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When to use this guide

+ You are seeking to identify psychosocial hazard/s in the workplace.

+ You know from your risk identification process that your workers are facing one or more psychosocial
hazards, and you want more detail from your workers about their experiences and possible solutions.

+ You've put in place control measures to minimise psychosocial hazards, and you want feedback from
workers on their effectiveness.

This guide does not represent and is not a comprehensive statement of the law in relation to your obligations
as it applies to particular problems, individuals or as a substitute for legal advice. You should consider your
individual business needs when engaging with workers. You should also seek independent legal advice if you
need assistance on the application of the law to your situation.

How to use this guide

Go through the questions in the table below with your workers. Depending on the purpose of your
conversation, you might ask them all the questions in the table, or just the questions about a particular hazard.

You can ask these questions with your workers individually or as a team. Add other questions that you think are
relevant or that your workers suggest.

Write down workers’ responses.

How to start your conversation

- If the workers do not already know you, start by introducing yourself.

- Explain you want to know more about the psychosocial hazards and risks that have or could lead to work-
related stress for them as individuals or as a team. Explain you also want their ideas on how to manage
these.

- Tell them what you are going to do with the information you gather, including when and how you will get
back to them on the issues and ideas they raise.

+ Check with workers if they are comfortable with you telling others who gave what feedback. Tell them how
you will protect their privacy.
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Work demands and workload

Listen for evidence that:
v" Work is achievable in the hours your staff work, and reasonable for their role and responsibilities.
v' Tasks match workers’ skills and abilities to their job demands as much as possible.

Suggested questions to ask workers:

- How do you know when you are meeting the expectations of your role?

- What helps you meet these expectations?

- When and what lets you know you are not meeting the demands of your role?

Other things you may want to discuss:
- How long have workers been in their current role?
- The complexity of their role.

+ What pressures do workers face when things do not go to plan? For example, when staff are away, or there are
unexpected changes to workload.

+ Are deadlines realistic?
- Are workers in similar roles facing the same pressures your workers have mentioned? If not, why not?
- Have your workers had adequate training to feel confident and competent in their role?

Job control

Listen for evidence that:

v" Workers are consulted over the way their work is organised and done. For example, through regular meetings,
one-to-ones or performance reviews.

v" Workers are given opportunities to discuss and share their views at the start of projects or new work.

v" Workers are encouraged to use their skills and initiative in their work.

v" Workers are consulted about things affecting their work.

v" Workers are encouraged to develop new skills and feel support to do new and challenging pieces of work.

Suggested questions to ask workers:
- In what ways are you able to have a ‘voice’ or influence how you do your role?
- How are you able to use your strengths in your role?

Other things you may want to discuss:
- How have you identified your workers’ skills and strengths and used these?
- Have you consulted your workers around how to resolve issues that are raised?

Support

Listen for evidence that:
v" Workers get information and support from other workers and their managers.

v Your organisation has systems or processes in place to encourage managers to support their workers, and for staff
to support one another.

v"Workers know what support is available to them and how to access it.
v"Workers know how to access the resources they need to do their work.
v'Managers give workers regular and constructive feedback so they can work at the level expected of them.

Suggested questions to ask workers:
+ What and who supports you to carry out your role?
- What more could we do to support you within the business?

Other things you may want to discuss:

- Are workers’ relationships with their line managers constructive and supportive?

- Does your management team try and find ways to better support workers?

« Can workers talk to their supervisor about workload?

- Do workers have the equipment, resources, and time to do their job safely and well?
+ Do workers feel connected and valued within their team?

- Do workers know where to go to find help and support?
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Relationshops at work

Listen for evidence that:

v" Workers do not experience harmful behaviours such as bullying or harassment, including sexual harassment at
work.

v"Your organisation promotes positive behaviours at work.
v Your organisation has policies and procedures to prevent and resolve unacceptable and/or harmful behaviour.
v'Your organisation has systems in place to encourage managers to deal with unacceptable behaviour.

v'Your organisation has systems or processes in place to encourage workers to report unacceptable and/or harmful
behaviour.

Suggested questions to ask workers:
- In what ways do you feel connection with your colleagues at work?
- Do you have any ideas on how you or we could improve those connections?

+ How would you raise concerns if you saw or experienced unacceptable and/or harmful behaviour at work? If you did
raise concerns, what do you think would happen?

Other things you may want to discuss:

+ Do workers feel connected and valued within their team?

- Do workers’ responses align to our organisation’s procedures around raising safety issues?

- What (if any) barriers exist for workers who want to raise concerns about inappropriate behaviour?

Roles and responsibilities at work

Listen for evidence that:

v" Workers understand their role and responsibilities.

v Your organisation provides clear information about each worker’s role and responsibilities within the team.
v'Managers make performance requirements and expectations clear to workers.

v"Workers can raise concerns if they are uncertain about how to do a task or there are role conflicts.

Suggested questions to ask workers:

+ Who in our organisation defines your role and how do they do this? Do you know what is expected of you or where to
find this information?

- What (if any) issues have you faced of others doing your role, or people expecting you to do others’ tasks? What
impact does this have?

Other things you may want to discuss:

« Are workers clear on what their roles and responsibilities are?

- Is there any cross over between different roles and tasks within your organisation? If so, how is your organisation
managing this?

- Are workers clear on how their role supports your organisation to meet its core function?

Managing change at work

Listen for evidence that:
v" Workers are consulted on changes and given opportunities to share their views.
v"Workers are given timely information, so they understand the reasons for changes.

v'Managers make clear to workers the impact of changes to their job and, if necessary, give workers adequate
training on changes to their role.

Suggested questions to ask workers:
+ How does our workplace manage change?
- How do you contribute to changes? For example, how do you influence how, when and why things are done?
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Managing change at work

Other things you may want to discuss:

- Are workers aware of your organisation’s processes for managing change?

- Do workers feel engaged and valued through the process of change? For example, via consultation?
+ Do workers understand the rationale for changes you make?

- Are you making changes that have the potential to impact the health and safety of workers without consultation?
If so, why?

Other questions

Suggested questions to ask workers:

What other questions should | ask to better understand risks to your team’s mental health at work?

- What things (control measures) does our organisation currently have in place to prevent harm that you think are
working well?

- What changes could you, your manager or our organisation make to help with any of the issues you have talked
about?

+ Are there any personal issues | should know about that are impacting your work? What work changes can be made
that would help?

After your conversation

Write down what you've learned from your conversation. You can use this as a record that you have consulted your
workers.

When you are making your records, keep the privacy agreements you made with your workers. For example, you may
wish to remove names and other identifying information from files.

Next, combine the insights from your conversation with insights from other sources. These might be other consultation
sources, such as anonymous surveys or suggestion boxes. You might also have insights from your analysis of business
information such as leave patterns and injury claims.

Tell your workers about the overall themes and issues you discovered during your consultations. You should do this in the
ways and time frames you promised.

Take action in a timely manner to address any psychosocial risks and hazards you have uncovered.

Consulting your workers about psychosocial hazards and risks - Attachment 2: Conversation guide with workers about psychosocial hazards 4



