
Dated: January 15, 2014 

CSSE Contact e-Newsletter 
Terms of Reference 

 

 

Overview 

Contact is a quarterly e-newsletter for members (available in the member area of the CSSE 
website), in both a reader-friendly technology format and a PDF printer-friendly format.  

 

Production Responsibility 

� The Editorial Advisory Committee (EAC) has overall responsibility for developing and 
sourcing content and format. 

� CSSE staff are responsible for the compilation, production and distribution of the e-
newsletter to members via broadcast email. 

 

Content & Format 

� Contact provides a narrow focus on members and chapters, e.g. profiles, events and 
human interest stories. 

� Punchy and timely messaging through vehicles such as a President’s Message, Board 
Update, etc. 

� Contact contains relatively short and practical articles that promote a greater awareness 
of health, safety and environmental issues in workplaces and the community.  

� Contact excludes: Conference and NAOSH Week coverage (see Spotlight on6 Terms 
of Reference).  

 

 
Oversight by Editorial Advisory Committee 

 
� Determining and sourcing of content is the responsibility of a Contact sub-committee of 

the EAC. 
 

� Sub-committee members shall: 
 

o Participate in teleconference meetings, scheduled to coincide with the publication 
of Contact, generally four (4) times per year. 

o Plan the theme and content of a Spring, Summer, Fall and Winter issue of 
Contact, in consultation with CSSE staff. 

o Participate in the planning of each issue: identify potential writers and editorials; 
source/write profiles of CSSE members and/or industry leaders; propose story 
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ideas for future issues; complete book reviews; and submit their own work if 
relevant to the theme of a particular issue.  

o Ensure each issue of Contact is of the highest quality in editorial content and 
submissions, and addresses topics that are of interest to the OHS&E 
professional. 

o Recommend improvements to content, design and overall quality of publication. 
 

� Staff shall: 
 

o Schedule meetings of the sub-committee one year in advance. 
o Track readership statistics on the e-newsletter and provide to the committee. 
o Provide agenda and necessary meeting documents a minimum of 5 business 

days prior to the meeting 
o Provide meeting minutes within 10 business days following the meeting. 

 
 
Committee Membership 
 

� The Editorial Advisory Committee is to be made up of 4-8 CSSE member volunteers, 
plus CSSE staff and Contact’s Editor. Membership of the Committee will be selected 
from the submissions resulting from a call for volunteers made by the CSSE office. 
Selection will be made based on one’s interest and expertise in matters relating to 
OHS&E and an interest in furthering one’s professional development through writing and 
research.  

 
� The Editorial Advisory Committee will consist of a Chair, and members, with a total of 

between 4-8 people. The term of the Chair and each EAC member will be two (2) years. 
It is the expectation of CSSE that volunteers will attend, and participate in, the scheduled 
teleconferences to the best of their ability. At the end of a member’s term, he/she may 
be invited, by the Chair, to serve again on the EAC for an additional 1-2 years. An 
attempt will be made to ensure that there is a mix of new and experienced EAC 
members, as well as a balanced regional representation amongst the Editorial Advisory 
Committee membership. 


