Consultation arrangements – example
	Consultation in a small workplace  – with no health and safety representatives (HSRs)

	Overview
	This is a small crane hire business. It employs 7 workers, 5 of whom are crane operators. When the operators return to the yard after a job, they report any defects or problems with the crane or other WHS issues. This has been an informal process and many times there have been failures to report mainly small problems. The owner has decided to introduce a checklist to be filled out by the operator when returning the crane.

	When to consult
	Consultation was required to: 

· identify hazards and risks, and

· make decisions about risk controls.

Before introducing the checklist, the owner wanted to discuss its benefits - "discuss its merits" is a phrase many people may not understand, so use everyday language with your workers.

	Who to consult
	As there are no health and safety representatives in the workplace, the owner consulted with all workers directly.

The owner also took the opportunity to promote the benefits of HSRs at the workplace to the workers.

	How to consult
	The agreed consultation mechanism for the workplace is the regular weekly meeting with workers where work health and safety is always the first item on the agenda. 

The owner circulated the checklist to the workers a week before the meeting. In discussions at the meeting, there was support for using the checklist with a few more items added to it. It was agreed that workers would trial the new checklist for three months as some operators were concerned that it would be a waste of time if no action was taken on any problems notified using the checklist. 
The business kept records of significant work health and safety issues that were discussed, actions to be taken, responsibilities and timelines for taking action. The records outlining the completed repairs were displayed on the noticeboard in the workplace and were discussed at the weekly meeting to reinforce to workers that when they raised safety issues they were acted on immediately and fixed.

	Who else to consult
	If you’re sending your workers to another PCBU’s workplace to undertake construction work, then you will need to consult, coordinate and cooperate with that PCBU. 
If you’re working with another PCBU, consultation should take place at the beginning (For example, after you’ve signed a contract and/or during the planning of work to be done). This will ensure that health and safety measures are identified and in place from the beginning.

Consultation is undertaken to ensure everyone who is doing the work has an understanding of the associated risks; who’s affected and how the risks are controlled in the workplace. Sharing this information will allow all parties to work together to plan and manage health and safety in the workplace.
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