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1. Introduction 
 

Geoscience Australia (the organisation) recognises that better work health and safety (WHS) outcomes are 

easier to achieve when workers are involved in creating and maintaining a safe and healthy workplace.  

Work Health and Safety consultation is a two-way process that empowers workers to identify WHS issues, 

share views, information and participate in decision-making on WHS matters.    

This is in line with section 47 of the Work Health and Safety Act 2011 (Cth) (WHS Act); a person conducting 

a business or undertaking (PCBU) must consult, so far as reasonably practicable, with workers who carry out 

work for the business or undertaking and who are, or are likely to be, directly affected by a WHS matter. 

1.1. Purpose 

This procedure provides guidance on how the organisation, as the PCBU, establishes WHS consultation, 

cooperation and coordination arrangements with its workers to ensure WHS issues are resolved. The 

objective is to ensure arrangements are in place across all the organisation’s workplaces to enable:  

 effective consultation with workers about WHS matters 

 worker participation in WHS activities  

 appropriate representation of workers’ perspectives in WHS decision-making. 

1.2. Scope 

This procedure is intended to be implemented consistently in all areas of the business and it is a 

requirement that all workplace participants familiarise themselves with this procedure. 

 

1.3. Principles 
 

Consultation ensures better WHS risk management and provides the foundation for co-operation and co-

ordination between duty holders. The following principles underpin this framework: 

 We have a duty to consult, co-operate and co-ordinate about WHS matters to ensure the health and 

safety of all Geoscience Australia workplace participants (including workers, contractors and visitors) 

whose health and safety is directly impacted by our business. 

 The obligation for duty holders to engage with each other is to ensure co-operation and co-ordination 

of activities to fulfil each duty holder’s respective and collective duty of care. Contracts do not inhibit 

the duty to consult, co-operate and co-ordinate. 

 More than one person can have the same duty of care and each have an obligation to act on this to 

the extent of their influence and control. 

 Duties are not transferable. Each duty holder must discharge their duty of care to the extent of their 

capacity unless there is a specific agreement or arrangement that limits or removes this. 

 Consultation with all workers including duty holders applies to all stages of a change, project or 

program lifecycle. 

https://www.legislation.gov.au/Details/C2018C00293
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 Consultative co-operation and co-ordination arrangements must be flexible and responsive to 

change. 

 Successful collaboration is achieved when there is commitment to a shared objective, trust, 

leadership and workers with appropriate capability and sound governance. 

1.4. When consultation is required 

Consultation with workers can be formal or informal and must occur when: 

 making decisions about WHS consultation arrangements 

 identifying hazards, assessing risks and deciding on ways to eliminate or minimise those hazards 

and risks 

 monitoring worker health and workplace conditions 

 resolving WHS issues 

 providing training and information for workers 

 proposing changes that may affect the health and safety of workers. 

1.5. Consultation arrangements 

Consultation can be informal and formal arrangements.  

Informal arrangements 

Informal WHS consultative arrangements are integrated into day-to-day activities in the workplace. It takes 

place in, but is not limited to:  

 daily communication between managers and workers  

 development and review of risk assessments  

 safe work methods statement development and review   

 incident investigations 

 toolbox meetings  

 team briefings  

 face-to-face meetings  

 site inductions.  

Formal arrangements  

 

Formal WHS consultative arrangements include, but are not limited to: 

 communication with health and safety representatives (HSR) 

 Work Health and Safety Committee meetings. 
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2. Consultation  
 
Policy: 

 

The policy assists in enabling effective consultation, co-operation and co-ordination with our 

workers to ensure workers WHS and wellbeing at work. 

2.1 When to consult with workers  

1. Organisational decisions or actions that may have health and safety consequences for workers, for 

example, introducing new equipment into the workplace may affect the tasks that workers carry out, 

the timeframes for doing work, how they interact with each other and the environment in which they 

work. 

2. The organisation must consult with workers when:  

 identifying hazards and assessing risks to health and safety 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 and safety of workers  

 making decisions about procedures before consulting with worker 

 resolving health or safety issues at the workplace  

 monitoring the conditions at the workplace under your management or control and  

 providing information and training for workers. 

2.2 Identifying communication channels 

3. The organisation and managers must share relevant information with workers and their health and 

safety representatives (HSRs) about matters that may affect their health and safety. This information 

should be provided early on so workers and HSRs have enough time to consider the matters, 

discuss them and provide feedback.  

4. Information relating to the health and safety matters will enable informed and constructive 

discussions.  

5. This information may include: 

 health and safety policies and procedures  

 Job safety analysis (JSA), safe work method statements (SWMS) risk assessments 

 proposed changes to the workplace, systems of work, plant or substances 

 data on incidents, illnesses or injuries (in a way that protects the confidentiality of personal 

information).  

https://geoscienceau.sharepoint.com/:w:/r/sites/Intranetfiles/Shared%20Documents/WHS/Useful%20Resources%20%26%20Tools/Job%20Safety%20Analysis%20(1).DOC?d=w5b3b05fc9c5d4768b9ea8fb524c83906&csf=1&web=1&e=bejI5m
https://geoscienceau.sharepoint.com/:w:/r/sites/Intranetfiles/Shared%20Documents/WHS/Useful%20Resources%20%26%20Tools/WHSMS%20-%20Tools%20-%20SWMS%20Template%202018%20(1).DOCX?d=w048d852514b44e81b099f89216f040dc&csf=1&web=1&e=8Er3mT
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6. The information should be presented in a way that can be easily understood by workers and take 

into account literacy needs and the cultural or linguistically diverse backgrounds of workers. Workers 

may find it easier to communicate through a health and safety representative, an interpreter or 

worker representative.  

7. The most effective means of directly communicating with workers and other duty holders needs to be 

identified, so that they can be properly consulted and informed. Information should also be simplified 

and presented in different ways to make it easier to understand, for instance using diagrams.  

8. Meeting face-to-face is usually the most effective way of communicating, although it may not always 

be possible or preferable.  

9. Information can also be shared in other ways including:  

 telephone or all-staff emails  

 intranet articles  

 digital signage  

 emails from the Chief Human Resources Officer, Chief of Division and/ or the Chief 

Executive Officer, or relevant stakeholder. 

10. Information should be updated and attention drawn to new material so workers who do not regularly 

check health and safety information will know what is happening in their workplace. 

11. As consultation is a two-way process, it must be clear to workers how they can respond and how 

they will receive feedback on WHS matters raised. 

2.3 Providing opportunities to express views and contribute 

12. Workers must be given a reasonable opportunity to express their views, raise work health and safety 

issues and contribute to health and safety decisions. This may involve: 

 providing a suitable time during work hours for consultation with workers  

 allowing opinions about health and safety to be regularly discussed and considered during 

workplace meetings  

 providing workers with different ways to provide feedback, for example using email, intranet 

WHS page or a suggestion box. 

13. How long the consultation process takes will depend on the complexity of the health and safety 

matter, how many people are being consulted, the accessibility of workers and the methods of 

consultation.  

14. A simple issue affecting only a small number of workers can be dealt with in a few hours or days 

through regular channels of communication.  

15. A complex technical matter, or consulting a large number of workers, may require more time. HSRs 

are to be included in discussions, with or without the direct involvement of workers. 
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2.4 Taking views into account  

16. WHS consultation is to be undertaken and must take the views of all workers, this is to be done 

through formal consultation channels before making a decision.  

17. Consultation does not require consensus or agreement but workers must be allowed to contribute to 

health and safety decisions within the organisation.  

18. The aim of consultation is to ensure sufficient information is provided to all workers and workers are 

provided with the opportunity to respond.   

2.5 To what extent must you consult  

19. You must consult on health and safety matters so far as reasonably practicable with workers who 

carry out work on behalf of the organisation or are likely to be directly affected.  

20. This includes consulting with all workplace participants (workers, contractors, subcontractors, 

trainees, work experience students and volunteers) about health and safety decisions directly 

affecting them and which the organisation influences or controls. 

21. You are not expected to consult if it is not possible in the circumstances, but are required to take a 

pro-active and sensible approach to consultation. For example, an urgent response to an immediate 

risk may necessarily limit the extent of consultation in some circumstances. It may also not be 

reasonably practicable to consult with workers who are on extended leave.  

22. However, it would be appropriate to ensure these workers are kept informed about matters affecting 

their health and safety when they return to work. 

2.6 Outcomes of consultation  

23. Workers must be informed of the final decision or course of action as soon as possible. Information 

should be provided to help workers understand the reasons for the decision. 

24. Records of consultation is to be kept by Human Resources to demonstrate compliance with 

consultation requirements. Records of consultation may also assist the risk management process 

and make disputes less likely. Records should include outcomes of discussions.  

25. Records can be brief and simple, and cover:   

 what the safety matter is 

 who was identified as affected, or likely to be affected 

 who was involved in consultations 

 key issues consultation identified  

 what decision has been made and why 

 who is to take action and by when, and  

 when the action was completed. 
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2.7 Health and Safety Representatives  

26. Health and safety representatives (HSRs) are: 

 workers who are nominated and elected to represent the health and safety interests of their 

work group. A HSR must be nominated and/or elected by their own work group 

 to facilitate the flow of information about health and safety between the organisation and 

workers in their work group  

 to participate and be actively involved in WHS working groups 

 to monitor the health and safety actions taken by the organisation (or other duty holders), 

investigate workers' complaints and look into anything that might be a risk to the health and 

safety of the workers they represent. 

27. Once an HSR has been elected, all WHS consultation must involve them. The organisation must 

allow HSRs to exercise their powers and functions as per the legislation and give them access to 

information relating to health and safety. This includes providing them with any resources, facilities 

and assistance that are reasonably necessary.  

2.8 Work Health and Safety Committee  

28. The work health safety committee (WHSC) is established as a forum for consultation to enable 

managers and workers to meet regularly and work co-operatively.  

29. At least half of the members of the committee must be workers who are not nominated by the person 

conducting the business or undertaking. If there are two or more health and safety representatives at 

the workplace, those representatives may choose one or more of their number (who consent) to be 

members of the committee.  

30. The main function of a committee is to facilitate co-operation in instigating, developing and carrying 

out measures to improve the health and safety of workers. Once a WHSC is established, the 

members may agree on other specific functions.  

31. The WHSC must meet at least once every three months, although the members may agree to meet 

more often, if required.  

2.9 Sharing arrangements with other duty holders  

32. The organisation so far as reasonably practicable must consult, cooperate and coordinate with 

workers, contractors, subcontractors and organisations where tenancy is shared.  

33. Where there is shared tenancy, the tenants are expected to have their own Health and Safety 

representatives. These representatives consult, cooperate and coordinate WHS issues via our 

organisation’s Human Resources WHS lead. 

34. Establishing consultation, cooperation and coordination should include:  

 how to inform and discuss proposed changes  

 how to co-ordinate consultation with affected workers 

 how to respond to a safety issue raised by one or more of the workers 
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3. Supporting Information 
 

This section is informative 

Roles and Responsibilities 

Health and Safety 
Representatives 

 Share relevant information with workers about matters that may affect 

their health and safety.  

 Facilitate the flow of information about health and safety between 

the organisation and workers in their work group, participate and be 

actively involved in WHS working groups. 

  

Human Resources 

 Provide support and advice. 

 Maintain up-to-date records of consultation arrangements, including 

lists of HSRs. 

 Inform Comcare of implementation of work groups and nominated 

HSRs. 

 

Managers 

 Managers are to establish, in consultation with workers, arrangements 

for consultation about WHS matters and ensure that this procedure is 

followed.  

 Managers will actively promote and encourage participation in any 

consultation activities, including workplace inspections, meetings and 

provision of information, allowing workers to do the same. 
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Officers of the PCBU 

Officers of the PCBU must exercise due diligence to ensure the 

organisation complies with legislative obligations. This includes ensuring 

that the consultative, cooperative and coordination arrangements are in 

place to ensure, so far as reasonably practicable, that WHS risks are 

effectively identified, documented, eliminated or managed by: 

 communicating WHS risks and risk controls 

 assigning accountability and responsibilities for managing 

consultation with workers 

 implementing and maintain consultation arrangements 

 obtaining assurance for how potential risks created by other 

parties’ business or undertakings have been managed. 

Officers of the PCBU will also ensure that business areas under their 

influence and control, comply with and implement requirements set out 

within this procedure. 

Other duty holders 

 Actively support and participate in the organisation’s WHS consultation 

activities. 

 Participate in the WHS issue resolution process where their workers 

are affected by the issue.  

 Work cooperatively with the organisation. 

 Perform their role and functions in compliance with WHS legislation. 

 

Records Management 

All records of consultation shall be stored appropriately in Human 

Resources records management system. Records help to demonstrate 

compliance with consultation requirements, assist the risk management 

process and may reduce the likelihood of disputes arising. 

Records can include but are not limited to:  

 emails and communications to affected workers 

 risk assessments 

 health and safety working groups  

 WHS Committee minutes and agendas.  

All documentation will be stored to meet the organisation’s responsibilities 

under the Privacy Act 1988. 

 

https://www.legislation.gov.au/Details/C2014C00076
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Workers 

 All workers that undertake work for the organisation are required to 

comply with this procedure and any other reasonable instruction given 

surrounding consultation. 

 Throughout any consultation process workers may contribute their 

ideas and thoughts, participate,  

cooperate, access and seek information to keep themselves informed. 

 Workers are encouraged to talk to their peers, managers and HSRs to 

ensure their views are received when decisions are being made on the 

suitability of controls to address a risk or matter. 

 

Related Procedures 

Work Health and Safety 
Procedures 

 

 Geoscience Australia’s commitment and agreed procedures to comply with 
the WHS legislation. 

Related Policies 

 
Work Health and Safety 
Policy 

 

Policy related to the application of Work Health and Safety Act 2011  (Cth) 
within Geoscience Australia. 

 
Risk Management Policy and  
Risk Management Procedure 
 

Policy related to Risk Management within Geoscience Australia 

 
Geoscience Australia Privacy 
Policy  

 

Policy related to the commitment to, and management of Personal 
Information in accordance with the Privacy Act 1988 and the Australian 
Privacy Principles. 

Definitions 

 

Duty holder 

Refers to any person who owes a WHS duty under the Work Health and Safety 
Act 2011 (Cth) including a person conducting a business or undertaking 
(PCBU), designer, manufacturer, importer, supplier, installer of products or 
plant used at work (upstream duty holders), an officer, workers and other 
persons at the workplace. 

 

Job safety analysis (JSA) 

A procedure which helps integrate accepted safety and health principles and 

practices into a particular task or job operation. In a JSA, each basic step of 

the job is to identify potential hazards and to recommend the safest way to do 

the job. 

https://intranet.ga.gov.au/hr/policies-procedures-guides#letter_W
https://intranet.ga.gov.au/hr/policies-procedures-guides#letter_W
https://intranet.ga.gov.au/hr/policies-procedures-guides#letter_W
https://intranet.ga.gov.au/hr/policies-procedures-guides#letter_W
https://www.legislation.gov.au/Details/C2011A00137
http://rmweb/trimlinks/?RecId=D2017-161350
http://rmweb/trimlinks/?RecId=D2017-179449
http://rmweb/trimlinks/?RecId=D2017-179449
http://www.ga.gov.au/privacy
http://www.ga.gov.au/privacy
https://www.legislation.gov.au/Details/C2014C00076
https://www.legislation.gov.au/Details/C2011A00137
https://www.legislation.gov.au/Details/C2011A00137
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Plant 

Includes machinery, equipment, appliances, containers, implements and tools 

and components or anything fitted or connected to those things. Some 

examples of plant include lifts, cranes, computers, machinery, scaffolding 

components, conveyors, forklifts, augers, vehicles, and power tools. 

 

Safe work method 

statements (SWMS) 

A SWMS is a document that sets out the high-risk construction work activities 

to be carried out at a workplace, the hazards arising from these activities and 

the measures to be put in place. 

 

Toolbox talk  

An informal group discussion that focuses on a particular safety issue. These 

tools can be used daily to promote department safety culture as well as to 

facilitate health and safety discussions on job sites. 

 

 


