpose
Health PEI’s site-specific OH&S Committees are a group of multi-disciplinary employees and managers who work together to address workplace health and safety issues.  These standing committees function to identify, manage, educate, and raise awareness about workplace hazards to ensure the physical and mental well-being of its workers.
Scope

The role of each site’s OH&S Committee is to facilitate communication between employees and management on health and safety issues so that solutions can be developed together.  This is a consultant role within the organization with the Committee’s concerns, issues, or recommendations being brought to management.  Management is required to respond to the Committee within thirty (30) days of receiving written correspondence.  
Committee Membership and Composition
Representatives:

· Each Committee will be made up of at least 50% employee representatives who do not have any managerial responsibilities and who are selected by their union.  Management representatives appointed by the employer will comprise the remainder of the Committee.  
Alternates:

· Employee and management representatives must have an alternate who will attend meetings in their absence.  It is the member’s responsibility to notify their alternate when they are unable to attend a meeting. 
Length of Membership:
· Committee Members shall serve a minimum of two (2) years. If possible and to ensure continuity, only one (1) union employee representative and one (1) employer representative will be replaced in any one year.

Officers: 

· The officers shall consist of a chair and a vice chair or two (2) co-chairs, one of which will be a unionized employee representative and the other which will be a management representative.  They are responsible for preparing the meeting agenda and maintaining Committee records.  They shall be selected for a 2-year period.  

· A secretary will also be chosen amongst the members to record and distribute meeting minutes.  

Resources to the Committee:
· The OH&S Officer (Safety and Compliance) will act as a resources to all Health PEI OH&S Committees.

· Other possible resources to the Committee include, but are not limited to:  Employee Health Nurse, Infection Prevention and Control Nurse, and Musculoskeletal Injury Prevention Coordinator.
Committee Responsibilities
The Committee shall fulfill the following responsibilities:
1. Receive and address employee’s occupational health and safety concerns (see Appendix A – Submitting an Occupational Health and Safety Concern).

2. Review workplace incidents and injuries and make preventative recommendations as necessary.

3. Monitor and manage hazards within the workplace by conducting a minimum annual inspection of all areas of the work site, making recommendations and ensuring action is taken.

4. Promote and share programs that educate employees, managers, and Committee members in health and safety topics.

5. Participate in the development of policies and procedures that will enhance health and safety within the facility.

6. Consult with professional and technical experts as necessary.

7. Assist with the evaluation of the effectiveness of the site’s occupational health and safety program.  

8. Post approved meeting minutes on the site’s OH&S bulletin board.

Meetings

Frequency:

· Each site’s Committee is required to meet on a monthly basis, unless granted an exception by the OH&S Division of the Worker’s Compensation Board.  
· Unscheduled meetings may also be called at the discretion of the Chair(s).

Quorum:

· For the purpose of these committees, quorum is defined as the majority of committee members in attendance, at least half of which must be union representatives.  A meeting should still take place if quorum is not met, but the committee will not have the ability to make recommendations to the SMG.

Confidentiality

All health and safety issues discussed at the Committee will be outlined in the minutes.  All concerns will be discussed, but to maintain confidentiality, no names will be attached to the issues in the minutes. The verbal discussion that denotes confidential information will remain among Committee members.        
Annuity


· As per the PEI OH&S Act 26:4:  “A worker who is a representative is entitled to take the necessary time off from work to attend meetings of the committee, to take training prescribed by the regulations and to carry out the worker’s functions as a representative.”

· As per PEI OH&S Act 26:5:  “The time off from work referred to in subsection (4) shall be deemed to be work time for which the worker is entitled to the worker’s usual salary and benefits, without change.”

Amendments 

The terms of reference will be reviewed every two (2) years.
