
 Catholic Diocese of Ballarat’s Consultation and Communication Procedure 
 
 

Appendix 1 – Consultation Record Template 
 

Date of Consultation: [Insert] 

Workplace, parish, location, or meeting: [Insert] 

Topic or issue: [Hazard, risk, proposed change, incident review, policy review, safe system of work or other] 

Workforce Participants affected: [Insert] 

Parish Health and Safety nominee involved: [Insert] 

Information provided: [Insert] 

Consultation method and response period: [Insert] 

Views, concerns, and suggestions raised: [Insert] 

Options or controls considered: [Insert] 

Decision and reasons: [Insert] 

Interim controls: [Insert] 

Actions, Persons responsible, and due dates: [Insert] 

Unresolved matters and escalation pathway: [Insert] 

How outcomes were communicated: [Insert] 

Review date and effectiveness outcome: [Insert] 

Record completed by: [Insert] 
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