

	
	
	



[image: ]HEALTH AND SAFETY
Consultation, Representation and
Committee Requirements

1	Purpose
These requirements explain how the University consults people about health and safety, supports elected employee representation through designated work groups and health and safety representatives, and operates health and safety committees. They help ensure that decisions consider the views of affected people and meet Victorian legal duties and the University Health and Safety Policy.
2	Scope
These requirements apply to all employees, students, contractors, honorary appointees, University visitors and other people at locations under the University’s management or control. The University must consult employees and independent contractors, including their employees, when required by the Occupational Health and Safety Act 2004 (Vic). It must also engage other people who may be affected, in line with the Health and Safety Policy and relevant University processes. The statutory consultation and representation rights described in this document apply only to the people covered by the Act.
3	Principles and terms
Consultation means giving affected employees relevant information about a health and safety matter, a reasonable opportunity to share their views, and proper consideration of those views before a decision is made. Consultation does not require agreement, but it must occur before the decision is final. If an agreed consultation procedure exists, the University must follow it.
A designated work group (DWG) is an agreed grouping of employees for health and safety representation. A health and safety representative (HSR) is elected by DWG members; a deputy HSR (DHSR) is elected in the same way and exercises HSR powers when the HSR is absent, as provided by the Act. HSRs represent employees; they do not assume the employer’s health and safety duties.
4	Consultation requirements
4.1	When to consult
In these requirements, the decision owner is the person authorised to make or recommend a decision that may affect health or safety. A manager or decision owner must consult, so far as is reasonably practicable, employees who are or are likely to be directly affected when:
•  identifying or assessing physical or psychosocial hazards or risks, or deciding risk control measures;
•  deciding whether employee welfare facilities are adequate;
•  deciding procedures for resolving health and safety issues, consultation, monitoring employee health or workplace conditions, or providing health and safety information and training;
•  determining the membership of a health and safety committee;
•  proposing a change to the workplace, plant, substances or other things used at work, or the conduct of work, that may affect health or safety; or
•  undertaking any other consultation required by applicable regulations.
Consultation must occur while options can still be changed. When planning organisational change or making decisions about work design, workload, staffing or technology, the decision owner must consider any health and safety effects, including psychosocial hazards. The relevant risk process must be used to identify psychosocial hazards, control the associated risks and review the controls, as required by the Occupational Health and Safety (Psychological Health) Regulations 2025.
4.2	How to consult
The decision owner must identify the affected groups and their HSRs, provide relevant information in an accessible form and within a useful timeframe, invite views and alternatives, meet with HSRs where required, consider the views before making a decision, and explain the decision and reasons. The consultation method and timeframe must reflect the level of risk, complexity, urgency, workforce arrangements and any agreed procedure. Consultation may occur through meetings, direct discussions, written information or other accessible methods. Considering an issue at a committee meeting may not be enough if every affected DWG has not had a reasonable opportunity to participate.
If an HSR represents affected employees, the decision owner must involve the HSR in consultation, even if employees are also consulted directly. The HSR must receive the relevant information given to employees and, unless this is not reasonably practicable, receive it early enough to consider it before employees receive it. The decision owner must invite the HSR to meet and must meet if the HSR accepts the invitation or asks for a meeting. The HSR must have a reasonable opportunity to give their views, and those views must be considered before the decision is made.
4.3	Contractors and other people
For matters under the University’s control that directly affect independent contractors or their employees, the University must consult them as required by section 35 of the Act. The University and the contractor must coordinate their consultation arrangements so that affected workers receive information about site or activity risks and proposed controls. Relevant managers must also coordinate with labour hire providers where duties are shared under section 35A. Engagement with students and other affected people supports the broader commitment in the Health and Safety Policy, but it does not replace consultation required with employees or HSRs.
4.4	Evidence and feedback
For significant health and safety decisions, the decision owner must keep a record that is proportionate to the matter. The record must show who was consulted, what information and options were provided, how much time was allowed, what views were received, how those views were considered, what was decided and how the decision was communicated. If urgency requires a shorter consultation process, record the reasons. Protect personal and health information, and use de-identified information where it is sufficient for the consultation.
For proposed University-wide changes to health and safety policies or requirements, Health and Safety Services must notify key stakeholders, including elected HSRs, and follow the published consultation process and current comment period. This process is additional to consultation with employees and HSRs affected by a specific operational decision.
5	Designated work groups and representatives
5.1	Establishing or varying a DWG
An employee may ask the University to establish a DWG, and the University may also start negotiations. The Director, Health and Safety, or an authorised nominee, represents the University in those negotiations. If an employee makes a request, the University must do everything reasonable to ensure negotiations start within 14 days. Employees may authorise another person to represent them. Any change to a DWG must be negotiated in accordance with the Act, including how the change affects the terms of existing HSRs.
Negotiations must address the grouping and accessibility of representation, the number of HSRs (at least one) and deputy HSRs, terms of office (no more than three years), and any agreed representation of contractors or their employees. The University must maintain the agreed DWG particulars and consult on changes in structure, location or work arrangements that warrant review of DWG boundaries. A contractor’s employees do not vote in a University employee DWG election solely because the University HSR is authorised to represent them; their direct employer’s representation rights also continue.
5.2	Election, term and register
DWG members decide how the election will be conducted, and every DWG member is entitled to vote. The University must allow and assist the election. Any eligible DWG member may nominate. If the number of candidates is the same as the number of vacancies, the candidates are elected without a ballot. DHSRs are elected in the same way. If DWG members cannot agree on an election method within a reasonable time, any member may ask WorkSafe for assistance. The current University HSR election guidelines must be followed for administration and recordkeeping.
The returning officer must advise candidates and DWG members of the outcome and notify Health and Safety Services through the current Notify HSR Outcome form. Health and Safety Services must maintain a current written list of HSRs and DHSRs for each DWG and make it readily accessible to all employees, including through the University HSR register. Record terms, vacancies and changes promptly. An HSR may stand again after a term expires; cessation and any effect of a DWG variation are governed by section 55 of the Act.
5.3	Independence, powers and support
An HSR represents the members of their DWG and may exercise the powers in Part 7 of the Act. These powers include inspecting the workplace, accompanying an inspector, seeking assistance and, when the legal conditions are met, issuing a provisional improvement notice or directing work to cease. Unresolved health and safety issues must be managed under the issue resolution requirements. Managers must not obstruct a person who exercises representation rights or disadvantage them for doing so.
Management and employee representation roles should be kept distinct in committee arrangements. Being a manager or supervisor does not by itself disqualify a DWG member from election as an HSR under the Act; an actual or perceived conflict should be considered with the DWG and managed without removing statutory election rights.
Managers must give HSRs the paid time, facilities, assistance and access to relevant health and safety information they need to perform their role. Managers must also support HSRs to attend WorkSafe-approved initial and refresher training in accordance with the Act. Access to health information must comply with the legal restriction on disclosing a person’s medical information without their consent. The current HSR webpage explains the University’s training funding and enrolment process.
6	Health and safety committees
6.1	Establishment and membership
The University maintains a University Occupational Health and Safety Committee (OHSC) and a committee in each budget division under the relevant terms of reference. A budget division may establish a local committee where this is supported by risk, workforce size or other circumstances. If an HSR asks the University to establish a health and safety committee, the University must establish the committee within three months, as required by section 72 of the Act. The University must also establish a committee if required by the regulations. A staff meeting does not replace a committee required under the Act.
At least half the members of each statutory health and safety committee must be employees and, so far as practicable, HSRs or deputy HSRs. The University must consult affected employees on membership. The University OHSC terms of reference provide for six management and six elected HSR members and at least quarterly meetings. The budget division and local committee terms of reference require equal management and staff representation and quarterly meetings. Apply the relevant terms of reference for chair, quorum, alternates, observers, agenda, minutes and distribution.
6.2	Function and operation
Health and safety committees help management and employees cooperate on health and safety measures. They develop, review and share relevant standards, rules and procedures. The OHSC is the University’s main health and safety consultation forum and may recommend action to the relevant senior officer, but management remains accountable for decisions and controls. Division and local committees review relevant information about risks, incidents, audits, controls and change. They track actions and escalate matters outside their authority. Minutes and decisions must be accessible to the people represented, subject to privacy and confidentiality requirements.
A committee meeting contributes to consultation only where affected employees and their HSRs can participate before a decision. Committee work must not delay urgent risk controls or replace the issue resolution process.
7	Responsibilities and records
	Role
	Requirement

	Decision owners, Supervisors
	Identify who may be affected; consult at the right stage; involve HSRs; keep a proportionate record; communicate decisions; provide HSR support.

	Director, Health and Safety or nominee
	Represent the University in DWG negotiations, maintain oversight of the DWG and HSR register, support elections and University-wide consultation.

	Deans and division heads
	Maintain division committee arrangements and resources; ensure local consultation works across activities under their control.

	HSRs and DWG members
	Participate in representation and elections and raise health and safety matters through the available channels; the employer retains its statutory duties.

	Health and Safety Services
	Support HSR election and training processes, register updates, OHSC secretariat and published policy consultation.


Consultation, election, DWG agreement and committee records must be managed in accordance with the Records Management Policy and the applicable retention authority. Unresolved health and safety issues must be managed under the University’s Issue resolution requirements. Urgent risk controls and statutory HSR powers remain available while an issue is being resolved.
8       References and related documents
Occupational Health and Safety Act 2004 (Vic)
Occupational Health and Safety Regulations 2017 (Vic)
Occupational Health and Safety (Psychological Health) Regulations 2025 (Vic)
University Health and Safety Policy MPF1205
University HSR and DWG guidance and election process
University Occupational Health and Safety Committee and terms of reference
University health and safety policy consultation page
University health and safety management system overview
University Issue resolution requirements
University Records Management Policy MPF1106
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