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WORKPLACE CONSULTATION POLICY
	1. INTRODUCTION


Batterline Earthmoving Pty Ltd has developed the following policy to create a safe and healthy workplace for workers, and others.  This policy outlines the rules, responsibilities and procedures for Workplace Consultation.  Through consultation workers are able to contribute to health and safety issues that may affect them and their welfare.  This consultation process allows us to become more aware of hazards and Work Health and Safety (WHS) issues experienced by workers, and involve them in addressing potential problems before they escalate and affect our business.
Prior to commencement of works and throughout the contract, Batterline Earthmoving will endeavour to provide all possible opportunities for communication and consultation to allow for co-operation between all workers, sub-contractors and the Principal. All WHS issues should be communicated immediately and dealt with efficiently
2. TOOLBOX MEETINGS

Purpose: 
Toolbox meetings are essentially about encouraging communication between all staff. They facilitate discussion about potential hazards and risk factors on the project, and action that can be taken to minimise the risks of loss, damage and injury. They are also an opportunity for training on health and safety, discussion of any injuries and weather conditions that may affect work. They can also be a method of congratulating staff on achievements.
The meetings are a recorded platform for the raising of safety issues from both management and employees, allowing for any concerns to be raised, discussed and moved towards resolution.

It is important to remember that tool box meetings are only the starting point of communication – for a safe work environment communication should continue through the day/ week/ job. 
Meetings will take place on a weekly basis in preparation for the weeks work, involving all employees, Site Supervisor and the Site Safety Officer. Toolbox meetings may be conducted more regularly if deemed necessary by the Project Manager or the Site Safety Officer. All staff must sign the attendance register for every meeting on the record sheet.
	3. RULES 


· Consultation is required when;

· identifying hazards and assessing risks arising from WHS matters arising from the work be carried out;
· making decisions about ways to eliminate and minimise those risks;
· making decisions about the adequacy of facilities for the welfare of workers;

· carrying out any other activity prescribed by the Regulations.

· proposing changes that may affect the health and safety of workers; and

· making decisions about procedures for:
· consultation

· resolving WHS issues

· monitoring health of workers

· monitoring conditions at the workplace under

· the management of the PCBU

· providing information or training for workers
· Participate in workplace consultation and training; and 
· Attend WHS meetings when and if required to consult on health and safety issues.
· Workers are to be informed they have the right to request a WHS Representative and/ or Committee at any point, and this will be facilitated by Batterline Earthmoving, including the required external training.
	4. RESPONSIBILITIES


Officers and Supervisors must:
· Consult with workers to decide on workplace consultation arrangements and record the agreed outcomes and make sure all workgroups are represented and informed;

· Consult with workers who carry out work for the business or undertaking who are, or likely to be, directly affected by a WHS matter.

· Provide resources, information and training for workers to allow them to understand work health and safety issues so they have the knowledge to make informed decisions.  
· Respond to requests for the formation of a WHS Committee/ WHS Representative and to training requests.
· Hold meetings to consult with workers, health and safety representatives(HSR) or committee members to enable them to contribute to the decisions that may affect their health, safety and welfare;

· Provide sufficient time to discuss and resolve WHS issues;
· Document meetings and safety decisions. 
· Monitor and Review the Consultation Policy and ensure toolbox meetings are being conducted as per the time frames and purpose as outlined in this policy. 
Workers must:
· Comply with the rules of this policy;
· Report all incidents, accidents, near misses and hazards to the officer/supervisor; 
· Participate in any consultation and training relating to this policy; and

· Raise any health and safety concerns or other workplace issues/ complaints promptly to the supervisor prior to taking external action.
	5. SIGN OFF


Company Representative:

Signed: _____________________________________                             Date: _____________
