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	SUGGESTED REPORT FORMAT

	You are to develop a report (in the following structure) which explains the consultative evaluation of an existing WHS consultation and participation process.

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose
· Briefly describe the objectives and principles of WHS consultation and participation
· Briefly outline the WHS consultation and participation process that has been reviewed
· Identify the individuals and parties who were involved in the review process

2.0 REQUIREMENTS FOR WHS CONSULATATION AND PARTICIPATION
2.1 ORGANISATIONAL REQUIREMENTS
· Outline the organisational requirements with respect to WHS consultation and participation processes
· Evaluate how the WHS consultation and participation process met these requirements
2.2 LEGISLATIVE REQUIREMENTS
· Outline the WHS legislation requirements with respect to WHS consultation and participation processes
· Evaluate how the WHS consultation and participation process met these requirements

3.0 IMPROVEMENTS TO WHS CONSULTATION AND PARTICIPATION PROCESS
3.1 REVIEW OF ORIGINAL PROCESS
· Evaluate how the WHS consultation and participation process met organisational and legislative requirements
· Outline the factors identified as impacting on the effectiveness of the WHS consultation and participation process and how these could be addressed
· Justify how suggested improvements integrated with existing WHS systems
· Explain the action plan developed to implement the recommendations
3.2 EFFECTIVENESS OF IMPROVEMENTS
· Outline how the success of the improvements was monitored
· Analyse the information gathered from monitoring and identify identified issues
· Explain the action plan developed to address the issues

4.0 CONCLUSION
· Explain the importance of WHS to your company
· Explain how effective WHS consultation and participation processes contribute towards maintaining WHS in the workplace. 

TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as workers, health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer specifically to the legislation using section numbers, so that the reader could refer to the legislation for more information if they wanted to.  
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