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Model Work Health & Safety Stakeholder Matrix for the SHS Sector
Instructions: 
1. Watch the Responding to COVID-19 Community of Practice Meeting on 13 April 2022 for further information that will help you in completing this matrix.

These are parties who you need to CONSULT with: (Click here for further information)

	2. Consider those who conduct work for you in delivering your services (e.g. employees, volunteers, consultants, contractors). 
These people are considered “workers” under WHS legislation and therefore you have a duty to consult with them where they may be directly affected by a health and safety matter.
	Consultation must occur when: 

· identifying hazards and assessing risks

· deciding on ways to eliminate or minimise risks

· proposing changes that may affect the health and safety of your workers

· making decisions about workplace facilities

· making decisions about the procedures for: 

· consulting with your workers

· resolving workplace health and safety issues

· monitoring the health of your workers

· monitoring the conditions at any workplace under your management or control

· providing information and training for your workers.
	Consultation can occur by using any, or all, of the following: 

· health and safety representatives

· health and safety committees

· other arrangements with your workers, including:

· toolbox talks

· regular scheduled meetings where health and safety matters are on the agenda

· one-off meetings

· briefing sessions / completing specific documentation.
· face-to-face discussions.


These are parties who you need to CONSULT, COOPERATE AND COORDINATE with: (Click here for further information)

	3. Consider the various people or organizations that you work with to deliver your services (e.g. funding bodies, landlords of transitional accommodation, labour hire company, schools, community centres).

These parties are considered Persons Conducting a Business or Undertaking (PCBUs) and they too have a duty of care to ensure a safe and healthy workplace for their workers. Because you share this duty, you both have a duty to consult, cooperate and coordinate to ensure you can both fulfil your duty of care. 
	Consultation must occur when: 

· Shared duty for a health and safety matter.

Consultation should include: 

· what each business owner or employer will be doing, when and where, and what processes and procedures will be used for consultation and issue resolution
· who has control over the work or work area
· how the work affects others and who is affected
· the information needed by other business owners
· the hazards, risks and control measures
· how solutions will be monitored and reviewed.
	Cooperation may include: 

· putting into action what has been agreed

· not risking the health and safety of yourself or others

· being fair to everyone who is entitled to be consulted

· listening to, and considering, the views of other business owners.
	Coordination may include: 

· planning, organising and working together (e.g. emergency planning)

· sharing resources (i.e. toilet facilities, wardens, first aid facilities)

· undertaking regular reviews of control measures, to maximise their effectiveness and continuously improve.

	4. Consider the various workplaces where you conduct work where you might share a space with others (e.g. tenants in a shared building, schools) or where others may be impacted by the delivery of your services.

These are PCBUs and they too have a duty of care to ensure a safe and healthy workplace for their workers. Because you share this duty, you both have a duty to consult, cooperate and coordinate to ensure you can both fulfil your duty of care. 
	
	
	

	5. Consider those who are, or might be, impacted by your services (e.g. clients, visitors). 

These people are considered “others” under WHS legislation, and therefore you have a duty of care to ensure that their health and safety is not adversely impacted by your operations. To fulfil your duty, you should consult and cooperate with these parties.
	Consultation must occur when: 

· identifying hazards and assessing risks

· deciding on ways to eliminate or minimise risks

Consultation should include: 

· how the work affects others and who is affected
· what does the other party require to ensure their health and safety
· the hazards, risks and control measures.
	Cooperation may include: 

· putting into action what has been agreed

· not risking the health and safety of yourself or others

· being fair to everyone who is entitled to be consulted

· listening to, and considering, the views of others.
	Coordination may include 

· planning organising and working together to maintain health and safety (i.e. client or visitor provides their own face mask when visiting the office, or client opens windows in their home to facilitate good ventilation in order to prevent transmission of COVID-19) 


6. In the matrix below, document the various stakeholders that you’ve identified in the above activities. Be as specific as you like in outlining how you consult, cooperate or coordinate with these parties.
7. Comment bubbles are provided to prompt you to think about certain aspects or situation or to provide a link to further resources. Suggest you save this Model template somewhere and create a duplicate which you tailor to suit your service. In your tailored version, delete the comment bubbles so that they don’t show up when you print your Stakeholder Matrix.

8. Delete these instructions after you tailor this Matrix to your service.

	Who We Consult with & How
	
	
	HOW WE CONSULT, COOPERATE OR COORDINATE

	
	Consultation Arrangements

(how or when do you consult with this stakeholder?) 
	Are these arrangements documented? If yes, where?
	Records of consultation

(we collect records of consultation via..)
	Agreed Cooperation and Coordination Arrangements
	Are these arrangements documented? If yes, where?
	Records of consultation

(we collect records of cooperation and coordination via..)

	STAKEHOLDER
	Workers – Employees 
	Team meetings & individual discussions
	Consultation Procedure
	Minutes / emails
	n/a

	n/a
	n/a

	
	Workers – Contractors

· Electrician

· Lawn care

· Etc. 
	Contractor Induction, Purchase Order
	Contractor Handbook
	
	n/a
	n/a
	n/a

	
	Workers – Consultants

· Staying Home Leaving Violence

· Working with You

Shine Youth

· Homelessness Support Service
	Event Risk Assessments
	Service Contract
	
	n/a
	n/a
	n/a

	
	Workers – Volunteers 
	Volunteer onboarding, Staff meetings, Job Order / Client risk assessment
	
	Induction documents, checklists, minutes
	n/a
	n/a
	n/a

	
	PCBU – Contractors

	Daily induction (discuss any hazards or work going on that day that they need to be aware of)
	Contractor Handbook
	
	We provide the PPE required in our office, they provide the PPE they need for their specific work
	
	

	
	PCBU – DCJ 
	Meetings with DCJ Representative
	Memorandum of Understanding (MOU)
	
	
	
	

	
	PCBU – Landlord of Transitional Accommodation
	Annual performance review meetings, Client onboarding, New housing application  
	
	
	
	
	

	
	PCBU – Landlord of Office
	
	
	
	
	
	

	
	PCBU – Organisations that we share a premises
 with (e.g. you have a worker who is working in an office with another provider)
	
	Building EPC and ECO, tenant meetings
	
	
	
	

	
	PCBU – Labour Hire 
	Job Request and Job Application
	
	
	Labour hire provides Job Application that outlines the work and associated hazards and PPE

We provide the PPE for the work
	
	

	
	Others – Clients for Support Services
	Client onboarding and 6-monthly review
	Client Handbook
	
	
	
	

	
	Others – Clients for Transitional Accommodation
	
	
	
	
	
	


�You don’t need to cooperate or coordinate with workers – so no need to complete these columns. But you need to consult with workers, as per the three left hand columns.


�You might want to specify each contractor because you may have different arrangements with each. 


�Some services operate from a shared premises. The premises might be owned or managed by another service provider (i.e. Barnardos), but you have workers who work from that premises.
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