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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

	Paynters is an Australian Owned and Operated company, providing Design and Construction services across a variety of building sectors including hospitality, health, aged care and retirement living, education, government, commercial, insurance, facilities management and remedial rectification works. Paynters works together with its client, personnel and contractors to design and deliver high quality construction projects. Paynters will therefore be required to develop and implement effective consultation procedure capable of connecting all stakeholders. 
Besides the fact that facilitating WHS consultation & participation is a legislative requirement, health and safety consultation also has other benefits such as:
· greater awareness and commitment of stakeholders (direct involvement in making health and safety decisions result in a better understanding of the decisions)
· positive working relationships (taking the time to understand the views of others leads to greater cooperation and trust)
· having regular, planned and structured discussions about health and safety matters 
· encouraging a cooperative & collaborative approach to health and safety 
· drawing upon worker experience which may help in identifying hazards and determining practical and effective control measures.
· identify change within the business & response accordingly (e.g. significant increase of staff in an office may mean that original amenities are no longer sufficient)

The consultation & participation process being review is Paynters internal Health & Safety Committee (HSC). This committee meet once a month to discuss company safety matters and is comprised of staff from all sectors of the business. Parties involved in the review include:
· Current HSC members
· HSEQ Corporate Team
· Department Managers 
· Operational Managers
· Directors 


	2.0 REQUIREMENTS FOR WHS CONSULATATION AND PARTICIPATION

	2.1 ORGANISATIONAL REQUIREMENTS

	Consultation & participation is fundamental to the operation of Paynters. It is a valuable means of decision making regarding HSEQ issues. Paynters aims to establish a working environment where all personnel are encouraged to contribute to the health, safety, environment and quality outcomes for the business. 

The HSC is established to provide a forum by which Paynters personnel (including HSEQ Coordinator, Project Manager, Site Manager, Foreman, Contracts Administrator, Estimator) meet to discuss HSEQ issues. To further contribute to Paynters consultation requirements, meetings are chaired by a Nominated Person and minutes of the meeting are maintained and issued to all meeting attendees and others via email. 

	2.2 LEGISLATIVE REQUIREMENTS

	Consultation is a legal requirement and an essential part of managing health and safety risks. The PCBU (Paynters) is the primary duty holder in relation to consultation and participation in the workplace. As detailed in Section 47- 49 of the Work Health and Safety Act 2011, PCBU’s are to share relevant information with workers and give workers “a reasonable opportunity to express their views and to raise work health or safety issues” (Section 48 (b)). Furthermore, the issues and views raised by workers are to be taken into consideration by the PCBU when making decisions. Any relevant information or decisions are to be shared in a timely manner with workers and any other persons who may be affected by the decision. 

Section 49 of the Act outlines when consultation is required:
· When identifying hazards and assessing risks arising from work being carried out or to be carried out 
· When making decisions about the ways to eliminate or minimise the risks 
· When making decisions about the adequacy of facilities for the welfare of workers 
· When proposing changes that may affect the health or safety of workers 
· When making decisions about the procedures for resolving health or safety issues, monitoring the health of workers, monitoring conditions at the workplace, providing information or training for workers, or for consultation with workers.

Section 28 (d) of the WHS Act 2022 states that a worker must “co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers”. This may include the requirement to participate in numerous forms of consultation. 

The HSC meets the above-mentioned legislative requirements as:
· It is a forum established by the PCBU to assist workers with their involvement in consultation
· The meeting agenda requires discussion on all the matters listed in Section 29 of the WHS Act 2011
·  It satisfies the requirements in section 48 through:
· Sharing relevant information with members
· Providing a space for workers to express their views, raise issues & contribute to the decision-making process 
· Creating a direct communication channel to upper management 
· Providing outcomes of decisions in a timely manner (updates given at each meeting)
.

	3.0 IMPROVEMENTS TO WHS CONSULTATION AND PARTICIPATION PROCESS

	3.1 REVIEW OF ORIGINAL PROCESS

	As mentioned in section 2.1 & 2.2 Paynters HSC meet both organisational & legislative requirements. 

The following factors were identifies as impacting the effectiveness of the HSC. Solutions are noted below each factor. 

1. There has been poor attendance since February 2020 & there is no representation from Paynters regional sites/offices. 
Solution - Source nominations from regional locations and schedule HSC meetings less frequently (e.g. once every 3 months). 

2. Department managers are not aware of HSC commitments or meeting dates and are therefore not keeping their staff accountable for attending meetings. 
Solution - Include Managers in calendar invites & include HSC meetings in Paynters Corporate reporting calendar. 

3. Tasks assigned to members during HSC meetings are rarely completed. Often, the HSEQ Team are required to complete tasks on behalf of members. 
Solution – Send members away from the meetings with meaningful & achievable tasks (e.g. a question to ask their work group). Offer support to HSC members & check in regularly between meetings.

4. Meaningfulness of topics discussed and meetings not staying on track. 
Solution – HSEQ team to monitor the meeting & bring it back on track when it begins to go off topic. Detailed agenda to be developed for each meeting, any items that do fit the agenda will be directed to a more appropriate forum/person.

5. Meeting minutes are not finalised or distributed to relevant stakeholders quick enough. 
Solution – Distribution of meeting minutes is a priority & must be sent out within 1 week. Minutes to be distributed ow quickly meeting minutes are finalised & distributed to members 

6. HSC members do not have enough time to complete tasks/gather information between meetings. 
Solution - HSC meetings to occur less frequently (e.g. once every 3 months)

The suggested improvements will be integrated into Paynters existing WHS systems via procedural updates (amended documents will be uploaded to Paynters intranet ASITE), a companywide email and by being added as an agenda item to  other Paynters forums (PM & CA meeting, site staff meetings, design meeting etc).

The recommendations will be implemented through an action plan consisting of 4 stages:
1. Solidify the purpose & goals of the HSC.
2. Member nominations 
3. Stick to meeting structure & assign clear/meaningful actions
4. HSC member feedback/review
For more information on this stage please refer to Activity 2 section d. 


	3.2 EFFECTIVENESS OF IMPROVEMENTS

	The success of the above-mentioned improvements was monitored via:
· HSC member attendance 
· If members did not attend 80% of meetings they would be spoken to by their manager
· Department managers were required to put forward another staff member if the original person was unable to uphold their responsibilities. 
· An action register
· Any actions assigned during a meeting were inserted into a register that detailed the assignee & due date, assisting the Chair with following up on the progress of tasks.  
· Scheduled check ins/ action reminders
· Regular emails assisted HSC members to remember their assigned tasks & provided an opportunity for them to reach out if they needed guidance.  
· End of year review/close out
· Actions assigned vs actions achieved 


	4.0 CONCLUSION

	WHS is paramount due to the high-risk nature of the work which Paynters conduct. As the PCBU, Paynters have the primary duty to ensure the health and safety of other persons so far as is reasonably practicable. It is through effective consultation that Paynters will retain positive relationships with their stakeholders and improve the health & safety of the business. 
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