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[bookmark: _Toc87282853]Intensive Care Unit (ICU) – Consultation & Communication Arrangements 
	1. When will WHS consultation with staff will occur?     Section 49 - Work Health and Safety Act 2011

	
Consultation is required in relation to the following health and safety matters:
	
(a) when identifying hazards and assessing risks to health and safety arising from the work carried out or to be carried out by the business or undertaking
(b) when making decisions about ways to eliminate or minimise those risks
(c) when making decisions about the adequacy of facilities for the welfare of workers
(d) when proposing changes that may affect the health or safety of workers
(e) when making decisions about the procedures for—

(i) consulting with workers; or
(ii) resolving work health or safety issues at the workplace; or
(iii) monitoring the health of workers; or
(iv) monitoring the conditions at any workplace under the management or control of the person conducting the business or undertaking; or
(v) providing information and training for workers


	2. How will matters for WHS consultation and communicating general WHS information occur?        

	
A. When consultation is required or general WHS information is to be shared with staff, the relevant information will be communicated via all four methods below e.g. by the Manager:

1. [bookmark: _Hlk117837439]Weekly Newsletter – the information is provided and where relevant, feedback can be provided directly to the Manager 
2. Flash Handover – the information is verbally communicated to staff and where relevant, feedback can be provided directly to the Manager 
3. By email – the information is emailed to staff and where relevant, feedback can be provided directly to the Manager 
4. Tea room/Doctor’s Office message with QR code – the information is placed on tearoom tables and doctors office for viewing by staff and a QR code that enables a mobile phone to be used for delivery of information and obtaining feedback 
B. Opportunity for feedback during consultation – staff should be provided with the opportunity to provide feedback during consultation.    The time given to provide feedback will vary depending on the matter/s being consulted.  The following can be used as a guide:

1. As a general rule the timeframe given for feedback should be decided based on:
 
· The urgency of the matter requiring consultation – e.g. emergent and time critical matters requiring immediate action and on the spot staff feedback (e.g. handover), compared to matters that are not urgent or time critical and therefore more time can be provided for staff feedback
· The potential impact to staff and clients – e.g. from any proposed changes or potential management decisions
· Consideration of staff feedback on proposed timeframes – Management should ask staff for their thoughts on a timeframe for feedback or where Management propose a timeframe   ask staff if they think that the timeframe is reasonable.   
		
2. The table below is an indicative guide that may assist in deciding timeframes to provide feedback on consultation matters. 

	Circumstances surrounding need for consultation 
	Timeframe for feedback

	Matter/s not time critical and/or;
Proposed changes will have high impact on staff or clients
	14 days or greater

	Matter/s are moderately time critical and/or;
Proposed changes will have moderate impact on staff or clients 
	3-7 days

	Matter/s are highly time critical (e.g. handover) and/or;
Proposed changes will have low impact on staff or clients
	Immediate - on the spot     or up to 2 days





	3. Review of this procedure

	This procedure will be reviewed annually.
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