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1.1 Introduction 
 
This training course is based on the national unit of competency BSBWHS403 Contribute to Implementing and 
Maintaining WHS Consultation and Participation Processes. The unit applies to people who work in a broad range 
of Work Health and Safety (WHS) roles across all industries. 
 

 
 
 
This includes individuals who contribute to the implementation of WHS consultation and participation processes as part of 
their WHS supervisory responsibilities. 
 
This course describes the performance outcomes, skills and knowledge required to contribute to the implementation and 
maintenance of work health and safety (WHS) consultation and participation processes 
in the workplace as part of a systematic approach to managing WHS. 
 
The materials in this course cover: 
 

 Identifying individuals and parties involved in WHS consultation and 
participation processes. 

 
 Contributing to WHS consultation and participation processes. 

 
 Contributing to processes for communicating and sharing WHS information 

and data. 
 

 Contributing to identifying and meeting training requirements for effective 
WHS consultation and participation. 

 
 Contributing to improving WHS consultation and participation processes. 

 
 
 
NOTE: The terms Occupational Health and Safety (OHS) and Work Health and Safety (WHS) are equivalent and generally 

either can be used in the workplace.  
 
The term WHS will be used throughout this training course. 
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1.3 Determine WHS Duties, Rights and 
Responsibilities 
 
In order to contribute to WHS consultation and participative processes in your workplace, it is important that you stay up 
to date on health and safety information, including Australian and international regulations and codes of practice. 
 

 
 
 
 

1.3.1 Accessing WHS Information 
 

Some research will be necessary to source and monitor information and data 
about WHS consultation and participation. Your research requirements may be 
outlined by your organisation.  
 
Finding the appropriate information that is relevant to your needs can be 
challenging.  
 
Be clear about the type of information you are looking for. This will help you to 
sort through all the data available and make decisions about what is relevant. 
 
 
 

 
 
 
Research involves skills such as critical thinking, problem solving, analysis and 
communication.  
 
You need to evaluate the information you have collected to make sure it is 
reliable, accurate and sufficient. Inaccurate or disputed information may bring 
your own research under question. 
 
You can also use online search engines to identify appropriate sources of 
information, and utilise knowledgeable and experienced workers within your 
organisation or on a broader scale. 
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1.3.1.2 Non-Electronic Sources 
 

Non-electronic sources of information should form part of your research. 
 
Most print sources provide citations and credentials in order to ensure their reliability and validity. Ensure that you check 
your sources thoroughly before using them. 
 
Non-electronic sources of information can include: 
 

 
 
When utilising printed sources such as books and research, ensure that you check how old the documents are, and 
whether more recent developments or progressions have been made. 
 
 
 

1.3.1.3 Reading and Interpreting Information 
 

In order to read and accurately interpret the WHS information you have retrieved 
you will need your skills in literacy and analysis. 
 
Policies, procedures, legislation, codes of practice and regulations can be 
challenging to read.  
 
They are often long documents and consist of complex jargon and phrases.  
 
 

 
 
When reading these documents, try: 
 

 Scanning through them first to get a rough idea of what they are about. 
 

 Take the time to carefully read through all the relevant documentation or 
read summaries or plain English versions if they are available. 

 
 Google legislation or codes of practice to find information about them to 

help put it in context. 
 

 Make notes about any points you aren’t clear about and then clarify them 
later. 

 
 Remove distractions such as noise or interruptions when you are reading. 

 
 Pay close attention to headings as they will help guide you through.  
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You will need to collect information from a range of internal sources including: 
 

 Workers. 
 

 Audits. 
 

 Worker information papers, brochures, notes, newsletters. 
 

 Hazard, incident and investigation reports. 
 

 Job and work system analysis (JSAs). 
 

 Material safety data sheets (MSDS) and registers. 
 

 Manufacturers' manuals. 
 

 Minutes of meetings. 
 

 WHS policies and procedures. 
 

 WHS reports including, workplace inspections, hazard and incident 
reports, technical reports, consultations and observations. 

 
 Organisational data such as insurance records, incident investigation, 

enforcement notices and actions, workers compensation data, WHS 
performance indicators, audits. 

 
 Questionnaires and surveys. 

 
 Risk assessments (past and present). 

 
 Safety handbooks. 

 
 Work instructions. 

 
This information is likely to change over time so it is important that you access it on 
a regular basis. 
 
 
 

1.3.3 Legal Framework 
 

WHS legislation forms the basis of all requirements for worksite and equipment 
safety including materials handling and all other work activities.  
 
The aim is to ensure the safety of everyone working on or visiting the site. 
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The legislation also outlines requirements for: 
 

 The reporting requirements for notifiable incidents. 
 

 Licences, permits and registrations (e.g. for persons engaged in high risk 
work or users of certain plant or substances). 

 
 Provision for worker consultation, participation and representation at the 

workplace. 
 

 Provision for the resolution of health and safety issues. 
 

 Protection against discrimination. 
 
 

 
 
Many specific details relating to WHS will be negotiated within the workplace in 
accordance with the legislation.  
 
It is important that you speak with your Health and Safety Representative or supervisor 
for more information on how these elements will effect your day-to-day operations, or if 
you have any concerns relating to health and safety. 
 
A list of common WHS terms and their definitions can be found in Appendix A. 
 
 
 
 
 

 
 

1.3.3.2 Common Law Duties 
 

Common law duties may include the requirements to meet general duty of care. 
 
These base common law duties can change over time due to legislative changes or they 
may simply vary between states and industries. 
 
 
 
 
 
 
 

 
It is essential that you regularly check for any base or common law changes.  
 
Any specific state or territory legislation will need to be clarified, particularly for members of your work team who come 
from another state. 
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1.3.3.6 Information and Data 
 

Information is data that has been formulated in a way that allows the user to 
interpret the results. 
 
Data collection is necessary to track trends, monitor implementation of systems, 
gather feedback and to allow for improvements to the systems and processes. 
 
 
 
 
 
 

1.3.3.7 Confidentiality 
 

It is a requirement that any personal information you acquire during your work 
activities be kept confidential.  
 

This could include information relating to injuries or illnesses, occupationally 
acquired or not. 
 
You may also need to explain the requirements for the maintenance of records that 
relate to occupational injuries and disease to others in your work place.  
 
 
 
 

 
 
Each state and territory may have slight variations in this legislation, so it is advised 
that the most current requirements are checked before advice is offered. 
 
 
 
 
 
 

1.3.3.8 Record Keeping 
 

Legislative requirements for record keeping will vary in both amount of time records 
need to be kept and in the details that must be recorded.  
 
Commonly records should be kept for any incident or accident, policy, procedures, 
chemical, hazardous substance, risk or hazard within the workplace. 
 
 
 
 

 
 
 

1.3.3.9 Notification of Incidents 
 
Each different authorising body, such as WorkCover, has its own requirements for 
incident notification.  
 
These requirements range from immediate notification through to notification up to 
a designated number of days after the incident.  
 
It is the responsibility of each person to be aware of the notification requirements 
for the state or territory they are working in. 
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1.4 Communicate Roles, Duties, Rights and 
Responsibilities 
 
You will be required to communicate details of WHS roles, duties, rights and responsibilities of individuals and parties.  
 
Before doing this you will need to identify what the requirements regarding consultation and participation are for others 
and also how they apply to your own job role and work area. 
 

 
 
 

1.4.1 WHS Requirements of PCBUs 
 

WHS legislation requires PCBUs, including managers and supervisors, to protect 
anyone at the workplace, whether workers, contractors, or members of the public, 
against any risks to their health or safety by eliminating or reducing risks as far as 
practicably possible.  
 
Specific legislative requirements may also apply to PCBUs in certain industry types 
or locations. 
 
 

 
 
 
PCBUs should: 
 

 Monitor the health of workers to minimise risks and WHS issues. 
 

 Exchange information about WHS risks and controls with WHS 
representatives and workers. 

 
 Work with WHS representatives and workers to resolve WHS issues within 

the workplace in accordance with the agreed procedure. 
 
 
 

 
 
 
Managers and supervisors have a responsibility to ensure that: 
 

 They follow health and safety procedures. 
 

 They implement health and safety procedures in their areas of control. 
 

 They implement, monitor and evaluate risk control measures. 
 

 Any workers under their control are provided with adequate information, 
instruction and training to effectively and safely complete their work tasks. 
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Communication skills are essential in providing information. 
 
The information must be presented clearly and accurately in a manner that everyone 
understands. 
 
Bear in mind that you may have to communicate with people from different 
backgrounds or with diverse abilities. 
 
 
 
 
 

 
A good starting point is to build a language profile of your workgroup.  
 
This will help you to identify all of the languages used in your workplace and 
the number of workers that speak each language. 
 
You can collect this information during the induction process.  
 
You can ask questions that allow each worker to assess their own language, 
literacy and numeracy abilities.  
 
This will also help you to recognise people’s different levels of ability. 
 
 

 
 
 
Always ask permission first and remember that workers do not have to answer if they do not want to.  
 
Also, you should only start to develop the profile after the worker has been employed. 
 
For workers with limited abilities in English or other areas you might want to consider: 

 
 Individual sessions. 

 
 Practical demonstrations. 

 
 Group sessions with extra time for questions. 

 
 Holding meetings in the relevant language. 

 
 Written translations. 

 
 Translated safety signs. 

 
 
 

 
Informing or directing workers can be difficult when you come across verbal and 
non-verbal communication barriers. Even if two parties speak the same language, 
there can be verbal communication barriers such as vocabulary, slang and local 
sayings. 
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2.1.1 Consultation and Participation Processes 
 
Consultation does not mean handing out information, telling workers what is required or simply listening to the views of 
the workers. Workers must play a genuine part in the consultation process.  
 
The consultation process could include: 
 

 Establishing a workplace WHS committee. 
 

 Having meetings, workshops, suggestion boxes and surveys to let 
workers know what you are doing. 

 
 Providing general WHS information. 

 
 Making sure the input of all workers is valued. 

 
 Ensuring management demonstrates a strong commitment to WHS. 

 

 Involving workers in the identification and assessment of hazards 
and the development of control strategies. 

 
 

 
To ensure consultation occurs, workplaces will establish both a WHS committee and a 
WHS representative.  
 
Other agreed arrangements may also be established, depending on the business or 
organisation.  
 
The WHS committee involves a representative group coming together to improve the 
organisation’s systems for managing health and safety.  
 
The WHS representative is a nominated worker who is representative for a designated 
group of workers. 

 
 
 

 
 
Consultation is important for a number of reasons. Besides being required by 
law, it is also a valuable means of improving the organisation’s decision-
making regarding health and safety matters. 
 
Research has identified that consultation allows for prompt and efficient 
access to information.  
 
Increased awareness assists in the identification of hazards, establishes 
priorities and evaluates the effectiveness of WHS programs. 
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Workplace procedures are the guidelines for your workplace. They detail step by step how to complete certain tasks safely 
and effectively. They also outline reasonable timeframes. 
 
Organisations can set their own rules, but they cannot set rules that contradict or breach legislation or regulations. 
 

 
 
 
 
The purpose of workplace safety policies and procedures is to ensure that individual tasks are carried out in a safe and 
routine manner. They may cover: 
 

 Procedures for hazard identification and reporting. 
 

 Procedures for risk assessment, selection and implementation of risk 
control measures. 

 
 Incident and accident investigation. 

 
 WHS audits and safety inspections. 

 
 Consultative arrangements for workers in the work area. 

 
 Emergency and evacuation procedures. 

 
 Safe operating procedures or instructions. 

 
 Dangerous goods transport and storage. 

 
 Purchasing policies and procedures. 

 
 Plant and equipment maintenance and use. 

 
 Hazardous substances use and storage. 

 
 Use and care of personal protective equipment. 

 

 WHS arrangements for onsite contractors, visitors and members of public. 
 

 First aid provision. 
 

 Medical practitioner contact and attention. 
 

 Site access. 
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2.1.2 Setting Up and Managing Processes 
 
Policy management is a task undertaken by high level managers.  

 
Each supervisor or WHS specialist is, however, responsible for ensuring that 
policies, plans and procedures are implemented and applied correctly, and that 
they are current and relevant. 
 
Policies can become out-dated or ineffective through changes within: 
 

 Organisational structure. 
 

 Government requirements. 
 

 Equipment upgrades and changes. 
 

 Process changes and updates. 
 

 
 
 
In order to contribute to the setting up and running of processes for 
consultation and participation in your workplace, you will need to develop an 
action plan that is appropriate to your role and the area you are working in.  
 
Your action plan should provide a detailed description of the tasks involved and 
how you intend to achieve each task. 
 
It should also provide a map of the actions required to control any risks and how 
you intend to complete them.  
 
 
 

 

The action plan should include: 
 

 The objectives and timelines. 
 

 Actions to be completed. 
 

 Roles and responsibilities. 
 

 Other relevant activities. 
 

 Costs and budget. 
 

 Resources. 
 
 

 
 
This will require some planning and organising so that you can think ahead and 
manage your time.  
 
You will also need to work out what needs to be done and who needs to do it so 
that you can schedule tasks in the correct sequence and meet the required 
timelines. 
 
In consulting and liaising with other parties about your action plan you may be 
required to facilitate efficient and productive meetings.  
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2.2 Implement and Support Participation and 
Consultation Processes 
 
You need to keep relevant stakeholders informed of any changes to current consultative and participative arrangements.  
 
Keeping key workers in the loop will assist in obtaining feedback and the implementation of changes. 
 

 
 
 

 
Specifically, you will need to ensure that the following people are aware of the 
legal requirements associated with WHS information and data: 
 

 Managers from other areas.  
 

 People involved in WHS decision-making or who are affected by WHS 
decisions. 

 
Doing this will require utilising your organisation’s communication channels, 
which can be formal and informal. 

 
Formal communication channels are organisational processes.  
 
They describe how communication occurs upwards and downwards through the organisational structure and also 
sideways across departments. 
 
Informal communication channels are not structured.  
 
They are the informal networks that individuals set up within the organisation.  
 

They might include lunchtime conversations or informal requests for assistance. 
 
You will need to make sure both your formal and informal communication with 
staff is effective and frequent. 
 
This will help to motivate them and reinforce their understanding of the 
arrangements. 
 
It will also help to build relationships between workers and management. 
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In some organisations the following may be perceived as obstacles to effective 
management of WHS consultation and participation: 
 

 Tokenism, where workers are not genuinely included in the consultation and 
are only consulted in a vague manner or their views and suggestions are not 
actively sought. 

 
 Inequality, particularly where workers, such as young workers, are ignored as 

they are seen as less important than other workers. 
 

 Stereotyping, particularly where workers may feel that they are being judged 
or treated unfairly due to preconceived ideas or stereotypes about them, 
causing them not to participate in consultative processes. 

 
 
Sometimes supervisors and managers themselves can have a lack of understanding about the consultation process; they 
may have unrealistic views or misconceptions.  
 
The WHS management structure may be disorganised, with poor consultation 
processes or a lack of training or knowledge about rights and responsibilities. 
 
It may be difficult to find time to adequately conduct consultations.  
 
Your manager or the organisation as a whole might have a short-term outlook 
and expectations regarding WHS.  
 
Effective consultation takes time and effort and managers with a short-term 
outlook may lack commitment to see the process through. 
 

 
 
WHS representatives and committees might lack consultation skills.  
 
If those conducting the consultation lack communication skills and the ability to listen 

effectively to those they are consulting with, the consultation process will be severely 
affected. 
 
To identify these barriers, you will need to consider the structure of your workforce.  
 
You should work with the human resources department to identify the characteristics of 
your work group. This information will help you to identify any particular hurdles that 
you might face. 
 
 
 

 
 
You will then need to determine strategies and adopt various techniques to 
overcome any barriers that have been identified. 
 
Managing the workplace culture can help staff to participate and consult 
effectively in WHS matters. 
 
You will need to ensure that organisational values are incorporated into the 
processes.  
 
This helps to establish shared values and clear expectations of attitudes and 
behaviours.  
 
Clear expectations will encourage workers to apply the processes that you help to develop and implement. 
 
Where workplace culture is not incorporated into procedures or there are not shared values, staff members are not as 
likely to work effectively together. 
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The WHS information and data to be communicated may include: 
 

 Manufacturer manuals and specifications. 
 

 Hazards that exist in the workplace. 
 

 Risk assessments and risk control strategies. 
 

 Rights and responsibilities. 
 

 Safe work procedures. 
 

 WHS consultation and participation processes. 
 

 WHS Acts, regulations, codes of practice and guidelines. 
 

 Workplace WHS policies and procedures. 
 

 Access to training information and data. 
 
 

 
 
 

2.3.1 Processes for Sharing WHS Information 
 
The consultation and participation processes in your organisation for communicating 
and sharing WHS information to your work team on a regular basis may involve 
meetings, presentations or workshops. 
 
You will be communicating both verbally and in writing with a range of target 
groups, including health and safety committees, health and safety representatives, 
managers, supervisors, and PCBUs or their officers. 
 

 
 
 

2.3.1.1 Presenting Information 
 
Through application of your literacy skills and interpersonal skills you will be able to use supportive and consultative 
processes effectively to present and share information. 
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Before you make a verbal presentation to your stakeholders, ensure that you are 
well informed.  
 
Gather all the details you need to clearly explain your topic and be prepared to 
answer questions. 
 
Be aware of the situation you are responding to. Make sure that you understand the 
events that may have taken place or the processes or functions you are discussing.  
 
Try to consider the situation from the standpoint of others and seek input from 
those involved.  
 
Don’t rely solely on your own experiences.  
 
There may be other ways of addressing the situation that are equally as valid. 
 

 
 
 
 
Listen carefully to the other parties so you can respond to any questions and clarify 
your points when asked. 
 
When presenting information, try not to rush.  
 
Keep an eye on the time, but don’t try to speed up your speech or skip over parts of 
the policy or procedure under discussion.  
 
 
 
 
 
If you are getting side-tracked by questions from team members, suggest they discuss them further with you at a later 
stage.  

 
If the question is irrelevant to the topic, tell the team member that their question does not apply to this situation but you 
will happily discuss it with them some other time. 
 
Make sure you do allow time for relevant questions. You can ask questions too. This will help you to check your audience 
has understood. 
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2.4 Deliver WHS Training 
 
When you implement or adjust WHS participation or consultation arrangements in your 
workplace it will be likely that staff will need to be trained.  
 
For training to be most effective, you should identify where it is actually needed. 
 
Some of the training requirements may include: 
 

 Health and safety representative training. 
 

 Manager, supervisor, and PCBU or their officer WHS training. 
 

 How to use computers to access WHS information and data. 
 
 

2.4.1 Identifying WHS Training Requirements 
 
The training needs will differ for individuals at different levels and should be defined for: 
 

 
 
One approach to identifying WHS training needs is as follows: 
 

Identifying training needs include: 

Step 1 
Perform a task analysis. You need to identify the key skills and knowledge requirements of the tasks that 
you need completed. 

Step 2 

Compare worker performance to expectations. To do this, you will need to observe workers carrying out 
their tasks. You will be identifying any discrepancies between the expected processes and the way that 
tasks are actually completed. 

 

When you identify a discrepancy, consider the reason for it. It may be due to: 

 Lack of WHS knowledge. 

 Staff issues. 

 Lack of resources. 

 Personal issues. 

 Lack of motivation. 

Step 3 
Ask stakeholders for their ideas on where training is required. During these consultations you should share 
your own opinions and seek feedback as well as ask for ideas from the people involved. 

Step 4 
Once you have identified all of the training needs, you should categorise them. Group particular skills or 
knowledge together. 

Step 5 
Use the categorised lists to prioritise your training needs. Refer back to your health and safety objectives 
and determine which needs are most critical.  
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2.4.2 Strategies for Delivering Training 
 
Once you have collated the information from the training needs analysis, you will be able to provide advice on the 
opportunities to develop the workgroups WHS competencies and increase their contribution to workplace participative 
arrangements. 
 

 
 
 

2.4.2.1 Training Techniques 
 
Some WHS training can be conducted on-the-job and some will need to be conducted externally. The training may involve 
techniques such as: 
 

 Group or individual exercises. 
 

 Demonstrations. 
 

 Role playing. 
 

 Case studies. 
 

 Coaching and mentoring. 
 
 
WHS training should not just involve specific hazard training. It should be incorporated into regular practices, including: 

 
 Induction training. 

 
 Supervisor and management training. 

 
 On-the-job training. 

 
 Work procedures and skills training. 

 
 Emergency procedure training. 

 

 First aid training. 
 

 
 
There are various ways to find an appropriate training provider to conduct the 
training. You can try searching on the internet using a search engine. 
 
When choosing a training provider, look for accredited training providers. 
 
Training providers may either be accredited through your state/territory safety 
authority, or as a Registered Training Organisation (RTO), or both.  
 
Try searching the website for your state or territory work safety authority or 
contacting them for recommendations. 
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Coaching involves supporting an individual or team through the process of achieving 
a specific result. 
 
The following are some tips for effective coaching: 
 

 Ask permission to establish the boundaries of the relationship between the 
coach and the learner. 

 
 The coach is not in control, he or she should influence the learner through 

their knowledge, effective communication techniques and relationship with 
the learner rather than making decisions for them. 

 
 Be knowledgeable, as the learner will seek information when they are most 

uncertain, often already knowing the answer. Enhance their abilities by 
asking for their opinion. If you don’t know the answer, admit that you don’t 
know, check and find out. 

 
 Help the learner develop their own solutions by providing options and 

recommending resources. Give your opinion and discuss what you would 
do, but allow the learner to make up their own mind. 

 
 Use effective communication skills, including listening to the specific needs 

of the learner and what the learner is not saying verbally. 
 

 Be an educator as your goal is to make the learner self-sufficient by giving 
them the tools they need to complete the tasks on their own. 

 
The techniques you use should depend on the needs of the learner. Remember that 
each learner will have their own unique learning style. You need to adapt your 
coaching or mentoring to suit them. 

 
 
 

Review Questions 
 

11.  What are 3 examples of WHS training requirements that may need to be met in the 
workplace?  

 
1. 
 
 
2. 
 
 
3. 
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Appendix A – Work Health & Safety Common Terms 
and Definitions 
 

Person 
Conducting a 
Business or 
Undertaking 
(PCBU) 

A ‘person conducting a business or undertaking’ (PCBU) replaces the term ‘employer’. A PCBU includes 
all employers, sole traders, principal contractors, unincorporated associations, partnerships and 
franchisees. Volunteer organisations that also employ people will be PCBUs. 

A PCBU’s primary duty of care is to ensure the health and safety of everyone in the workplace, so far 
as is reasonably practicable.  

Officers An ‘Officer’ is a person who makes, or participates in making, decisions that affect the whole or a 
substantial part of a corporation. This includes Health and Safety Representatives (HSR). 

Workers ‘Worker’ replaces the term ‘employee’. It is defined broadly to mean a person who carries out work in 
any capacity for a PCBU.  

A ‘worker’ covers employees, contractors, sub-contractors (and their employees), labour hire 
employees, outworkers, apprentices, trainees, work experience students and volunteers.  

Reasonably 
Practicable 

Reasonably Practicable is defined as action that is, or was at a particular time, reasonably able to be 
done to help ensure health and safety based on the following factors: 

a) Chances of the hazard or risk occurring (likelihood). 

b) The degree of harm (consequence). 

c) The knowledge of persons involved in the situation relating to the hazard or risk and 
methods of eliminating or controlling it. 

d) The availability and suitability of ways to eliminate or control the hazard or risk. 

e) The costs involved in taking action to eliminate or control the hazard or risk including 
consideration of whether the cost involved is inconsistent to the level of risk. 

Due Diligence The Work Health and Safety Act 2011 (the WHS Act 2011) imposes a specific duty on officers of 
corporations to exercise due diligence to ensure that the corporation meets its work health and safety 
obligations. In short, they have a responsibility to ensure that the PCBU is doing everything it should 
to ensure health and safety. 

The duty requires officers to be proactive in ensuring that the corporation complies with its duty.  

Due diligence may be demonstrated through the following courses of action: 

1. Acquiring knowledge of health and safety issues. 

2. Understanding operations and associated hazards and risks. 

3. Ensuring that appropriate resources and processes are used to eliminate or minimise risks to 
health and safety. 

4. Implementing processes for receiving and responding to information about incidents, hazards 
and risks. 

5. Establishing and maintaining compliance processes. 

6. Verifying the provision and use of the resources mentioned in 1-5. 

 




