
 

 

 

Communication and Consultation 

Policy 
 

 

Introduction 

It is a legal requirement for the company to establish arrangements to communicate and consult 
with employees on issues affecting their health and safety and to take account of their views. 
 

A Bright Solution Ltd. have a mechanism to facilitate the consultation process. Consultation is a two-
way process at minimum. Simply telling workers of management decisions in relation to health and 
safety does not constitute consultation. It must include the genuine opportunity for all parties to 
contribute effectively to any decision-making process aimed at eliminating or controlling risks to 
health and safety. 

To achieve this objective we will: 
 

- establish effective lines of communication 

- involve and consult with employees through; 

• individual conversations 

• notice boards 

• internal publications 

• staff meetings 

• health and safety meetings 

• display the ‘Health and Safety Law – What You Need to Know’ poster 

• consult with employees when changes to processes, equipment, work methods etc. are to 
be introduced that may affect their health and safety 

 
We will consult with employees when; 
 

- changes that may affect health and safety are proposed, including changes to; 

• systems or methods of work 

• information and regulations 

• plant or equipment 

• substances (chemicals) 

• premises 
- identifying hazards 
- undertaking risk assessment and review 
- controlling risks 
- making decisions about procedures for; 

• consulting with employees, or 

• resolving workplace health and safety issues 

• monitoring the health of employees 

• monitoring conditions at the workplace 

• providing information and training for employees 
- deciding on facilities for employees welfare 
 
 



 

 

COMMUNICATIONS PROCEDURE 

 

 

Internal inputs 
Senior management 
Line management 
Supervisory staff 

Workforce 
One to one conversations 

Safety representatives 
 

Receive information 

External inputs 
Enforcement Agencies 

Consultants 
Published Information 

Does any item of information 
require formal consultation? 

See consultation procedure Identify information that needs 
to be communicated to staff 

YES
 

NO
 

Decide on best method of 
communication e.g., meetings, 
notice boards, one to one, e-

mail, in writing, employee 
representatives 

Keep records e.g., minutes of meeting 
and copies of communications 

Inform staff of method of feedback 

Review feedback 

Take corrective action if necessary 



 

 

CONSULTATION PROCEDURE 

 

This applies where staff are not represented by recognised trade unions 

 
 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 
 

                                                               
 
 
 

Signed…………………………………………    Signed……………………………….. 

 Mick Barrett       Sam Pailor 

 Director       Director 
 8th August 2025      8th August 2025 

 

Staff are not members of 
recognised trade unions 

Is a system of consultation in place? 

YES
 

NO
 

Decide the appropriate form of 
consultation 

• Individually 

• Through elected representatives 
 
Refer to guidance 

Establish a method of 
consultation 

Consult on health and safety 
issues such as: 

• Changes in procedures, 
equipment or ways of working 

• Risk assessment 

• Planning of training 

• Consequences of new 
technology 

• Our arrangements for 
appointing competent persons 

Record all consultation 

Review issues in light of consultations 


	COMMUNICATIONS PROCEDURE
	CONSULTATION PROCEDURE
	This applies where staff are not represented by recognised trade unions

