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Introduction and Information
This guide and attached template are designed to offer information and guidance in developing a Rules of Procedure (Terms of Reference) document for use in Joint Health and Safety Committees in the motion picture, television, performing arts and live events workplaces in British Columbia.  As with any template, the information must be reviewed before being used and can be changed accordingly.
The Workers Compensation Act requires employers to establish a joint health and safety committee (JHSC) in any workplace that regularly employs 20 or more workers (full and part time). WorkSafeBC may also require other workplaces to establish a joint committee
The JHSC:
· Plays a key role in overall health and safety in the workplace
· Can assist the employer with reducing workplace injury and disease
Any workplace regularly employing more than 9 and less than 20 workers, requires a worker health and safety representative. Where practicable, worker health and safety representatives have the same duties and functions as a joint committee
Proper function of the JHSC can only be carried out where the representatives of the employer and workers are committed to their responsibilities
Employer Responsibilities
The employer must provide the joint committee with the equipment, premises and clerical personnel necessary for the carrying out of its duties and functions
On request of the joint committee, the employer must provide the committee with the following information:
The identification of known or reasonably foreseeable health or safety hazards to which workers at the workplace are likely to be exposed
Health and safety experience and work practices and standards in similar or other industries of which the employer has knowledge
Orders, penalties and prosecutions under this Part or the regulations relating to health and safety at the workplace
Any other matter prescribed by regulation
At each workplace where workers of an employer are regularly employed, the employer must post and keep posted the names and work locations of the joint committee members. Some examples of how this can be done include:
Listing JHSC Members names and departments/work locations on call sheets
Posting headshots with JHSC Members names and departments/work areas on safety boards

Selection of Committee Members 
The Joint Health and Safety Committee shall consist of a minimum of 4 members with at least 50% being worker representatives
The committee will comprise of two Co-Chairs (one selected by employer representatives and one selected by worker representatives), employer and worker representatives, and alternate members
Worker Representatives 
If the workers are represented by one or more unions, the worker representatives are to be selected according to the procedures established or agreed on by the union or unions;
The worker representatives must be elected by the workers who do not exercise managerial functions
If none of the workers are represented by a union, the worker representatives are to be elected by secret ballot;
If some of the workers are represented by one or more unions and some workers are not represented by a union, the worker representatives are to be selected in accordance with paragraphs as above. In proportion to their relative numbers and relative risks to health and safety
If the workers do not make their own selection after being given the opportunity as above, the employer must seek out and assign persons to act as worker representatives
Note: If a person has a supervisory role, such as a department head or assistant,
They cannot perform the duties of a worker representative
Anyone who exercises managerial functions cannot be a worker representative as this could be an intimidating presence in the JOHSC meetings
Cannot necessarily be a guest to the meetings (see ‘Guests’ below)
Persons with supervisory roles may include but are not limited to Production Managers, Unit Managers, and Producers
The employer, union or a worker at a workplace may request the board’s assistance with implementing the requirements in the workplace
Employer Representatives 
In selecting employer representatives, an employer should consider if this person:
Exercises managerial functions (e.g. supervises the work of others in the workplace or makes decisions to hire, fire, promote, demote, grant wage increases or discipline workers)
Has the authority/can be given the authority to make decisions and speak on behalf of the employer at JOHSC meetings (i.e. in relation to matters of workplace health and safety)
Has knowledge of work processes at the workplace
Has the ability to work co-operatively with others
Has familiarity with the various shifts and departments
Selection:
The Employer representatives must be selected by the employer from among persons who exercise managerial functions for the employer and, to the extent possible, who do so at the workplace where the JOHSC is established.
To the extent possible, employer representatives should exercise managerial functions at the workplace for which the committee is established.
An individual employer can act as an employer representative.
Co-Chairs 
One Co-chair must be selected by the employer representatives of the committee and the other selected by the worker representatives of the committee.
Alternate Members 
Having alternates helps to improve committee effectiveness.
Alternate members can attend meetings (to achieve quorum) or conduct committee business when regular members are not available.
The right to be present for an inspection or investigation, can only be exercised by another worker who has been previously designated as an alternate.
Alternate members can be nominated and elected into the committee or voluntarily participate. Alternate members must also be trained in JHSC fundamentals.
There is no need to have an alternate for every member.
Guests
Guests may be invited to committee meetings at the request of the co-chair(s)
Guests attending committee meetings must be there for the purposes of:
Training
Making a presentation
Consultation
Taking notes/minutes
Administrative functions
Instructions for completing this template
This template is provided in an attempt to standardize Rules of Procedure (Terms of Reference) documents in the motion picture, television, performing arts and live events workplaces in British Columbia.  Each JHSC must create a Rules of Procedure document that reflects their workplace’s activities.
· Please read this template carefully.  
· As with any template, the information on the following pages must be reviewed and updated before being used and can be changed accordingly.
· Replace all highlighted text with the information as it relates to your production’s or organization’s joint health and safety committee.
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1. Name of Committee 
The committee shall be known as the >(PRODUCTION/ORGANIZATION)< Joint Health and Safety Committee.
2. Constituency and Composition of the Committee
a. The committee shall consist of >(ENTER NUMBER)< members and >(two)< alternate members.
b. One worker representative will be elected from each of the following unions:
>(Union A)< as per its selection criteria
>(Union B)< as per its selection criteria
>(Union C)< as per its selection criteria
c. Non-Union workers (if applicable)
d. One employer representative will be appointed from each of the following >(Locations/Areas/Sites/Sets)<:
i. >(Location A)<
ii. >(Location B)<
e. One alternate worker representative will be selected from all union and non-union workers
f. One alternate employer representative will be selected from all employer areas
g. Co-chairs: The committee will elect co-chairs from its membership:
h. The worker representatives shall select a co-chair
i. The employer representatives shall select a co chair
j. New or additional members can be added to the committee as the production evolves (e.g. from prep through to physical production)
3. Members:
a. Worker representatives >(Enter Number Here)<:
i. >(Name)<
ii. >(Name)<
b. Employer representatives >(Enter Number Here)<:
i. >(Name)<
ii. >(Name)<
c. The committee have elected co-chairs from its members:
i. The worker representatives co-chair: >(Name)<
ii. The employer representatives co-chair: >(Name)<
d. The >(Enter Number Here)< alternate members:
i. The alternate worker representative(s): >(Name)<
ii. The alternate employer representative(s): >(Name)<

4. Purpose of the Committee 
This joint committee is required by the Workers Compensation Act (WCA) and is made up of worker and employer representatives consulting in a cooperative spirit to identify and resolve occupational health and safety problems. This is in support of a planned occupational health and safety program in the place(s) of employment.
5. Duties and Functions of the Committee  
The duties and functions of the committee are to:
a. Identify situations that may be unhealthy or unsafe for workers and advise on effective systems for responding to those situations
b. Consider and expeditiously deal with complaints relating to the occupational health and safety of workers
c. Consult with workers and the employer on issues related to the occupational health and safety and the occupational environment
d. Make recommendations to the employer and the workers for the improvement of the occupational health and safety and occupational environment of workers
e. Make recommendations to the employer on educational programs promoting the health and safety of workers and compliance with the WCA and regulations and to monitor their effectiveness
f. Advise the employer on programs and policies required under the regulations for the workplaces and to monitor their effectiveness
g. Advise the employer on proposed changes to the workplaces, including significant proposed changes to equipment and machinery, or the work processes that may affect the health or safety of workers
h. Ensure that accident investigations and regular inspections are carried out as required by the WCA and regulations
i. Participate in inspections, investigations and inquiries as required by the WCA and regulations
j. Carry out any other duties and functions prescribed by the regulation
k. Promote safe work practices, assist in creating a safe and healthy workplace and promote compliance with WorkSafeBC OH&S Regulation
6. Records and Reports
Under the mandate of this joint committee, the employer will make the following records and reports available to the committee upon request:
a. Incident investigations reports and close calls reports
b. Corrective action reports
c. Inspection reports
d. Equipment and machinery inspections and manufacturer's specifications
e. Health and safety training records
f. Health and safety program, policies and procedures
g. First aid and time-loss injury statistics
h. Note: The employer will also consider the requests made for documentation which may not be specified above.
7. Meetings
Frequency 
a. The employer will supply the required resources to facilitate the JOHS meetings. This includes a note­taker to document the meeting minutes.
b. The committee shall meet on a monthly basis on unless otherwise specified
c. The committee will meet >(Eg. Every 2nd Tuesday every month)<
d. Special meetings, when required, will be held at the call of the co-chairs
e. The committee co-chairs are responsible for securing meeting rooms, coordinating with administrative staff and any other logistical issues that may impact the meeting
f. Meetings are to be scheduled for >(E.g. 60 minutes)<
g. The committee will add procedures it considers necessary for the meetings
h. A quorum shall consist of a majority of members <(four members)>. If quorum is not met, the co-chairs will call a special meeting
i. If the joint committee is unable to reach agreement on a matter relating to the health or safety of workers at the workplace, a co-chair of the committee may report this to the board, which may investigate the matter and attempt to resolve the matter
j. If the Board considers that a joint committee is unable to reach agreement on a matter relating to the health or safety of workers at the workplace, the board, on its own initiative, may investigate the matter and attempt to resolve the matter
8. Role of the Co-Chairs
The co-chairs shall:
a. Control the meetings
b. Ensure the committee maintains an unbiased viewpoint
c. Review previous meeting reports and material prior to the meetings
d. Prepare the meeting agenda and ensure members are informed of upcoming meetings
e. Keep meeting discussions on track
f. Review meeting reports
g. Forward a copy of meeting reports to the employer for distribution
h. Communicate on behalf of the committee:
i. Prepare recommendation(s) and forward to the employer for a response
j. Prepare all correspondence
k. Provide meeting minutes to the employer
l. Conduct or provide input on the annual evaluation of the joint committee
m. Coach and advise committee members
n. Determine the process for alternating the co-chair
o. Identify employer representatives and worker representatives to participate in incident investigations
9. Role of the Members
The members shall:
a. Be selected in accordance with section 128 of the BC Workers Compensation Act
b. Actively participate
c. Come prepared and on time for meetings
d. Maintain confidentiality
10. Agendas and Meeting Minutes
a. The agenda will be set by the co-chairs.  Suggestions or additions for inclusion in the agenda can be made through their respective representative.
b. The agenda and any other required documentation will be prepared by the co-chairs and distributed to committee members before to the meeting. Whenever possible, the agenda should be emailed five days in advance of the meeting
c. A report of the meeting will be prepared as soon as possible after the meeting and will be made available to the employer, JOHS committee members, workers, any applicable unions and if requested, WorkSafeBC
d. A copy of the report of each meeting will be posted promptly in a place readily accessible to workers for whom this committee is responsible.
e. In this work location:
>(Location A)<, the meeting minutes will be posted on the >(E.g. safety board)<
>(Location B)<, the meeting minutes will be posted on the >(E.g. safety board)<
Suggested locations may include but are not limited to the Production Office, On Location, Sound Stages, Breakrooms, Backstage Areas, Construction Shops and lockups.
An electronic version of the minutes can also be located >(E.g. of online location)< under the heading >(E.g. JOHSC Minutes)<
11. Terms of Office
a. Committee members will sit on the committee for >(duration of production or specify time)<
b. If a member of the committee chosen by the workers is unable to complete the term of office, the workers will choose another member as per member selection procedures.
c. If a member of the committee appointed by the employer is unable to complete the term of office, the employer will appoint another member
d. All members will arrange to have an alternate member to attend meetings in their place, when they are unable to attend
e. Co-chairs will serve in their capacity for >(duration of production or specify time)<
12. Participation in Investigations
a. When an investigation is required, the committee co-chairs will identify a worker representative from the committee to participate in the investigation and ensure they are trained on the subject/work process or find a subject matter expert who will participate in the investigation.
b. If a suitable committee member is not available, the co-chairs will identify another worker to participate in the investigation
13. Participation in Work Refusals
When the committee is required to participate in the work refusal process, the worker co­chair will participate
If the worker co-chair is not available, the worker co-chair will identify another worker representative to participate
14. Recommendations to the Employer
a. Recommendations to the employer must be:
i. Directly related to health and safety
ii. Doable (reasonable expectation of being done)
b. Informal recommendations that can be actioned by the employer co-chair will be documented in the meeting minutes
c. Formal written recommendations will be sent to the employer via >(E.g. email)<
d. The employer is required to respond to committee formal recommendations in writing within 21 days
e. The employer may accept the committee’s recommendation or give reasons for not accepting the recommendation
f. If the employer rejects the recommendation, the committee should review the reasons and determine whether a revised recommendation is appropriate
g. If the committee is not satisfied with the employer’s response, a co-chair of the committee can report the matter to WorkSafeBC, which may investigate it.
h. The results of recommendations should be communicated in writing to workers, along with any necessary explanations
15. Decision Making Model
This committee will make decisions based on consensus. If the committee is unable to reach agreement on a matter relating to the health or safety of workers at the workplace, a special meeting will be called to address the matter. If the issue is still unresolved, the co-chairs of the committee will report this to WorkSafeBC for assistance in investigating and resolving the matter.
16. Training and Education
All new members appointed will take part in an introductory joint committee course. The co-chairs will assist new members in selecting the appropriate training course. The employer co-chair will ensure that the training includes information about:
The duties and functions of a joint committee 
The terms of reference of the joint committee 
[bookmark: _Hlk4675354]The legislative requirements regarding investigations 
The legislative requirements regarding inspections 
The legislative requirements regarding refusal of unsafe work 
The legislative requirements regarding the evaluation of joint committees 
Every member of the joint committee is also entitled to eight hours of paid annual education leave. >(For this committee, individual members can request their entitlement training during regular meetings.)< 
Individual members must provide the following information about the training program or seminar selected:
Length of the program
Topic and learning outcomes (if applicable)
Fees
Rationale for selection
If the committee agrees with the member, the request will be forwarded to the employer. If the committee does not agree with the training selected, the co-chairs will hold a special meeting with the member to assist in identifying a training program or seminar that supports the duties and functions of this committee
17. Evaluating the JHSC
The evaluation is to determine if the JOHSC is compliant with the BC WCA and OHSR
The employer must ensure that a written evaluation of the JOHSC is done annually or at the end of the production cycle.
This can be completed by the Co-Chairs, a member designated by the Co-Chair, the employer, or a person trained by the employer
The evaluation must go over all points described in the BC OHSR 3.26(3)
The evaluation checklist can be found on WorkSafeBC’s website at https://www.worksafebc.com/en/resources/health-safety/checklist/jhsc-evaluation-tool?lang=en
18. Amendments
These terms of reference may be amended by a majority vote of the committee members
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