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Appendix F.1 Standard Email for Notification of HSR Nomination
This email template is to be used by Senior WHS Consultant: Systems and Audit as the Returning Officer for HSR Nomination and Election or Safety and Wellbeing Consultants should the Senior WHS Consultant: Systems and Audit is not physically available.
----------------------------------------------------------------------------------------------------------------------------------------------------------------
Dear workers in XXX Work Group
I wish to advise that the Health and Safety Representative (HSR) positions for XXX Work Group are open for nominations as [detail the circumstances why it is open]. I’d like to take this opportunity to thank [Enter previous HSR name here] for the contributions made to WHS during their term of office.
All members of the workgroup, including current/past HSRs, are eligible to nominate for election.
Please find attached:
1. A nomination form for completion if you are interested in nominating yourself or another staff member for the position of Health and Safety Representative for your workgroup; and
1. A link to information on the Comcare website, on the Function and Rights of a Health and Safety Representative, should you be successful in the role.

CLOSING DATE FOR NOMINATIONS
Please note that calls for nominations close as at COB on Enter date here – 3 weeks from the date of the email to, Returning Officer via email 
If there is more nomination than the vacant HSR positions, an election will be held by Enter date here – 2 weeks from the closing date of HSR Nominations (via confidential online ballot).
· In the event that only the number of nomination received is the same as the vacant HSR positions, those persons are considered to have been elected unopposed for a three-year term.
· If there are no nominations the positions will remain vacant.
  
Should you require any further information at this point, please do not hesitate to contact:
 (Senior WHS Consultant: Systems and Audit)
 (Manager, WHS)
XXXXX (WHS Officer or equivalent)
XXXXX (Local WHS Committee Chair)
Regards
Attachments
· HSR Nomination Form;
· Appendix G of Chapter 3.20 - HSR Functions and Rights as pdf

Appendix F.2 Standard Email for Notification of HSR Election
This email template is to be used by Senior WHS Consultant: Systems and Audit as the Returning Officer for HSR Nomination and Election or S &W  Consultants should the Senior WHS Consultant: Systems and Audit is not physically available.
----------------------------------------------------------------------------------------------------------------------------------------------------------------
Dear workers in XXX Work Group
I wish to advise that the nomination of Health and Safety Representative (HSR) positions for XXX Work Group has closed on Enter date here. 
[Enter number of] nominations are received, exceeding the vacant HSR positions for your work group and therefore, an election via confidential online balloting will be held on Enter date here – 2 weeks from the closing date of HSR Nominations between 8 am to 5 pm. The link to the confidential online balloting system is: Enter link here.
All members of the workgroup, including current/past HSRs, are eligible to vote in the election and are encouraged to vote for the HSRs to represent you on Health and Safety matters.
OUTCOME OF THE ELECTION  
All members of the workgroup will be notified the outcome of the election by Enter date here – 1 week from the closing date of HSR Nominations.

Should you require any further information at this point, please do not hesitate to contact:
 Senior WHS Consultant: Systems and Audit
Senior WHS Manager, Safety and Wellbeing
XXXXX (WHS Officer or equivalent)
XXXXX (Local WHS Committee Chair)
Regards,




Appendix F.3 Standard Email for Notification to Elected HSR

This email template is to be used by Senior WHS Consultant: Systems and Audit as the Returning Officer for HSR Nomination and Election or S& W Consultants should the Senior WHS Consultant: Systems and Audit is not physically available.

----------------------------------------------------------------------------------------------------------------------------------------------------------------
Dear Name of the Elected HSR
Thank you for your nomination for Health and Safety Representative (HSR) for XXX Work Group. 
I have attached a welcome letter and information about HSR functions and rights. As indicated in the welcome letter, you are entitled to attend HSR Training at the normal pay of your job and at the cost of the School/Division where you work. 
If you decide to attend the training, please request with the School/Service Division Director. Your supervisor must allow time for you to attend the training. 
Please refer to additional information on the Comcare website for further details 
https://www.comcare.gov.au/preventing/governance/health_and_safety_representatives_hsrs/information_for_healthy_and_safety_representatives/approved_hsr_training_courses_and_training_providers 
Further information on HSR, WHS Committees and Consultation at the University can be found in WHSMS Handbook Chapter 3.20 WHS Committees and Representatives.
(Please note that as part of the election process, a notification of your election to the role, will be sent to your work group in a separate email.
If you wish to discuss anything about your role as HSR you may contact:
XXXXX (WHS Officer or equivalent);
XXXXX (Local WHS Committee Chair);
XXXXX (Manager, WHS); or
XXXXX (Senior WHS Consultant: Systems and Audit)
Kind regards

Attachments
· Appendix G of Chapter 3.20 - HSR Functions and Rights as pdf
· Appendix H of Chapter 3.20 – HSR Welcome Letter 




Appendix F.4 Standard Email for Notification of Election Outcome
This email template is to be used by Senior WHS Consultant: Systems and Audit as the Returning Officer for HSR Nomination and Election or S &W Consultants should the Senior WHS Consultant: Systems and Audit is not physically available.

----------------------------------------------------------------------------------------------------------------------------------------------------------------
Dear workers in XXX Work Group
I wish to advise that at the conclusion of the election of Health and Safety Representative (HSR) positions for XXX Work Group on Enter Election Date HERE, [Enter name of the elected HSRs] have been elected the HSR positions for your work group. 
HSRs play a vital role in representing all workers in their designated Work Group on WHS matters. Once trained, HSRs can exercise their powers under WHS Act 2011 (Cth) for the Work Group and may exercise the powers for another Work Group if requested by a worker of that Work Group. 
All members of the workgroup are encouraged to welcome the newly elected HSRs and discuss WHS matters with them as needed.
Should you require any further information at this point, please do not hesitate to contact:
XXXXX (WHS Officer or equivalent);
XXXXX (Local WHS Committee Chair);
XXXXX (Manager, WHS); or
XXXXX (Senior WHS Consultant: Systems and Audit)
Regards
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