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Appendix D.1 Information on Effective Consultation in Local Areas
Consultation arrangements should take into account the size of the business, the way work is arranged and what suits your workers. Many workplaces will already have ways to consult on health and safety that suit their needs. 

To determine how best to consult, you should first discuss with your workers issues such as:

· The duty to consult and the purpose of consultation;
· The range of work and associated health and safety issues at the workplace
· The various ways for consultation to occur, including your workers’ right to elect health and safety representatives; and
· Your workers’ ideas about the most effective way to consult.

You should work out methods that:

· Meet your duty to consult;
· Ensure all workers can participate in consultation including any shift workers or mobile workers;
· Will best integrate with the way your business manages health and safety.

Consideration should be given to how management normally communicates with the workers. 

The University uses the Local WHS Committee structure as the main consultation channel for policy, procedure and WHSMS Handbook consultations. Other channels may be also implemented for different types of consultations to enhance worker’s experience during consultation. 

At the Local WHS Committee level, the Chair and the Committee must decide what the most effective consultative arrangements are locally, meeting the requirements indicated above. Some examples of consultation channels are:

· Via School/College/Division/Portfolio all staff emails;
· Include in Dean/Director’s newsletter, if applicable, on what’s out for consultation;
· In Executive/leadership meetings and then cascaded down to team meetings;
· Manager and worker one on one or group/team meetings;
· Running Seminar to invite all staff to attend for consultation on WHS matters;
· Use WHS Notice Board but clearly define how and who the feedback should be provide to and the due date;
· Whole School/Division staff meetings;
· Consult with the HSRs in your workgroup and they represent all workers of the work group;
· Any other local consultation channels agreed with your workers; or 
· A combination of the above consultation channels.

When unexpected matters arise, there may not be time to plan consultation, so consideration should be given to whether the issue can be addressed through one of the regular communication channels, or if there is a need to do something different like hold a one-off meeting.

Consultation records must be kept in line with the requirements in this Chapter. You can:
· Keep all email communications, records, logs and other evidence of communication including notices to workers of consultation outcome if email consultation is used as a channel; or
· Complete Appendix D of Chapter 3.20, provide to all workers affected and keep on file.
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