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ADVICE SHEET 2

CONSULTATION

WHY DO YOU NEED TO CONSULT?

...because decisions you make can have health and safety consequences for everyone at the workplace.

Your workers are directly affected by your decisions and can often foresee things that you may overlook. They can
provide suggestions about how to solve health and safety problems and reduce injuries that can lead to increased
savings and improved productivity for your business. Including workers in the decision making process shows
clear management commitment to safety.

Introducing a new chemical or changing work tasks, for example, can create safety risks. Your workers can help
you identify these risks and decide what to do to minimise them, which can avoid you unnecessary expense and
downtime.

As well as being a good idea, consultation about safety issues is included in Workplace Health and Safety (WHS) law.

Consultation enables you to share WHS information and to take your workers’ views into account, before you
make decisions. You and your workers must be alert to things that can cause harm. Through consultation, you can
become more aware of WHS issues experienced by your workers, and can involve them in addressing potential
problems before they escalate and affect your business.




WHERE YOU
TICKED IN THE
RED ZONE...

Establish your consultation

arrangements

Record your consultation

arrangements

Consult effectively

Record decisions that affect

safety




WHERE YOU
TICKED IN
THE ORANGE
ZONE...

Implement consultation
arrangements are suitable
for your workplace

Encourage your workers
to become involved

Gather input from workers
and provide feedback to
them

Send a clear message about

the importance of safety




...your regular consultation arrangements are effective and workers are
involved in decisions regarding safety.

Ticks in the GREEN zone indicate that you have implemented regular
consultation arrangements that suit your workplace. Actively encourage
your workers’ participation and value their views. If your consultation
arrangements are working well, potential issues and risks will be readily
identified, and your workers will suggest and support timely improvements
that benefit your business.

Have open and frank discussions with workers periodically to see how well
the consultation process is actually working, and how it could be improved.

Ensure that your vulnerable workers, young workers, those with a disability
and those with language or literacy issues are adequately represented in the
consultation process and understand the safe work procedures, reporting
measures, training systems and the like.

If your consultation process is working well, encourage your workers to
contribute to broader issues, such as workplace design, organisation of work,
future trends etc.

ANNEXURE 1

Sample record of a safety meeting

STAFF NOT AGENDA ITEMS ACTION TO BE PERSON DATE
PRESENT TAKEN RESPONSIBLE ACTION
FOR ACTION COMPLETED
01.02.06 Sarah Jones Purchase of jigsaw Brand X jigsaw to Bob Green 03.02.06
to be used in new be purchased
woodwork craft
workshop
Rubbish from Housekeeping Martin Cooper 02.02.06
craft workshops checklist items
constantly left on to be followed-up
floor and actioned
01.03.06 None Items stored on Move items to Tom Anderson 05.03.06
shelves above lower shelf
shoulder height
Lack of safety Purchase Bob Green 13.03.06
goggles for additional goggles
customers prior to next
participating workshop

in craft workshops

DISCLAIMER:

The materials presented in this publication are distributed by the Queensland Government as an information source only.

The information and data in this publication are subject to change without notice. The Queensland Government makes no statements, representations, or warranties about
the accuracy or completeness of, and you should not rely on, any information contained in this publication. This document is guidance material only and must be read in
conjunction with the Workplace Health and Safety Act 1995, relevant Regulation and Codes of Practice.

The Queensland Government disclaims all responsibility and all liability (including without limitation liability in negligence) for all expenses, losses, damages and costs you
might incur as a result of the information being inaccurate or incomplete in any way, and for any reason.
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