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OHS Consultation and Communication Procedure

1. Purpose:

The purpose of this procedure is to outline the consultative and communication arrangements
across all Department of Education and Training (the Department) workplaces.

2. Scope:

This procedure applies to all Department workplaces, including schools and central and regional

offices.

3. Procedure

All Department workplaces must have effective systems in place to ensure that all employees
(including Health and Safety Representatives) are consulted and communicated with when
OHS decisions are made.
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assistance before deciding to disclose the information.

The Department will consult and communicate with internal and external stakeholders on
matters affecting state-wide health and safety as determined by Part 4 of the OHS Act 2004 and
in accordance with the main objectives of the Department’s Health, Safety and Wellbeing Policy.

3.1.2 Communication Requirements

The Workplace Manager and/or Management OHS Nominee must communicate the following
information to employees:

* existing OHS practices and systems
* changes to current OHS practices and systems
* outcomes of workplace inspections.

This would include communicating specific elements of the OHSMS including:
* the workplace risk profile (OHS Risk Reqister)
* the Department’s Health, Safety and Wellbeing Policy
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* providing the information to the HSR in a reasonable timeframe, where practicable before
distributing to all employees

* meeting with the HSR if an invitation to meet is accepted or if a meeting is requested by the
HSR

* inviting the HSR to meet to consult about the OHS matter
* giving the HSR a reasonable opportunity to express their views about the matter
* taking into account the HSR views about the matter.

Please refer to the Health and Safety Representative Guide for further details about HSRs
including:

* electinga HSR

* HSR powers and responsibilities
* HSR training requirements

* Provisional Improvement Notices.

3.2.3.Determining Appropriate Communication Forums
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process does not exist. The agreed process or OHS Issue Resolution Flowchart is to be
communicated to all employees and displayed prominently in the workplace.

4. Defined terms

All terms defined by the Department are hyperlinked to the Department's Defined Health and

Safety Terms website. Defined roles will appear in bold.

5. Related Legislation:

Occupational Health and Safety Act 2004
Occupational Health and Safety Regulations 2017

6. Checklist
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edumail.vic.gov.au.
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