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	1.  Introduction
	To assist in meeting organisational and legal requirements BBC recognises effective consultation and communication is paramount. BBC will consult our employees in implementing safety practices and systems that will ensure the health, safety and welfare of our employees, contractors, volunteers and agency staff.  Employee involvement at all levels is critical for ensuring a safe workplace.

	2. Purpose
	This document details the consultation and communication facilitated to meet organisational and legal requirements on consultation and ensure that all employees, residents and service users have a genuine opportunity to effectively participate in decision making on matters with a potential to affect their OHS through the Occupational Health and Safety Committee Structure for BBC.

	3.   Scope
	This procedure applies to all levels throughout BBC, covering routine and formal communication between Facilities, Services, Employee’s, Residents, Service users and BBC OHS committees.

	4.   Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Manager / Supervisor
	OHS Representative
	Employees

	5.1  Establish Designated Work Groups
	· The Site Manager shall negotiate with the employees regarding the Designated Work Groups (DWG) 

· Visit websites for more information

www.workcover.vic.gov.au
www.workcover.nsw.gov.au 

www.ohs.govt.nz etc
	· Ensure the DWG’s will be documented and displayed on the OHS Notice board at the facility / Service. (Site)


	· Consult with Management regarding the DWG’s

· Shall be encouraged to elect Health and Safety Representatives in accordance with the State legislation.

	5.2  Training
	· As soon as practicable after election, representatives shall be allowed paid time from work to attend an Organisational or  State government Accredited / approved OHS training course agreed upon between the employer and employee.
	· BBC Organisational OHS refreshers will be conducted annually – Contact the BBC Education Officer for calendar.

· BBC will facilitate Workcover approved / accredited courses on a needs basis.
	· Have awareness to the respective OHS representatives in their DWG and monitor the OHS notice boards for work place safety information.

	5.3  Legislative updates
	· Procedures will be put in place to ensure that the OH&S committee members receive an annual update on legislation and current issues in OH&S.
	· Ensure they review all proposed procedures for impact and implementation to their workplace.
	· Monitor the OHS notice boards for work place safety information

	5.4  Committee Meetings
	· Will ensure that OHS information is provided to employees at work group meetings and on notice boards.
	· Will address organisational and facility wide OHS issues.
	· Monitor the OHS notice boards for work place safety information

	5.4.1  Site Structure
	Small sites (1 – 20 persons)

· Staff Meetings only, OHS should be a permanent agenda item. The Manager or Representative should be present at all meetings. 

· In the case of 1 – 2 persons per service – a link to the BBC OHS National Forum is sufficient, however a member of staff must be nominated as the site OHS contact.

Large sites (Greater than 20 persons)

· The OHS Committee should have links to Management levels where appropriate. Employee representation must be at least 50%.
· Designated Work Groups (DWG) will be determined through a consultative manner between Managers and staff within the facility.
· OHS representatives will be nominated / elected for each DWG.

	5.5  Provision of Resources
	Executive & Site Manager: 

· Physical and financial resources are required to ensure the facilitation of OHS program management at all levels. Resources such as the appointment of OHS representatives, First Aid officers, Fire & Emergency Wardens and project team managers are crucial to the efficiency of the program and as such financial backing is required to ensure these roles are given appropriate time and equipment to facilitate their functions.

	5.6  OHS Budget
	Executive & Site Manager: 

OHS budgets can be formulated using the outcomes of the Hazard identification process, for example if a specific type of equipment is required to control a risk then this needs to be budgeted for. OHS Representatives need appropriate training, which requires funding and time allocated to attend. The budget should be monitored throughout the year.


	6.  Accountabilities
	Managers / Person in Charge
	Employees and OHS Representative(s)

	
	· To ensure strategies are in place for effective employee consultation.

· Activate the Issue Resolution procedure if need arises.

· Liaise if applicable with State Workcover Inspectors in matters of Issue Resolution.

· Ensure availability of employee rep’s to attend OHS committee meetings as applicable.

· Consult with OHS Rep’s on issues that may affect the health and safety of employees.

Support and assist the OHS Rep as required.
	Are encouraged to raise OH&S issues promptly using the agreed procedure (refer to OHS 10.2.3.4 Issue Resolution Procedure).  An OH&S issue may involve a hazard, a work practice or a procedure.  It does not necessarily imply the existence of an OH&S dispute


	7.  Training


	Managers
	OHS & Committee Members
	Employees

	
	· Managers and supervisory employees shall receive training in their legal responsibilities in relation to occupational health and safety and the benefits of effective consultation and communication.
	Shall receive training in:

· Systems approach to OHS

· Communication skills

· Responsibilities in OHS

· Structure, composition & function of an OHS Committee

· Hazard identification, risk assessment and control

· Accident investigation

· Workplace inspection
	· On Induction the role of the OHS Representative and the site OHS committee. (As applicable)

Effective communication channels used by BBC.


	8.  Performance Indicators & Audit Records
	· Completed and current Nomination / Election forms.

· Training records.
· OHS Committee  / Staff meeting / Tool shop Minutes etc.


	9.  Related Forms & Templates


	OHS 10.2.3.1 BBC Organisational OH&S Forum – Terms of Reference

OHS 10.2.3.2 Facility & Service Committee – Terms of Reference

OHS 10.2.3.2.1 OHS Representative Nomination & Ballot forms
OHS 10.2.3.2.2 OHS Agenda Template
OHS 10.2.3.2.3 OHS Minutes Template

OHS 10.2.3.2.4 OHS Agenda Template

OHS 10.2.3.3 OHS Skills Register   

	10.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	Occupational Health and Safety Act 2000 & OHS Regulation 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

Section 2.6 employee participation.



	Australia Only
	Aged care Accreditation Standard – Section 4.5 Occupational Health & safety

Retirement Village Association Accreditation Standard – Section 4 – Physical Resource Environment
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