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Appendix H. New HSR Welcome Letter Template

HEALTH AND SAFETY REPRESENTATIVE WELCOME LETTER
Date

Newly Elected HSR Name
Work Group Name
Address

Dear Newly Elected HSR Name 

Congratulations on your successful nomination/election as the Health and Safety Representative for the XXX Work Group. You have a pivotal role in assisting to keep your workplace safe, to represent the workers in your work group; to raise safety matters at the Health and Safety Committees for your Work Group and to be involved in the Agreed WHS Issue Resolution Process.

Next Steps
The particulars of your election and your details are required by Comcare as a part of this process.  

The Safety and Wellbeing will forward your details to Comcare on your behalf and also add your details to the S &W mailing list to ensure you receive information on Health, Safety and Wellbeing activities, hazard alerts and other information.

Further information
For your information, the following links are provided to assist you in your role. Additional information is also available from your local WHS contacts.

	Information and Resources for Health & Safety Representatives.
	https://www.comcare.gov.au/preventing/governance/health_and_safety_representatives_hsrs/information_for_healthy_and_safety_representatives 

	The Comcare website - Health and Safety Representative's Portal
	https://www.comcare.gov.au/preventing/governance/health_and_safety_representatives_hsrs 

	WHS Web Page
WHSMS Handbook
	https://services.anu.edu.au/human-resources/health-safety 
https://services.anu.edu.au/human-resources/health-safety/whs-management-system-handbook 

	HSR Training and other Training options
Comcare Approved HSR Training
As an elected health and safety representative, you are entitled to 5 days in the first year, 1 day thereafter annually without loss of income, to attend approved training courses. This makes a total of 7 days covering your three-year term of office.  Should you wish to attend training, please consult with your Manager/Supervisor to arrange a mutually convenient time and request the School/Division Director to cover the cost of training – They must approve the cost.
Other Training
As a HSR, if you are a member of the WHS Committee, you must attend the WHS Committee Member Training
	
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 



	

https://services.anu.edu.au/training/whs-committee-member-training-whhr29

	
	



Kind regards,

[Insert signature of Deputy Chief People Officer, S&W,  or the Returning Officer]
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