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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 





A Hettle Andrews Model Policy: Consultation











All organisations should include this section in their policy’s arrangements section.  Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guide on Employee Involvement and Consultation for a more detailed review of the subject and the management arrangements both recommended and required.





Consultation





The company is committed to a partnership approach to risk management involving all managers and employees.  In particular the company will consult with staff on:


any changes at the workplace that may substantially affect their health and safety, for example, changes in systems of work 


the  arrangements for competent advice on health and safety matters 


the information to be given to employees about risks to health and safety and preventative measures 


the planning and organising of health and safety training 


the health and safety consequences of introducing new technology.


Small companies will usually decide to consult directly with staff on health and safety matters.  This approach can also work in larger organisations where there is a suitable forum such as a monthly staff meeting. If consulting directly with staff, use the following phrase:


The company has chosen to consult directly with staff on health and safety matters through __________________ [eg staff meetings]. Add some more detail about opportunities for consultation eg frequency of meetings, health and safety to be a standing item on the agenda, minutes to be kept.   	��If the organisation consults via a health and safety committee, include a paragraph describing the arrangements:  	


The company consults with staff via elected representatives of employee safety/trade union appointed safety representatives, (Note. There is no legal requirement to form a safety committee except where one has been formally requested by at least two Safety Representatives appointed by a recognised Trade Union, however such committees are an effective way of ensuring consultation takes place and where a committee is formed insert wording such as) who attend a [quarterly/bimonthly] health and safety committee meeting together with key management representatives. The committee is chaired by ______________________ [the Managing Director/ Operations Director/ title of other senior person].  Terms of reference for the election of representatives and the holding of meetings are held within the _____________________________ [Health and Safety Manual/other location]. Minutes of meetings are circulated to all attendees and displayed on the health and safety notice-board. This is good practice and these records may be needed to defend civil proceeding or against enforcement action at a later date.





Note that where there are recognised Trade Unions who have appointed Safety Representatives, these representatives are normally included on the committee. In this case the committee will be legally required if two or more Safety Representatives have made a formal request for the Committee to be formed.





Note that it may not be necessary to implement the arrangements in the detail described although similar measures will be required. See further information in the Hettle Andrews Guide on Employee Involvement and Consultation or HSE sources. 
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