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Dear {insert name of head teacher/principal}
Appointment of NEU Safety Representative
I am writing to let you know that {insert name} has been appointed safety representative in {insert name of school/academy/college} and will represent {insert who will be represented, eg NEU members or including members of other unions}.
As you may be aware for the purposes of Section 2(4) of the Health and Safety at Work Act 1974, a recognised trade union may appoint safety representatives to represent employees.  Where the employer has been notified in writing of the name of the representative(s), as per this letter, each safety representative shall have the functions set out in Regulation 4 of the Safety Representatives and Safety Committees Regulations 1977(also known as the Brown Book), http://www.hse.gov.uk/involvement/prepare/law/1977.htm which are as follows:
· to investigate potential hazards and dangerous occurrences and examine the causes of accidents at the workplace;

· to investigate complaints by any employee they represent;

· to make representations to the employer on matters arising out of the above;

· to make representations to the employer on general matters affecting health, safety and welfare at work;

· to carry out inspections of the workplace in a variety of circumstances; and

· to represent employees in consultations at the workplace with Health and Safety Executive (HSE) inspectors and receive information from them.  
In order to fulfil these functions, safety representatives are entitled to paid time off. Regulation 4(2)of the Brown Book entitles safety reps to “such time off with pay during the employee’s working hours as shall be necessary” to perform the functions set out above.  Regulation 4(2)b also entitles safety reps to “such time off with pay during the employee’s working hours as shall be necessary” to undergo training to enable them to carry out their functions effectively.”  

{insert name of safety repesentative} will be happy to meet with you to discuss paid time off arrangements.  The Code of Practice to Regulation 4(2)(b) of the Brown Book recommends that safety representatives be permited time off with pay to attend training approved by the TUC, or by the appointing union, as soon as possible after appointment.

If you have any questions please let me know.  I am confident that the appointment of a NEU safety representative will enable staff and management to work together to provide the best possible environment for staff and students.

Yours sincerely

(NEU health and safety adviser/local officer)
