	[image: ]                    
	MCC TECHNIQUE SDN. BHD.
CONSULTATION, PARTICIPATION & COMMUNICATION PROCEDURE

	Document No:
MCC-OHS-P05
	Revision No:
0
	Effective Date:
01/04/2025





	[image: ]                    
	MCC TECHNIQUE SDN. BHD.
CONSULTATION, PARTICIPATION & COMMUNICATION PROCEDURE

	Document No:
MCC-OHS-P05
	Revision No:
0
	Effective Date:
01/04/2025








CONSULTATION, PARTICIPATION & COMMUNICATION PROCEDURE 
[MCC-OHS-P05]





















UPDATING OR REVISION HISTORY

	Rev No
	Effective Date
	Affected Page
	Change Descriptions
	Author / Created by
	Reviewed by
	Approved by

	0
	01.04.2025
	All
	Original Issue
	
	
	











































1.0 PURPOSE

To establish, implement and maintain a procedure for communication, participation and consultation with regard to the Occupational Health & Safety Management System


2.0 	SCOPE

This procedure is applicable to the internal and external communication and consultation with interested parties for the activities, processes, products and services covered Occupational Health & Safety Management System.


3.0 	REFERENCE 

3.1	ISO 45001:2018 Clause 5.4 Consultation and participation
3.2	ISO 45001:2018 Clause 7.4 Communication 


4.0 	DEFINITION

	For the purpose of this OHS, the term and definition used is defined as follows:

	No
	Terms
	Definition

	1
	OHS
	Occupational Health and Safety.

	2
	HIRARC
	Hazard Identification, Risk Assessment and Risk Control.

	3
	CAR
	Corrective Action Request





















5.0 PROCEDURE

5.1 Communication

1. The communication with Internal and External parties shall be done in order to ensure that:
a. internal functions at various levels are aware of the OHS Management System including the Significant Aspects and Hazards in their working area;
b. the communication from Interested Parties is received, documented and responded to the concerned; and
c. processes for Communication with External Interested Parties on Significant Environmental Aspects and Hazards are considered.

2. The decisions taken regarding the concerned OHS Issues raised by any of the Interested Parties shall be routed through OHS MR.

5.2	Consultation

1. Employee Representative (refer to Safety & Health Committee Organization Chart) who is appointed by Top Management shall represent all non-managerial workers on health and safety consultation issues. 

2. This can be achieved via:
i) representation in Safety & Health Committee meeting; and 
ii) in activities such as participation in periodical OHS meeting.

3. The appointment of Employee Representative shall be in accordance with Occupational Safety and Health (Safety and Health Committee) Regulation 1996. 

4. Employee Representative and any other relevant non-managerial workers shall be consulted on the following OHS issues:

i) determining the needs and expectations of interested parties;
ii) establishing the OHS policy;
iii) assigning organizational roles, responsibilities and authorities, as applicable;
iv) determining how to fulfil legal requirements and other requirements;
v) establishing OHS objectives and planning to achieve them;
vi) determining applicable controls for outsourcing, procurement and contractors;
vii) determining what needs to be monitored, measured and evaluated;
viii) planning, establishing, implementing and maintaining an audit program; and
ix) ensuring continual improvement.

5. Non-managerial worker
i) Consultation of non-managerial workers should include on changes affecting workplace such as:
· introduction of new or modified equipment, materials, chemicals, technologies, processes;
· procedures or work patterns that can affect health & safety of the employees.
ii) The Employee Representative shall disseminate relevant and pertinent OHS information to the non-managerial workers.

5.3	Participation

1. The Company establishes a process to ensure effective participation in the OHS management system by its employees/workers at all levels of the organization, including those working closest to the hazard.
2. Some best practices for getting and keeping employees/workers participation in the company workplace OHS management system include: 
a. HIRARC and EAIA and the identification and determination of necessary control measures with due consideration is given to identify OHS objectives;
b. development of safety and health procedures;
c. safety and health training development, determining competence requirements, training needs and training evaluation;
d. audits related to health and safety;
e. health and safety meetings;
f. job safety analyses;
g. OHS objectives;
h. be encouraged to report (and know how to report):
i) Accidents;
ii) Deficiencies;
iii) Incidents;
iv) Injuries;
v) Illnesses;
vi) Near misses; and
vii) Safety concerns;
i. incident investigation & details of investigations are recorded in the incident register; 
j. during investigation of OHS incidents and nonconformities and determining the corrective action; 
k. establishing OHS Management Program;
l. determination of what needs to be communicated;
m. invited for consultations when there are any changes that affect their OHS; 
3. Top management shall:
a. give employees/workers timely access to relevant information such as:
i) OHS control programs and activities;
ii) exposure assessments;
iii) health and safety committee records;
iv) OHS monitoring data;
v) incident investigation results;
vi) injury and illness data;
vii) OHS issues, objectives, and implementation plans; and
viii) Risk assessments and register.
b. provide time, resources, and means necessary to participate in the OHS management system;
c. identify and remove barriers to employees/workers participation:
i) remove any policy, practice, or program that penalizes or discourages or barriers to employee participation (such as language or literacy barrier);
ii) any other reprisal (act of retaliation) for employee participation; and minimize those that cannot be removed.
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