	CC P&D Meeting Minutes

	11.17.2020	8:00AM
	CC Head Office

	Meeting called by
	Kayla Watson

	Type of meeting
	Standard Operating Procedure for Consultation and Participation Processes 

	Facilitator
	Kayla Watson

	Note taker
	Kayla Watson

	Timekeeper
	Kayla Watson

	WHS Consultation

	30 Minutes
	Kayla Watson

	Main Content
	

	Power Point: 
· Roles and Responsibilities of all parties. 
· What is Consultation? 
· When should workers be consulted? Managing Risks; Deciding on Welfare Activates; Making Changes; Developing Standard Operating Procedures 
· What is Effective Consultation?
· How to Consult with Workers?
· What is our Company Consultation Process? Site Specific v Workforce as a whole
· Consultation with other Duty Holders
· Training for Consultation, Co-operation and Co-ordination 
· Monitoring and Review Processes 
· Record Keeping


	Discussion
	

	Can we provide input on H&S matters anonymously if we don’t feel comfortable talking directly to the HSR or Manager/Supervisor? 
If a worker doesn’t feel comfortable asking questions or making recommendations to the managers or supervisors, then they can contact Kathleen or Kayla directly if they feel more comfortable talking to them. If they would like to be anonymous, we can look into providing suggestion boxes on site for the workers to provide their input comfortably. It is strongly recommended though that if a person doesn’t feel comfortable speaking directly with their managers or HSR, to please contact Kathleen or Kayla and we can hopefully work out why that is and work on bettering communication between the person and their manager/HSR. 

Clarify access to Company intranet
All site supervisors and managers have access to the company server on their computers. If requested by a worker, the supervisor/manager will access the required documents on the server and provide them to the worker. A supervisor or manager cannot withhold any company documents from workers. If you feel as though you haven’t been provided the information you need, then please speak to your HSR or Kathleen, the QSE manager who can also provide access for you. 


What happens if the workers are not happy with the current HSR? 
If majority of the members (half the number of workers plus one) of the work group must decide that the person should no longer represent the work group. The majority of the work group must then sign a written declaration of their decision. The HSR, the work group, and any relevant CCPD staff must then be informed of the decision. The HSR will then be removed from their position. A group meeting will be held with all relevant parties to discuss the decision and to give the work group an opportunity to nominate and vote for a new HSR.

Will the HSR have access to the workers personal information? 
No. A HSR is not allowed to have access to any personal or medical information concerning a worker without the worker’s consent, unless the information either does not identify the worker or could not reasonable be expected to lead to the identification of the worker. 

Clarify the term ‘PIN’
A PIN is a Provisional Improvement Notice. This is a notice issued to a person requiring them to address a health and safety concern in the workplace. Can be issued by the HSR if they reasonably believe that a person is violating or has violated a provision of the WHS Act. The person must then remedy the violation, prevent the violation from occurring, and/or remedy the things or operations causing the violation or likely violation. The HSR can only issue a ‘PIN’ if they have completed an approved HSR training course. The current site HSR for this workgroup has completed this training course and can issue a ‘PIN’ if necessary.

	Conclusions
	Suggestions for improved processes 

	· Suggestion boxes to be put in at each job site for workers to provide their input on matters affecting them.
· Company Intranet is accessible to every manager, supervisor, workers, HSR etc.
· A HSR can be removed from their position by the work group, only if a majority of the workgroup signs a written declaration of their decision. 
· A new HSR can be nominated and voted for by the work group if they have followed the correct steps required to remove the previous HSR from office. 
· The HSR will not have access to a workers personal information unless the worker gives consent. 
· A ‘PIN’ is a Provisional Improvement Notice issued to a person to address H&S concerns in the workplace. 





	Action Items
	Person Responsible
	Deadline

	Standard Operating Procedure will include all information discussed in this meeting and will address all questions and concerns asked by workers. The updated Procedure will be distributed to all workers at the next Toolbox Meeting on all sites. 
	K.C.
	19/11/2020

	Suggestion Boxes will be installed on all sites
	G.B
	1/12/2020

	
	
	



	Attendees

	Position
	Initials

	Kayla Watson
	Administrator
	K.W.

	Kathleen Christopher
	QSE Manager
	K.C.

	Glenn Bowyer
	Construction Manager
	G.B.

	Gavin Folan
	Construction Manager
	G.F.

	Dean Luther
	Project Director
	D.L.



