
3.2 Roles and Responsibilities Procedure Developed Upper Management Defined

3.2 Top management is ultimately responsible for OSH and OSH MS

AGS (CANADA) shall adhere to requirements listed in ADOSH-SF - Management System
Elements, Element 1 - Roles, Responsibilities and Self-Regulation Version 4.0 – 15th July 2024.
The school implements clauses:
3.1 OSH Roles and Responsibilities Procedure(s)
(a) The Roles and Responsibilities procedure(s) of an entity implementing an OSH MS

shall, at a minimum:
(i) ensure top management is ultimately responsible for the OSHMS and OSH matters.

3.2 Consultation Procedure(s):
(d) The Committee shall be chaired by a member of top management or a person with

formal delegated authority.

Reference: ADOSH-SF - Management System Elements, Element 1 - Roles, Responsibilities
and Self-Regulation Version 4.0 – 15th July 2024.

3.3 Member of Top Management is appointed as OSH Management Responsibility

AGS (CANADA) shall adhere to requirements listed in ADOSH-SF - Management System
Elements, Element 1 - Roles, Responsibilities and Self-Regulation Version 4.0 – 15th July 2024.
The school implements clauses:
3.1 OSH Roles and Responsibilities Procedure(s)
(a) The Roles and Responsibilities procedure(s) of an entity implementing an OSH MS

shall, at a minimum:
(ii) appoint a member of top management as the ‘Occupational Safety and Health

Management Representative’ with specific responsibility and authority for ensuring that
the OSH MS is implemented and maintained, and performance reports are presented to top
management at least quarterly;
3.2 Consultation Procedure(s):

(d) The Committee shall be chaired by a member of top management or a person with
formal delegated authority.

Reference: ADOSH-SF - Management System Elements, Element 1 - Roles, Responsibilities
and Self-Regulation Version 4.0 – 15th July 2024. Section 3.2 (d)
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Element 4 – Communication and Consultation Version 4.0 – 15th July 2024.

3.4 Appropriate Competent OSH resources to implementing and maintaining OSH MS as
defined by ADOSH-SF

AGS (CANADA) shall adhere to requirements listed in ADOSH-SF - Management System
Elements, Element 1 – Roles, Responsibilities and Self-Regulation Version 4.0 – 15th July
2024.
The school implements clauses:
3.1 OSH Roles and Responsibilities Procedure(s)

(iii) ensure appropriate and competent OSH resources to develop, implement and maintain
an OSHMS;

1. Where an entity has been classified as high risk by the concerned SRA to implement a
full OSH MS, the entity shall ensure, as a minimum, one OSH Senior practitioner is
employed as defined by ADOSH-SF – Mechanism 7.0 – Occupational Safety and Health
Practitioner and Service Provider Registration.

3.5 Clearly defined and document OSH roles, responsibilities and delegated authorities
for each role within the entity

AGS (CANADA) Procedure for Defining Occupational Safety and Health (OSH) Roles and
Responsibilities at AGS (CANADA)**

**1. Purpose:**

This procedure aims to establish clearly defined and documented OSH roles,
responsibilities, and delegated authorities for all stakeholders within AGS (CANADA). The
procedure also ensures that roles are well communicated, linked with external
stakeholders, and facilitates an effective Occupational Safety and Health Management
System (OSHMS) within the school.

**2. Scope:**

This procedure applies to all employees, management, external stakeholders, and members
of the OSH Committee at AGS (CANADA).

**3. Roles and Responsibilities:**

3.1 **Top Management:**
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- Establish and endorse the OSH policy and ensure its integration into the school’s overall
management system.
- Chair the OSH Committee or delegate a qualified individual with formal authority.
- Ensure necessary resources and support for the OSH Committee’s functions.
- Appoint individuals for specific OSH roles and responsibilities across the organization.

3.2 **OSH Committee:**
- Meet a minimum of four times a year to discuss OSH issues and review workplace

circumstances affecting safety.
- Document and maintain records of all meetings and make these available to relevant

stakeholders.
- Promote cooperation between management and employees in maintaining safe working

conditions.
- Review and recommend improvements to the OSHMS based on identified issues or

incidents.
- Undertake specified functions and duties as outlined by the employer.

3.3 **Department Heads:**
- Ensure that OSH roles and responsibilities are communicated to all employees within

their departments.
- Monitor adherence to established OSH procedures and practices.
- Report any safety concerns or incidents to the OSH Committee in a timely manner.
- Facilitate OSH training and resources for staff as necessary.

3.4 **Employees:**
- Adhere to OSH policies, procedures, and instructions applicable to their work.
- Participate in OSH training and adhere to safety guidelines.
- Report unsafe conditions and potential hazards to supervisors or the OSH Committee.
- Cooperate with investigations of accidents and incidents in the workplace.

3.5 **External Stakeholders:**
- Collaborate with the OSH Committee to align on safety standards and practices.
- Provide necessary documentation or resources that may influence the safety and health

of employees.
- Ensure compliance with applicable external safety regulations and standards.

**4. Documentation and Communication:**
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4.1 **Documentation:**
- Develop an OSH roles and responsibilities matrix detailing each role, their

responsibilities, and delegated authorities. This matrix should be reviewed and updated
annually.

- Maintain minutes of OSH Committee meetings, including decisions made and actions
assigned.
- Keep records of training sessions related to OSH roles and responsibilities.

4.2 **Communication:**
- Present OSH roles and responsibilities during employee training and induction sessions.
- Include OSH roles in employee handbooks and on the school’s intranet accessible to all

staff.
- Display the roles and responsibilities matrix in common areas of the school for ongoing

visibility.

**5. Measurement and Evaluation:**

5.1 **Conformance Measurement:**
- Establish performance indicators to measure employee conformance to defined OSH

roles and responsibilities.
- Conduct regular audits of the OSHMS to assess compliance with established roles and

responsibilities.

5.2 **Review Process:**
- Use feedback from audits, incidents, and inspections to continuously improve and refine

the OSH roles and responsibilities.
- Solicit input from employees and stakeholders during OSH Committee meetings to

identify areas for improvement.

**6. Conclusion:**

This procedure establishes a clear framework for the roles and responsibilities related to
occupational safety and health within AGS (CANADA). By ensuring clarity and effective
communication, AGS (CANADA) aims to promote a culture of safety and enhance the
efficiency of the OSHMS, thereby safeguarding the health and well-being of all employees
and stakeholders.
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Reference: ADOSH-SF - Management System Elements, Element 1 – Roles, Responsibilities
and Self-Regulation Version 4.0 – 15th July 2024.
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