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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.  




	1.0 INTRODUCTION

	Iceworks Design, design, build and deliver sets for television, theatre and the broader event industry.

Consultation and the participation there of, is a legal requirement and an essential part of managing health and safety risks.
A safe workplace is more easily achieved when everyone involved in the work communicates with each other to identify hazards and risks, talk about any health and safety concerns and works together to find solutions.

This includes co-operation between the people who manage or control the work and those who carry out the work or who are affected by the work.
By drawing on the knowledge and experience of your workers, more informed decisions can be made about how the work should be carried out safely.

The outcome of consulting, co-operating and co-ordinating with other duty holders is that you each understand how your activities may impact on health and safety and that the actions you each take to control or minimise risks are complementary.

Due to the nature of the business and the size of the workgroup, the consultation process at Iceworks is fairly informal consulting with all the workers directly.

It forms part of the weekly WIP (work in progress) meeting and the daily Toolbox meeting.
Meeting minutes indicate that H&S discussions remain at the forefront of items on the agenda from design & construction through to delivery of the product.

Present at these meetings are;
· The PCBU or an OFFICER of the PCBU.
· The Head of design & Artistic Director
· The Office Manager
· The Construction Manager
· The Workshop Manager
· The Workers & their HSR.


	2.0 REQUIREMENTS FOR WHS CONSULATATION AND PARTICIPATION

	2.1 ORGANISATIONAL REQUIREMENTS

	The open forum of the WIP & Toolbox meetings lend itself to open communication at all levels of the business.
Minutes are recorded. 

	2.2 LEGISLATIVE REQUIREMENTS

	Part 5 Consultation, representation and participation
Division 1 Section 46 through to Division 3 Subdivision 1 Section 50 of the WHS Act highlight the duties and requirements for consultation, representation and participation. 

	3.0 IMPROVEMENTS TO WHS CONSULTATION AND PARTICIPATION PROCESS

	3.1 REVIEW OF ORIGINAL PROCESS

	The current consultation process of utilizing the open forum of the weekly and daily meetings, comply with legislation in that;
·  information is being shared with workers (Section 48 [1a]) and;
·  the workers are being given an opportunity to share their views (Section 48 [1b i} as well as;
·  Contributing to the decision-making process. (Section 48 [b ii, c & d]) 

KPI’s such as incident reports and investigations, regular safety audits and regular reviews of the data gathered by a committed Health & Safety Team would further aid in implementing a successful WHSMS (work health & safety management system) and fostering a positive safety culture.
[bookmark: _GoBack]
WHS training would also benefit the ongoing improvement process of an WHSMS as well as creating a buy-in mentality and ownership with those being trained.


	3.2 EFFECTIVENESS OF IMPROVEMENTS

	Through the collection of data both formally (audits, meetings minutes and incident reports & investigations) and informally (a ‘chat’ with fellow workers), a clear idea can be formed of the effectiveness of any improvements made to the WHSMS.

Engaging the services of an external OHS auditing professional could also be beneficial to the design and development of the WHSMS.

	4.0 CONCLUSION

	Utilising the ’Hybrid’ method of establishing an WHSMS achieves a balance between voluntary (driven by stakeholders) and mandatory (legislative requirement) systems   conducive to a business of this size.
With a ‘Safe Place’ principle control strategy mindset, tools such as incident reports and investigations, the future implementation of regular safety audits, coupled with the open forum of the WIP & Toolbox meetings, that have become part of the culture of the business, Iceworks have a clear vision of where they want to be with their WHSMS.
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