Agenda Template: 
Outlook Meeting invite:
Subject: WHS Consultation and Participation Meeting
Date: 07/07/2024 Time: 0800 Location: Construction Village Quandamooka Meeting Room
Agenda:
1. Welcome and Introduction (5 mins)
2. Overview of WHS Legal and Organizational Requirements (10 mins)
3. Presentation on WHS Consultation Processes (20 mins)
4. Supporting Participation and Addressing Barriers (10 mins)
5. Gathering and Evaluating Feedback (10 mins)
6. Q&A Session (10 mins)
7. Next Steps and Action Items (5 mins)
8. Closing Remarks (5 mins)
Attachments:
· Presentation slides ‘WHS Consultation and Participation ppt.’
· Previous meeting minutes (if applicable)
· Feedback form
Invitation Email:
Subject: Invitation to WHS Consultation and Participation Meeting
Dear Attendee,
You are invited to attend a meeting on WHS consultation and participation to be held on 07/07/2024 at 0800. The meeting will take place at Construction Village Quandamooka Meeting Room. Please find the agenda and related documents attached.
Your presence and participation are highly valued as we strive to improve our workplace health and safety processes. If you have any questions or require further information, please do not hesitate to contact me.
Best regards,
Elise Painter
Supervisor
elise.painter@kentplc.com

WHS Consultation and Participation Meeting Minutes
Date: 07/07/2024
Time: 0800-1000
Location: Construction Village Quandamooka Meeting Room
Attendees:
· Elise Painter (Supervisor)
· Kent - PCBU
· Kyle Lex - HSR
· John Doe - Worker
· Jane Smith - Worker
· Alex Samson - Administrator
Agenda:
1. Welcome and Introduction
2. Overview of WHS Legal and Organizational Requirements
3. Presentation on WHS Consultation Processes
4. Supporting Participation and Addressing Barriers
5. Gathering and Evaluating Feedback
6. Q&A Session
7. Next Steps and Action Items
8. Closing Remarks

1. Welcome and Introduction (5 mins)
Minutes:
· Elise Painter opened the meeting at 0800 and welcomed all attendees.
· Emphasized the importance of WHS consultation and participation for maintaining a safe and compliant workplace.
2. Overview of WHS Legal and Organizational Requirements (10 mins)
Minutes:
· Elise Painter provided a brief overview of the Work Health and Safety Act 2011, highlighting key duties and rights of PCBUs, workers, and HSRs.
· Explained the organizational WHS policies and procedures, and the roles and responsibilities of each party.
3. Presentation on WHS Consultation Processes (20 mins)
Minutes:
· Elise Painter presented on two key WHS consultation processes: Toolbox Talks and Incident Reporting and Investigation.
· Described the structure, involvement, communication methods, and documentation practices for each process.
4. Supporting Participation and Addressing Barriers (10 mins)
Minutes:
· Discussed the importance of encouraging open communication and participation from all workers.
· Identified common barriers to effective participation, including language literacy and workplace culture.
· Proposed measures to remove these barriers, such as providing translated materials and promoting a positive safety culture.
5. Gathering and Evaluating Feedback (10 mins)
Minutes:
· Presented methods for gathering feedback on WHS processes, including surveys, questionnaires, and focus groups.
· Highlighted the importance of evaluating feedback and implementing actionable changes.
6. Q&A Session (10 mins)
Minutes:
· Opened the floor for questions and discussion.
· Addressed concerns regarding the implementation of new WHS measures and the effectiveness of current processes.
· Received valuable input from HSR and workers about specific safety issues and suggestions for improvement.
7. Next Steps and Action Items (5 mins)
Minutes:
· Summarized key points and action items arising from the meeting.
· Assigned tasks to relevant parties for follow-up:
· Elise Painter to organize training sessions on new WHS processes.
· Kent to review and approve proposed changes to WHS policies.
· Kyle Lex to gather additional feedback from workers.
8. Closing Remarks (5 mins)
Minutes:
· Elise Painter thanked all attendees for their participation and contributions.
· Emphasized the ongoing commitment to improving WHS consultation and participation processes.
· Scheduled the next WHS meeting for 07/08/2024 at 0800.
Meeting Adjourned at: 1000
Minutes Prepared by: Elise Painter
Date: 07/07/2024

