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Purpose 
To define how the Diocese of Maitland – Newcastle (DoMN) duty holders will consult with workers (i.e. employees, 
contractors and volunteers) on health and safety matters including developing arrangements for facilitating 
participation, representation and communication of information.  

Scope 
This procedure applies to all workers of the Diocese of Maitland – Newcastle (DoMN).  

Definitions and Terms 

Term Definition 

DoMN Diocese of Maitland – Newcastle 

HSR Health and Safety Representative. A worker in an identified workgroup who is 
elected by the workers to communicate their safety issues to management.  

HSC Health and Safety Committee. A representative group of workers in a workplace 
who meet in a cooperative way with management representatives to improve 
systems for managing health and safety in the workplace. 

HSC member Health and Safety Committee Member. A representative for workers in the 
workplace who advises management of safety issues and assists management to 
improve the WHS system. 

Work Group A group of workers who share similar WHS concerns and conditions. 

Responsibilities 

Position Responsibilities  

Senior Managers  Providing the resources for consultation with workers and other duty holders; 

 Consulting on health and safety matters so far as is reasonably practicable 
with workers who are (or are likely to be) directly affected by such matters;  

 Considering the views of workers, HSCs and HSRs before making decisions. 

WHS Manager  Implementing processes for consulting with workers and other duty holders; 

 Co-ordinating and arranging for appropriate consultative forums to be 
established in line with worker requests; 

 Arranging for training to be provided to HSCs as mutually agreed and to 
elected HSRs within three (3) months of their request for training; 

 Disseminating and communicating safety information to the organisation 
including updates to safety procedures, legislation, resolution of issues and 
other pertinent information. 

Managers  Consulting with workers on health and safety issues and liaising with the Work 
Health & Safety Manager/HSCs/HSRs to rectify issues in a timely manner;  

 Ensuring regular meetings are conducted whereby safety information is 
discussed with workers; and 

 Maintaining records (where relevant) to demonstrate compliance with 
consultation requirements. 
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HSCs/HSRs  Representing workers on health and safety matters; 

 Attending scheduled consultative meetings; 

 Reporting issues relating to health and safety that require urgent notification 
to the relevant Manager and/or the WHS Manager promptly; and 

 Assisting Managers with the consultation and issue resolution process, 
including communicating with workers. 

Workers  Participating in consultation arrangements; and 

 Reporting safety issues of concern to their immediate supervisor/line manager 
first then to their HSC/HSR, and/or WHS Manager as required. 

 

Procedure 

1. What is Consultation? 

Consultation is a two way process that requires: 
 Relevant work health and safety information to be shared with workers; 

 Workers be given a reasonable opportunity to express their views and to raise health or safety issues; 

 Workers be given a reasonable opportunity to contribute to the decision-making process relating to the health 
and safety matter; 

 The views of workers to be taken into account; and 

 Workers to be advised of the outcome of any consultation in a timely manner. 

2. Consultation Requirements 

Communication and consultation on health and safety shall be integrated into the normal operation of DoMN as far 
as is possible. Consultation on health and safety is required to provide workers with an opportunity to contribute to 
decisions affecting their health and safety. The WHS Act 2011 identifies specific circumstances whereby 
consultation is required including: 

 Identifying hazards and assessing risks arising from the work carried out or to be carried out; 

 Making decisions about ways to eliminate or minimise those risks; 

 Making decisions about the adequacy of facilities for the welfare of workers; 

 Proposing changes that may affect the health or safety of workers; and/ or 

 Making decisions about procedures for consulting with workers, resolving health or safety issues, monitoring 
health of workers, monitoring the conditions at the workplace and providing information and training for 
workers. 

3. Minimum Consultation Arrangements 

Consultation on health and safety matters will occur through regular meetings facilitated by Managers in 
conjunction with HSCs / HSRs (where applicable) to provide workers with the opportunity to raise safety issues.  
Documented minutes of such meetings as well as any other relevant safety information (e.g. alerts or key changes 
to procedures) are to be made available i.e. displayed on noticeboards and through online access points.  

Additional safety roles and consultation arrangements may be requested or proposed in the workplace. These 
roles are described below and may involve a combination of one or more of these arrangements.   
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a. Health and Safety Representatives 

DoMN may propose an election for Health ad Safety Representatives (HSRs) or workers may request the election 
of a HSR to represent them on work health and safety matters. If a worker makes this request, work groups need 
to be established to facilitate the election using the HSR Nomination Form. The HSR can request Safe Work NSW 
approved training and this enables them to act to ensure unsafe work is ceased until management deals with the 
safety concerns. 

HSRs are elected for a period of three (3) years, at which time a re-election is to be held (and the HSR is eligible 
for re-election). Where a HSR has been elected, the following functions and responsibilities will apply: 

 Must always be included in any consultation that affects, or is likely to affect, the health and safety of 
members of their work group; 

 Monitoring the measures taken by DoMN to comply with legislation in relation to workers in the work group; 

 Investigating complaints from members of the work group relating to work health and safety; 

 Enquiring into anything that appears to be a risk to the health and safety of workers in the work group; 

 Conducting workplace inspections and risk assessments in conjunction with workers; 

 Consulting with workers and DoMN management on health and safety issues; and 

 Assisting DoMN management in the investigation of all work injuries, illnesses or dangerous occurrences. 

A list of the HSRs is to be prepared and kept up to date, with a copy of the list prominently displayed throughout 
DoMN offices and workplaces. A copy of the list is also to be provided to the relevant state jurisdiction’s Work 
Health and Safety Statutory Authority (e.g. Safe Work NSW). 

b. Health and Safety Committees 

A Health and Safety Consultation Committee (HSC) will be established by DoMN when requested by five (5) or 
more workers or a HSR, or if DoMN wishes to establish a committee to meet their duties for consultation under the 
WHS Act 2011. 

Members of the HSC should receive suitable training and at least half of the HSC members must be workers not 
management representatives. HSRs can choose to be part of HSC or just represent their workgroup to the HSC 
and management.  

The duties and responsibilities of the HSC Members will include the following: 

 Facilitating cooperation between DoMN management and workers in the development, improvement and 
implementation of any measures designed to ensure the health and safety at work of workers (e.g. safety 
audits, policies, procedures, etc.); 

 Assisting in developing procedures, standards and rules relating to health and safety for the workplace; 

 Reviewing and distributing to workers the results of any risk assessments, hazard reports, workplace 
inspections etc.; 

 Assisting in investigating safety matters including conducting workplace inspections, incident investigations 
and developing corrective actions; 

 Attempting to resolve safety issues in a timely manner, and follow the resolution process if unable to resolve 
the issue; and 

 Meeting at a minimum of three monthly intervals and distributing minutes of these meetings to workers 
through the email, noticeboards, etc. 

4. Call for Election 

Once consultation arrangements have been agreed upon a call for election is to be set by the Senior 
Manager. The Call for Election template can be used for display in a prominent location, to notify all 
employees of the process. The appropriate Election Forms for HSC members or HSRs should be 
readily available to all employees. 
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Managers can elect to be HSC committee members; however the number of manager representatives 
can not exceed the number of employee representatives.  

If there is a tie between two or more people, the Senior Manager may choose to take the following steps 
to decide who will be the committee member for the department. 

 

1. Call for a re-election 

2. Have the department employees vote on who they would prefer; or 

3. Decide who would be the more appropriate candidate. (This decision must be submitted with a 
written reason for why they would be more appropriate according to the Senior Manager) 

 

5. Consultation Training 

Training as a member of the HSC should be provided in accordance with the WHS legislation. The aim is to 
provide the member with the knowledge and skills to effectively represent workers on safety issues and undertake 
their role. The request for HSC training should be provided in writing and ideally included with the election form. 

Where training is requested, DoMN will provide it within a reasonable time of commencing in the role. HSC 
member training The training for HSC members is not regulated or specified in detail in the legislation but is 
required to be appropriate to the organisational risk profile. 

Training is to be provided to HSRs if requested by the HSR in accordance with the WHS legislation. The aim is to 
provide them with the knowledge and skills to effectively represent workers in their workgroup on safety issues 
and undertake their role. The request for HSR training should be provided in writing and ideally included with their 
election form. 

Where training is requested, DoMN will provide it within three (3) months of any such request. HSR training must 
be via an accredited program as prescribed by the regulatory authority (e.g. Safe Work NSW). 

6. Communication 

DoMN will make available information relating to health and safety matters to enable informed and constructive 
discussions. This information may be distributed to workers via the below forums. 

FORUM  RESPONSIBILITY 

Notice board – The DoMN office/workplace will have a 
prominent and centrally located position that displays 
health and safety information including meeting minutes, 
emergency procedures, health and safety contacts, 
safety alerts and other relevant information. 

Health & Safety Consultation Committee to maintain. 

Electronic noticeboards – DoMN HSMS and other 
relevant information (e.g. technical guidance about 
hazards, risks and risk control measures, health and 
safety news, etc.) will be located on the DoMN Intranet 
for easy reference by workers. 

Health & Safety Consultation Committee to maintain. 

Team Meetings and Health & Safety Committee 
Meetings – Documented minutes of such meetings as 
well as any safety alerts and changes to 
legislation/procedures are to be made available to 
workers. 

Managers and/or Health & Safety Consultation 
Committee to ensure Team Meetings are held three 
monthly and HSC meetings quarterly.  

Specific consultation as required including introduction or Health & Safety Consultation Committee to provide 
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changes to facilities, equipment, policies, procedures and 
work practices.  

details as agreed between the HSC and 
Management. 

7. Consultation Meeting Agendas 

As part of any consultation meeting or work, health & safety agenda item on meeting minutes, which 
constitutes the formal Consultation Meeting at some sites, the following agenda topics must be covered every 
three months. 

 Discussion of outstanding actions from previous meetings 

 Hazard Reports 

 Near Misses 

 Incident Reports 

 Safety Performance Reviews 

 Site Inspection Outcomes; and 

 Any New Business 

Forms 
 Form 3.2a Health & Safety Consultation Committee Meeting Minutes Template 

 Form 3.2b Health & Safety Consultation Committee Member Nomination Form 

 Form 3.2c Health & Safety Representative Nomination Form 

 Form 3.2d Call for Election of Health and Safety Consultation Committee Template 

References 
 Work Health and Safety Consultation, Coordination and Cooperation Code of Practice 

  


