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Representative Election Guidance


The Health and Safety Representative Election Guidance supports Designated Work Groups (DWGs) to plan and conduct the nomination and election of Health and Safety Representatives (HSRs). It should be read with the Health & Safety: Consultation, representation and committee requirements.
1. [bookmark: _Toc240456626][bookmark: _Toc240456715][bookmark: _Toc240457035]Purpose
[bookmark: _Toc240456627][bookmark: _Toc240456716]This guidance provides a suggested process for DWG members to nominate and elect an HSR or deputy HSR. DWG members determine how the election will be conducted and may agree to use a different process, including an informal process such as a show of hands or a formal ballot. If DWG members cannot agree on the process within a reasonable time, any member may ask WorkSafe Victoria to arrange for an inspector to conduct the election or appoint another person to do so.
2. [bookmark: _Toc240457036]Agree on an election and nomination procedure
[bookmark: _Toc240456628][bookmark: _Toc240456717][bookmark: _Toc240457037]2.1 Actions
Appoint an impartial returning officer from within or outside the DWG. The chair or another member of the local health and safety committee may be suitable. The returning officer conducts the nomination and election process in accordance with the procedure agreed by DWG members. A candidate must not act as returning officer. DWG members may also agree that a union conduct the election.
The returning officer sends the proposed election procedure to all DWG members and gives them an opportunity to comment or object.
If no objections are received, the returning officer calls for nominations.
[bookmark: _Toc240456629][bookmark: _Toc240456718][bookmark: _Toc240457038]2.2 Timelines
Allow two weeks for consultation on the proposed election procedure.
3. [bookmark: _Toc240456630][bookmark: _Toc240456719][bookmark: _Toc240457039]Call for nominations
[bookmark: _Toc240456720][bookmark: _Toc240457040]3.1 Actions
The returning officer prepares an electoral roll containing every employee who is a member of the DWG and entitled to vote.
The returning officer sends the call for nominations to everyone on the electoral roll. It must clearly explain how to nominate and state the closing date and time. 
Nominations received after the published closing date and time will not normally be accepted. Where exceptional circumstances arise, the returning officer may, after consulting the Designated Work Group (DWG), extend or reopen the nomination period. Any extension or reopening of nominations must be communicated to all eligible DWG members to ensure a fair and transparent election process. 
Candidates may submit an electoral statement with their nomination.
A suggested call for nominations form is provided in Appendix 1: Call for nominations.
[bookmark: _Toc240456632][bookmark: _Toc240456721]A suggested nomination form is provided in Appendix 2: Nomination form. The template uses a proposer and seconder, but DWG members may agree to another nomination method, including self-nomination, provided every eligible member has an opportunity to nominate.
Any employee who is a member of the DWG and has not been disqualified by a Magistrates’ Court from acting as an HSR may stand for election. A DWG member may nominate themselves or another eligible DWG member. Current and former HSRs may stand for re-election if they remain eligible.
[bookmark: _Toc240457041]3.2 Timelines
Allow one week for nominations.
4. [bookmark: _Toc240456633][bookmark: _Toc240456722][bookmark: _Toc240457042]Determine call for nominations outcome
[bookmark: _Toc240456723][bookmark: _Toc240457043]4.1 Actions
For a DWG with one vacant HSR or deputy HSR position:
· If no nominations are received, the returning officer consults the DWG about whether to make one or more further calls for nominations.
· If one eligible nomination is received, the nominee is declared elected as the HSR or deputy HSR of the DWG for the term agreed for the DWG, which must not exceed three years.
· If more than one nomination is received, hold an election.
For a DWG with more than one vacant HSR or deputy HSR position:
· [bookmark: _Toc240456635][bookmark: _Toc240456724]If fewer nominations are received than there are vacancies, the returning officer consults the DWG about whether to make one or more further calls for nominations.
· If the number of eligible nominations equals the number of vacancies, the nominees are declared elected as HSRs or deputy HSRs of the DWG for the term agreed for the DWG, which must not exceed three years.
· If more nominations are received than there are vacancies, hold an election.
5. [bookmark: _Toc240457044]Hold an election
[bookmark: _Toc240456636][bookmark: _Toc240456725][bookmark: _Toc240457045]5.1 Actions
The returning officer creates the ballot using Qualtrics, the University’s preferred survey platform, or another approved digital platform such as Microsoft Forms. Configure the ballot to protect voter anonymity, limit access to eligible DWG members, allow one vote per member and close automatically at the stated deadline. Do not link identifying information to ballot responses unless the DWG has agreed to a process that verifies eligibility separately.
The returning officer obtains the University email address of each DWG member and distributes the survey only to people entitled to vote.
Distribute any candidate electoral statements by email or make them available through another appropriate channel, such as an online page. A candidate may withdraw at any time by notifying the returning officer in writing.
[bookmark: _Toc240456638][bookmark: _Toc240456727][bookmark: _Toc240457047]5.3 Timelines
[bookmark: _Toc240456639][bookmark: _Toc240456728][bookmark: _Toc240457048]Allow enough time for every DWG member to receive the voting information and participate. State the closing date and time in the voting instructions.
6. Determine the election outcome
[bookmark: _Toc240456640][bookmark: _Toc240456729][bookmark: _Toc240457049]6.1 Actions
The returning officer asks each candidate whether they wish to nominate one scrutineer. A scrutineer must not be a candidate in the election.
The returning officer reviews and verifies the electronic voting results in the presence of any scrutineers by:
· [bookmark: _Toc240456641][bookmark: _Toc240456730]confirming that votes were submitted only by eligible voters and that each eligible voter voted only once;
· maintaining ballot secrecy by keeping identity verification separate from ballot responses;
· declaring invalid any vote that is not completed according to the instructions;
· counting valid votes and weighting them according to the agreed voting system; and
· recording the final tally for each candidate, the number of invalid votes and the reason each vote was rejected.
The successful candidate is determined using the voting method agreed by DWG members before voting begins. For a simple majority election, the candidate who receives the most valid votes is declared elected for the term agreed for the DWG, which must not exceed three years. The agreed procedure should also state how a tied result will be resolved.
7. [bookmark: _Toc240457050]Welcoming the newly elected HSR
The returning officer:
· advises the successful and unsuccessful candidates of the election outcome;
· uses the template in Appendix 5: Confirmation of election letter to welcome the new HSR;
· announces the outcome to the local health and safety committee and DWG members;
· notifies the Director, Health & Safety of the outcome, including the new HSR’s election date and contact details, by submitting the Notify HSR Outcome ServiceNow form or emailing ohs-enquiries@unimelb.edu.au; and
· keeps the election records for three years.
The Director, Health & Safety adds the HSR to the University’s register of HSRs.
An elected HSR or deputy HSR may request WorkSafe-approved initial training and refresher training. Training is not compulsory. If the statutory requirements are met, the University must allow the representative paid time off to attend an approved course and meet the prescribed course costs. The representative selects the course in consultation with the University and should give at least 14 days’ notice where practicable. Health & Safety Services can assist with training arrangements.
Election records should include:
· completed nomination forms;
· copies of correspondence with nominees and candidates;
· copies of correspondence with DWG members about the nomination and election process;
· the DWG electoral roll; and
· [bookmark: _Toc240456642][bookmark: _Toc240456731][bookmark: _Toc240456643][bookmark: _Toc240456732]the voting results and verification records.
7.1 Expiry of position
Start the election process early enough to complete it before the HSR’s term expires. As a local administrative step, the Health and Safety Business Partner should contact the HSR at least four weeks before the recorded expiry date.

An HSR’s term ends on the date agreed for the DWG, which must not exceed three years. An eligible HSR may stand for re-election. If no replacement or re-elected HSR is in office when the term ends, Health & Safety Services will update the University register to show that the position is vacant.

A restructure, relocation or other workplace change may affect whether the existing DWG arrangement still provides effective representation. Notify the local Health and Safety Business Partner so the DWG arrangement can be reviewed and, if necessary, varied through the required consultation process.

An HSR or deputy HSR should promptly notify the local OHS Management Representative and Health & Safety Services if they resign, cease employment, cease to be a member of the DWG, transfer outside the DWG or expect an extended absence that will affect representation.
8. [bookmark: _Toc240457052]References
· [bookmark: _Toc240456644][bookmark: _Toc240456733]Occupational Health and Safety Act 2004 (Vic)
· WorkSafe Victoria — Electing health and safety representatives
· WorkSafe Victoria — Health and safety representative training
· Health & Safety: Consultation representation and committee requirements
· Health and Safety Representatives and Designated Work Groups
· Health and Safety Business Partner


[bookmark: _Toc240456645][bookmark: _Toc240456734][bookmark: _Toc240457054]Appendix 1: Call for nominations
20YY Call for nominations
Election of one University employee who is a member of the <DWG name> Designated Work Group to the position of Health and Safety Representative (HSR).

A vacancy has arisen for an HSR in the <DWG name> DWG. Nominations are invited from eligible members of the DWG. The term of office will be <term, not exceeding three years>. Information about the role and powers of an HSR is available in the Health & Safety: Consultation representation and committee requirements.
To be eligible, a nominee must be an employee who is a member of the <DWG name> DWG when nominations open at <time> on <date> and must not be disqualified by a Magistrates’ Court from acting as an HSR.
Every employee who is a member of the <DWG name> DWG is entitled to participate in the agreed nomination process and, if a ballot is required, to vote.
A DWG member may nominate themselves or another eligible DWG member. Use the nomination method agreed by the DWG. If the attached nomination form is used, the nomination must be supported by a proposer and seconder who are members of the DWG and accepted by the nominee.
Nominations close on <Day Month Year> and must reach the office of the Returning Officer, <Returning Officer’s Location, The University of Melbourne, 3010> by <X:XXam/pm>. 
Late nominations: Nominations received after the closing date and time will not be accepted unless the nomination period is formally extended or reopened by the returning officer and communicated to all DWG members.
Each nomination form may be accompanied by an electoral statement from the candidate of no more than 200 words, stating why the candidate is suitable to serve as a HSR of the DWG. An electronic copy of this statement, if provided, must also be submitted to <email address@unimelb.edu.au>. 
A nomination form and these details may be downloaded from <http://webaddress.unimelb.edu.au>. Further details may be obtained from <Returning Officer name>, <email address@unimelb.edu.au>, telephone <XXXX XXXX>. 
If the number of eligible nominations exceeds the number of vacancies, an election will be held using the method agreed by DWG members. Voting information will be issued on <date> and voting will close at <time> on <date>.
Staff who cannot access the University website should contact <Returning Officer name> by email to request the nomination form and election information and discuss an accessible electronic voting arrangement.

<FULL NAME> 
Returning Officer
<Contact details>

[bookmark: _Toc240456646][bookmark: _Toc240456735][bookmark: _Toc240457055]Appendix 2: Nomination form
20YY Nomination form
Nomination form for an employee who is a member of the <DWG name> Designated Work Group to stand for election as a Health and Safety Representative (HSR) for a term of <term, not exceeding three years>.
Complete this form only if the DWG has agreed to require a proposer and seconder. Both supporters must be employees who are members of the DWG. A nominee may also stand through another nomination method agreed by the DWG, including self-nomination.
Proposer: I											
	(Print name) 					(Telephone number)
											
	(Department name) 				(Email address)
									
Seconder: and I											
	(Print name) 					(Telephone number)
											
	(Department name) 				(Email address)

Signature of PROPOSER							Date:			
Signature of SECONDER							Date:			

being employees who are members of the <DWG name> Designated Work Group, nominate the following person as a Health and Safety Representative for a term of <term, not exceeding three years>:
Nominee: 											
	(Print name) 				(Telephone number)
											
	(Designated Work Group name) 			(Email address)
CONSENT OF NOMINEE:
I consent to the above nomination 
Signature of NOMINEE							Date:			

[bookmark: _Toc240456650][bookmark: _Toc240456739][bookmark: _Toc240457059]Appendix 3: Confirmation of election letter
Election of a University employee who is a member of the <DWG name> Designated Work Group to the position of Health and Safety Representative (HSR)

<Day Month Year>
Dear <Successful candidate name>,
As Returning Officer for the election of a Health and Safety Representative (HSR) for the <DWG name> Designated Work Group, I confirm that you have been duly elected. Your term begins on <election date> and ends on <end date, consistent with the DWG agreement and not more than three years after the election date>.
Management representative
The management health and safety representative for <DWG Name> is <Management Rep Name>.
Designated work group information
A list of DWGs and elected HSRs is available on the University’s Health and Safety Representatives and Designated Work Groups page.
Training
Elected HSRs and deputy HSRs are entitled to attend WorkSafe-approved initial training and refresher training if they request it. Training is not compulsory. If the statutory requirements are met, the University must allow paid time off and pay the course fees and any other prescribed expenses. The HSR selects the course in consultation with the University and should give at least 14 days’ notice. To arrange training, contact Health & Safety Services at ohs-enquiries@unimelb.edu.au and consult your supervisor about attendance.
Meetings
The University HSRs meet regularly. These meetings are usually organised by HSR members of the University Occupational Health and Safety Committee (OHSC). Membership of the OHSC is listed at Committees.
Further information
Further information about the role and powers of HSRs is available in the Health & Safety: Consultation representation and committee requirements. Information about resolving health and safety issues is available from the University’s Health & Safety website. For advice, contact Health & Safety Services at ohs-enquiries@unimelb.edu.au.
Regards,


<FULL NAME> 
Returning Officer
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