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	Consultation, Communication and Dispute Resolution

	SP 04



1.0	Purpose
The following procedure establishes how necessary information is communicated to relevant parties both internally and externally. This includes the formal channels along which the information passes as well as the ways information can be communicated.  Additionally, this procedure specifies fgf’s consultation processes which will enable management, employees or their representatives the opportunity to jointly examine and discuss issues of mutual concern and seeking acceptable solutions.
2.0	Scope
This process is applicable to all employees and subcontractors working for fgf unless specified otherwise in project specific management plans.
2.1	Acquisition and Exchange of Internal and External Communication
To ensure relevant information is communicated, fgf Management must identify all relevant stakeholders who may be affected by fgf’s operations as well as whose views and input should be considered when conducting day to day activities. The information required to be communicated to relevant stakeholders may include but is not limited to:
	· Progress of projects
	· Environmental management strategies and controls

	· Policies, procedures and management plans
	· Impacts of the project on the local community

	· Work health and safety procedures and rules
	· Notice prior to significant activities such as blasting

	· Changes to policies, procedures and plans
	· Changes to traffic flow as a result of construction works

	· Hazards, Incidents and accidents
	· Impact of the project on local businesses 

	· Methods of construction employed
	· Performance of the project and staff


3.0	Meetings
To ensure the above lines of communication are being utilised and to promote employee input into work health, safety and environmental (WHSE) matters, fgf requires the following meetings to be facilitated. fgf Management must ensure their meetings are recorded and distributed to attendees and other relevant stakeholders via emails, (Outlook, Teams) and / or noticeboards.
3.1	Prestart Meetings
Prestart meetings are to be held daily prior to personnel commencing their work shift. Prestart meetings are designed for employees and contractors to discuss the following:
· Any identified hazards that may affect the day’s activities,
· Any hazard observations or incidents from the previous day’s work,
· Scope of the day’s activities including objectives, procedures and safety, quality and environmental requirements,
· Give workers the opportunity to raise any issues they may have in relation to the work activities they are undertaking,
· Other organisational, legislation, safety alerts and issues that require communicating to employees,
· WHSE issues associated with the proposed work scope, including design changes resulting in additional hazards being introduced into the workplace.
Minutes of the meeting are to be recorded using SPF 04.1 Daily Prestart Meeting form.
3.2	Toolbox Meetings
Toolbox meetings shall be held once every week on each project site unless specified otherwise in project specific management plans. All workers on site are required to attend. Matters that may be discussed include:
· WHSE issues associated with the proposed work scope,
· Hazard observations, non-conformances and incident reports (including subcontractors), associated corrective actions and statistics,
· Any applicable industry safety or environmental alerts,
· Emergency response procedures, drill results and training,
· Proposed changes to safety policies, procedures and plans,
· Work health and safety issues to be resolved,
· Inspection and task observation results,
· Specific WHSE presentation material pertinent to the project team.
Minutes of the meeting are to be recorded using SPF 04.2 Toolbox Talk Attendance Record.
3.3	Safety Committee Meetings
Safety committee meetings shall be held if a safety committee is established by the project team, the frequency and attendees of these meetings will be specified in the project safety management plan. However, health and safety committees are required to meet at least once every 3 months.
When a Safety Committee is established members are entitled to attend a training course (Health and Safety Representative Training) approved by WHSQ under section 21 of the Work Health and Safety regulation 2011. fgf will arrange Health and Safety Representative Training for all Safety Committee members.
Matters that may be discussed in safety committee meetings include:
· Safety issues associated with the proposed work scope,
· Incident reports (including contractors), associated corrective actions and statistics,
· Hazard observations,
· Any applicable industry safety alerts,
· Emergency response procedures and training,
· Inspection and task observation reports, emergency drill results and non-conformances,
· Proposed changes to safety policies, procedures and plans,
· Work health and safety issues to be resolved.
Minutes of the meeting are to be recorded using SPF 04.3 WHSE Committee Meeting Minutes.
3.4	Project Team Meetings
Project team meetings should be held once per week or as specified by the Project Manager / Engineer at the start of a project. Key project team members must attend as well as relevant subcontractors and the client where required. The following matters are to be discussed:
· Programming the works and resources required,
· Variations to the scope of works,
· Changes to design and project risks,
· Safety, quality and environmental issues to be resolved,
· Client feedback and contract issues,
· Project safety, quality and environmental objectives and targets,
· Community issues / feedback,
· Procurement requirements, costing and progress claims,
· Any identified deficiencies or improvements to the Management plans and/or System,
· Any identified training requirements that need action.
Minutes of the meeting are to be recorded using the SPF 04.4 Project Team Meeting Minutes form.

3.5	Management Review Meetings
Management review meetings will be held in accordance with SP 01 Management Review.
4.0	Display of Information
fgf will make available relevant health, safety, quality and environmental information, which may include:
· Policies plans and management system documentation.
· Legislation, standards and other publications.
· Emergency contact details.
· Appropriate signs being displayed relating to fire, safety and PPE requirements.
· SPF 04.5 Site Health and Safety Consultation Agreement.
· Safety committee meeting minutes.
· Relevant safety and environmental alerts.
· Dispute Resolution Procedure.
· Site Rules.
· General Code of Conduct.
· Emergency evacuation plans for the site.
· Any other pertinent safety or fgf information.
The above items are to be displayed on project notice boards in a location where all project personnel have access to the information.
5.0	Consultation
fgf Managers and Supervisors must ensure they consult with relevant stakeholders on WHSE issues to give all relevant personnel the opportunity to jointly examine and discuss issues of mutual concern and seek acceptable solutions. This should be done by:
· Encouraging the workforce, including subcontractors to actively participate in the development of workplace procedures especially as they relate to WHSE matters;
· Providing all applicable information about issues to relevant stakeholders;
· Allowing relevant stakeholders time to discuss the issues;
· Ensuring all stakeholders listen to each other’s views;
· Consider those views when deciding on further action.
Please note that consultation does not remove the right of managers to manage - they must still make the final decision. However, it does impose an obligation that the views of other stakeholders will be sought and considered before decisions are made.
6.0	Establishing Project Consultation Procedures
Upon award of a project, Project Managers are to consult with their team in order to establish the projects formal consultation procedures. This includes establishing:
· Whether the project will form a safety committee;
· Whether to appoint a Health & Safety Representative (HSR);
· Any other agreed arrangements where consultation will take place.
This procedure should be documented on SPF 04.5 Site Health and Safety Consultation Agreement and be communicated and displayed to all workers. Please note that if procedures for consultation are agreed, they must be consistent with the requirements of relevant WHSE legislation and the consultation must be conducted in accordance with those procedures. 



7.0	Dispute Resolution Procedure
Effective communication between workers and the Company is a prerequisite to good relations and the following procedure is set down in order to ensure that any Health and Safety issues identified may be resolved quickly to maintain a safe working environment and sound working relationships. Please note that a worker may take all steps that are necessary, including leaving their part of the workplace, to report an issue:
1. In the event of a Work Health and Safety issue being identified the workers shall in the first instance attempt to resolve the issue themselves.
2. If the issue cannot be resolved, workers must report the matter to their Supervisor. The Supervisor shall try and resolve the issue in consultation with the employee/s by considering any of the following factors that may be relevant including: 
· Whether the hazard or risk can be eliminated;
· What control measures are necessary;
· The number and location of workers affected by it;
· Recommendations from workers
· Whether appropriate temporary measures are possible or desirable;
· Whether additional safety or environmental monitoring is desirable;
· The time that may elapse before the hazard or risk is permanently corrected;
· Who is responsible for performing and overseeing the removal of the hazard or risk?
The details of the issue and all matters relating to its resolution must be set out in writing and communicated to all parties.
3. If the matter is not resolved, the parties will arrange further discussions involving more senior management and representatives as appropriate. 
4. In the event of the matter remaining unresolved, either party may refer the matter to a Third Party, a WHSQ Inspector in accordance with the Qld WHS Regulations, for conciliation and / or arbitration.
8.0	Definitions
	Term
	Description

	Communication
	The interchange or transmittal of information between relevant parties.

	Consultation
	The process by which all relevant parties are given an opportunity to exchange advice or views for consideration in the final decision-making process relating to issues relevant to their positions or daily activities. 

	HSR
	Health and Safety Representative.

	WHSE
	Work Health, Safety and Environment.
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