Module 2 — RLS Role, Rights, Consultation And Documentation

RLS Refresher Training — Companies with more than 50 workers

Module duration: 55 minutes * 17 screens / learning units * Complete the module in sequence.

Learning objectives

* What you will update
» What the RLS should observe
* How to turn information into prevention action

Start the module and complete every screen in sequence.
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Note del presentatore
Note di presentazione
Opening slide for Module 2 – RLS Role, Rights, Consultation And Documentation.


Module 2: RLS role, rights, consultation and documentation

Module opening

Key points

« What you will update
« What the RLS should observe
* How to turn information into prevention action

Activity

Select “Start module” after reading the objectives.
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Note del presentatore
Note di presentazione
Slide: Module 2: RLS role, rights, consultation and documentation

Narration / transcript:
Welcome to Module 2. In this module we will focus on rls role, rights, consultation and documentation. The aim is not simply to memorise rules. As a Workers’ Safety Representative, you need to connect legal and technical principles with what workers actually experience in the workplace. You will review key concepts, apply them to short situations, complete a practical case and finish with a short knowledge check. Use the examples to compare the course with your own workplace, while remembering that the RLS represents workers and participates in prevention without replacing the employer, managers, supervisors, the RSPP or the competent physician.

Activity / feedback / facilitator note:
Select “Start module” after reading the objectives.


Consultation is a process, not a signature

Content + voice-over

Key points

* Prior and timely involvement

* Enough information to understand the issue
» Real opportunity to express views
 Traceable outcome

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Consultation is a process, not a signature

Narration / transcript:
Consultation is meaningful only when it happens early enough for the RLS to understand the issue and express a view before the decision is effectively closed. A document handed to the RLS after all choices have been made may be information, but it does not necessarily amount to effective prior and timely consultation. Good consultation gives the RLS enough context, the relevant documents or data, reasonable time to analyse them and a clear opportunity to raise questions or proposals. For the RLS, the practical skill is to focus on the preventive issue. Instead of saying only 'I disagree', identify the risk, the exposed workers, the information missing, the potential consequence and the measure that should be assessed. This creates a useful record and makes it easier for the employer and prevention service to respond in substance. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing consultation is a process, not a signature, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Access to workplaces

Content + voice-over

Key points

* Observe actual work

» Respect company procedures
* Focus on safety conditions

* Record facts objectively

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Access to workplaces

Narration / transcript:
Access to workplaces allows the RLS to understand how work is actually performed. The purpose is not to perform an inspection on behalf of the authority but to observe conditions relevant to worker safety and health. Effective workplace observation compares the written procedure with real practice: are guards used, are routes clear, are loads moved as expected, are protective measures available, are workers under abnormal time pressure, and are contractors following coordination rules? The RLS should record facts rather than assumptions. A useful note identifies where and when the observation was made, what was seen, who may be exposed, what existing measure appears relevant and what clarification or improvement is requested. Personal data should be handled carefully and unnecessary identification avoided. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing access to workplaces, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Apply it: Notification is not consultation

Interactive micro-scenario

Key points

« Management sends the RLS a completed procedure five minutes before publication
and asks for comments. Which concern is strongest?

Activity

A. Consultation may not be effective because the decision is already closed
B. The procedure uses a PDF
C. The RLS should rewrite the entire procedure

OPN ENBIMS — RLS Refresher Training Module 2 « Screen 4/17


Note del presentatore
Note di presentazione
Slide: Apply it: Notification is not consultation

Narration / transcript:
Read the situation carefully. The purpose of this exercise is to move from a general rule to a workplace decision. Focus on what the RLS can legitimately observe, request, question or propose, and distinguish that from technical or management responsibilities that belong to other prevention actors.

Activity / feedback / facilitator note:
A. Consultation may not be effective because the decision is already closed
B. The procedure uses a PDF
C. The RLS should rewrite the entire procedure
Feedback after selection: Correct answer: A. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.

Feedback after selection: Correct answer: A. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.


Information and documentation

Content + voice-over

Key points

* Risk assessment information

* Prevention measures

» Substances and mixtures

« Machinery and work organisation

» Accident and occupational disease information

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Information and documentation

Narration / transcript:
Article 50 gives the RLS access to company health and safety information and documentation relevant to risk assessment and prevention. The exact material will vary by workplace, but may include the DVR and updates, risk-specific assessments, procedures, emergency plans, information on substances, equipment documentation, training arrangements, contractor coordination documents and accident or near-miss information. The RLS should request documents with a clear preventive purpose. A focused request is more effective than asking for every document without context. For example: 'Please provide the updated noise assessment for Area B and the action plan because workers have reported increased exposure following the new production line.' This connects the request to a concrete health and safety concern. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing information and documentation, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Consultation on appointments and training organisation

Content + voice-over

Key points

« RSPP and prevention staff

* Fire prevention and first aid staff
« Evacuation roles

« Competent physician
 Organisation of safety training

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Consultation on appointments and training organisation

Narration / transcript:
The RLS is consulted on specific elements of the prevention organisation, including certain appointments and the organisation of the training referred to in Article 37. The RLS is not the appointing authority. The representative role is to contribute worker knowledge: Are there enough emergency staff across shifts? Is the training understandable? Does the schedule permit attendance during working time? Are temporary, foreign-language or night-shift workers adequately included? A strong RLS contribution looks at adequacy rather than personalities. The question is whether the prevention system can work under real operating conditions, including absences, shift patterns, production peaks and emergencies. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing consultation on appointments and training organisation, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Apply it: Workplace access

Interactive micro-scenario

Key points

* The RLS is allowed to visit only the main office, while workers report recurring
hazards in a loading bay. What is the best next step?

Activity

A. Document the issue and seek appropriate access to observe the actual work area
B. Assume the reports are wrong
C. Enter restricted areas without respecting safety procedures
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Note del presentatore
Note di presentazione
Slide: Apply it: Workplace access

Narration / transcript:
Read the situation carefully. The purpose of this exercise is to move from a general rule to a workplace decision. Focus on what the RLS can legitimately observe, request, question or propose, and distinguish that from technical or management responsibilities that belong to other prevention actors.

Activity / feedback / facilitator note:
A. Document the issue and seek appropriate access to observe the actual work area
B. Assume the reports are wrong
C. Enter restricted areas without respecting safety procedures
Feedback after selection: Correct answer: A. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.

Feedback after selection: Correct answer: A. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.


The periodic meeting

Content + voice-over

Key points

* Risk assessment and prevention measures
» Accident and health data

» PPE selection criteria

* Training programmes

* Improvement actions

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: The periodic meeting

Narration / transcript:
The periodic meeting is a key structured forum for prevention dialogue in organisations where it is required. The RLS should arrive prepared. Review the previous minutes, unresolved actions, accident and near-miss data, worker reports, changes to equipment or processes, planned training and any relevant occupational health information presented in an appropriate form. During the meeting, prioritise a limited number of significant issues. State the evidence, ask who owns the action, identify a target date and request that the point be reflected accurately in the minutes. After the meeting, follow up. A meeting has preventive value only if decisions translate into action. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing the periodic meeting, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Formulating observations and proposals

Content + voice-over

Key points

» Describe the hazard

* |dentify who is exposed

» Refer to evidence

« Suggest feasible controls
» Ask for feedback

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Formulating observations and proposals

Narration / transcript:
The RLS can promote prevention measures and formulate observations and proposals. The most useful proposals are concrete and risk-based. Start with the unsafe condition or organisational issue. Identify the people exposed and the circumstances. Refer to the DVR, procedure, incident record or worker feedback where possible. Then suggest one or more controls using the hierarchy of prevention: elimination, substitution, engineering measures, organisational measures and personal protection as appropriate. The proposal does not have to contain the final technical solution. It can request that a competent technical function evaluate options. The RLS adds value by making the problem visible and by explaining how it affects workers in practice. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing formulating observations and proposals, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Apply it: Periodic meeting follow-up

Interactive micro-scenario

Key points

» Three corrective actions from the previous periodic meeting remain open without
deadlines. What should the RLS do?

Activity

A. Remove them from the agenda
B. Ask for status, responsibilities and completion dates
C. Wait until the next annual meeting without comment
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Note del presentatore
Note di presentazione
Slide: Apply it: Periodic meeting follow-up

Narration / transcript:
Read the situation carefully. The purpose of this exercise is to move from a general rule to a workplace decision. Focus on what the RLS can legitimately observe, request, question or propose, and distinguish that from technical or management responsibilities that belong to other prevention actors.

Activity / feedback / facilitator note:
A. Remove them from the agenda
B. Ask for status, responsibilities and completion dates
C. Wait until the next annual meeting without comment
Feedback after selection: Correct answer: B. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.

Feedback after selection: Correct answer: B. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.


Confidentiality, privacy and professional conduct

Content + voice-over

Key points

» Use information for the representative function
* Protect personal and health data

» Avoid unnecessary disclosure

« Maintain factual communication

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Confidentiality, privacy and professional conduct

Narration / transcript:
The RLS may encounter sensitive information, including health and accident data. Such information must be handled with appropriate confidentiality and in accordance with data-protection rules. The RLS should avoid circulating personal medical details or naming individuals when the preventive issue can be addressed without identification. Professional conduct also supports credibility. Separate facts from rumours. Verify information before escalating it. Do not promise outcomes that the RLS cannot guarantee. Explain to workers what the representative can do, what needs to be referred to the employer, RSPP, competent physician or authority, and what follow-up will occur. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing confidentiality, privacy and professional conduct, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Escalation when a risk remains unresolved

Content + voice-over

Key points

* Document the issue

* Raise it through the prevention system

» Use the periodic meeting or formal communication
» Escalate appropriately when necessary

Activity

Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.
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Note del presentatore
Note di presentazione
Slide: Escalation when a risk remains unresolved

Narration / transcript:
Not every safety concern is resolved immediately. When a significant risk remains, the RLS should create a clear trail: what was identified, when it was raised, what response was received, what interim measure exists and why the issue may still require action. Use the appropriate internal channels first unless the situation requires urgent intervention. Escalation should be proportionate to the seriousness and immediacy of the risk. The RLS’s role includes alerting those responsible in the company about risks identified during representative activity. Where concerns remain and the law provides for external recourse, the RLS should act carefully, relying on accurate information rather than speculation. From an RLS perspective, the practical test is whether this principle is visible in real work. Do not rely only on the existence of a document. Compare written arrangements with observations, worker feedback, incident or near-miss information and the way controls perform under normal and non-routine conditions. When reviewing escalation when a risk remains unresolved, ask what evidence shows that the risk is understood, who is responsible for action, how workers are involved, and how the organisation will verify that the measure remains effective when conditions change.

Activity / feedback / facilitator note:
Quick reflection: Which part of this topic is most relevant to your workplace? Select one point and continue.


Apply it: Confidential information

Interactive micro-scenario

Key points

* The RLS receives information containing personal health data. How should it be
handled?

Activity

A. Share it in a group chat
B. Treat personal medical information confidentially and focus on prevention information that can legitimately be used
C. Publish it to prove the risk exists
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Note del presentatore
Note di presentazione
Slide: Apply it: Confidential information

Narration / transcript:
Read the situation carefully. The purpose of this exercise is to move from a general rule to a workplace decision. Focus on what the RLS can legitimately observe, request, question or propose, and distinguish that from technical or management responsibilities that belong to other prevention actors.

Activity / feedback / facilitator note:
A. Share it in a group chat
B. Treat personal medical information confidentially and focus on prevention information that can legitimately be used
C. Publish it to prove the risk exists
Feedback after selection: Correct answer: B. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.

Feedback after selection: Correct answer: B. The RLS should focus on prevention, evidence, consultation and the correct division of responsibilities.


Case study — Loading bay consultation

Case study

Key points

» Warehouse workers report that forklifts reverse through a pedestrian crossing during peak
deliveries. Management plans to repaint the floor and has already selected the design. The RLS is

invited to a meeting the day before work begins. Previous meeting minutes also contain two open
actions about lighting and vehicle speed.

The RLS should distinguish simple notification from meaningful consultation. Useful evidence may
include traffic routes, near-miss reports, shift patterns, observations of actual work and the status of
previous actions. The aim is to make the consultation concrete, documented and focused on
prevention rather than personal blame.

Activity

Complete these three prompts:

» What information should be requested before the meeting?

» Which open actions should be carried forward?

« What would make the consultation “prior and timely” in practice?
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Note del presentatore
Note di presentazione
Slide: Case study – Loading bay consultation

Narration / transcript:
Work through the case as if you were the RLS. First separate facts from assumptions. Then identify the risk, the relevant prevention actors and the evidence that should be examined. Finally, decide what should happen next and how the effectiveness of the response could be checked. There may be more than one useful action, but a strong RLS response should remain evidence-based, proportionate and within the representative role.

Activity / feedback / facilitator note:
Complete these three prompts:
• What information should be requested before the meeting?
• Which open actions should be carried forward?
• What would make the consultation “prior and timely” in practice?


Workplace application

Workplace application

Key points

» Scenario: workers report that a new packaging line is causing repeated hand jams
and pressure to bypass a guard to maintain output. Write a five-part RLS observation:
(1) factual description; (2) exposed workers; (3) evidence to request; (4) immediate and
longer-term controls to evaluate; (5) proposed follow-up date.

Activity

Write one short observation (maximum 300 characters): What would you check or ask about after this module?
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Note del presentatore
Note di presentazione
Slide: Workplace application

Narration / transcript:
Apply the module to your own workplace or to a workplace you know well. Keep the response factual and prevention-focused. Do not include confidential personal health data, passwords, trade secrets or names that are unnecessary for the exercise. The objective is to practise the RLS method: observe, describe, connect the issue to risk and identify the next useful prevention question.

Activity / feedback / facilitator note:
Write one short observation (maximum 300 characters): What would you check or ask about after this module?


Key takeaways

Interactive recap

Key points

* Prior and timely involvement

* Observe actual work

* Risk assessment information

« RSPP and prevention staff

* Risk assessment and prevention measures

Activity

Select each card to reveal a one-line reminder, then continue.
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Note del presentatore
Note di presentazione
Slide: Key takeaways

Narration / transcript:
Before the knowledge check, review the key ideas from this module. The purpose of refresher training is to keep prevention knowledge active and connected to current work. Remember the RLS method: listen to workers, observe the workplace, use evidence, participate in consultation, formulate prevention-focused proposals and follow actions until their effectiveness has been checked.

Activity / feedback / facilitator note:
Select each card to reveal a one-line reminder, then continue.


Module knowledge check

Knowledge check

Key points

* 5 multiple-choice questions
3 options per question
* Immediate learning feedback

Activity

Answer the following five questions. You will receive learning feedback after each answer.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
Answer the following five questions. You will receive learning feedback after each answer.


Module 2 — RLS Role, Rights, Consultation And Documentation: Knowledge Che

Question 1

Effective consultation should normally occur:

A. After the final decision
B. Before the decision is closed and with enough information to comment

C. Only after an accident

Choose the best answer before continuing.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
1. Effective consultation should normally occur:
A. After the final decision
B. Before the decision is closed and with enough information to comment
C. Only after an accident


Module 2 — RLS Role, Rights, Consultation And Documentation: Knowledge Che

Question 2

When visiting a workplace, the RLS should primarily:

A. Issue disciplinary sanctions
B. Replace the supervisor

C. Observe safety conditions and record facts

Choose the best answer before continuing.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
2. When visiting a workplace, the RLS should primarily:
A. Issue disciplinary sanctions
B. Replace the supervisor
C. Observe safety conditions and record facts


Module 2 — RLS Role, Rights, Consultation And Documentation: Knowledge Che

Question 3

A good document request should:

A. Be connected to a preventive purpose
B. Ask for every company document without reason

C. Avoid mentioning the risk

Choose the best answer before continuing.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
3. A good document request should:
A. Be connected to a preventive purpose
B. Ask for every company document without reason
C. Avoid mentioning the risk


Module 2 — RLS Role, Rights, Consultation And Documentation: Knowledge Che

Question 4

In the periodic meeting, the RLS should:

A. Attend without reviewing prior issues
B. Prepare evidence and follow up actions

C. Discuss only payroll

Choose the best answer before continuing.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
4. In the periodic meeting, the RLS should:
A. Attend without reviewing prior issues
B. Prepare evidence and follow up actions
C. Discuss only payroll


Module 2 — RLS Role, Rights, Consultation And Documentation: Knowledge Che

Question 5

Sensitive health information should be:

A. Shared widely
B. Published in meeting minutes with full medical details

C. Handled with confidentiality

Choose the best answer before continuing.
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Note del presentatore
Note di presentazione
Slide: Module knowledge check

Narration / transcript:
Answer the five questions based on the module you have just completed. This is a learning check, not the final assessment. If you select an incorrect answer, read the feedback and review the relevant learning object before continuing.

Activity / feedback / facilitator note:
5. Sensitive health information should be:
A. Shared widely
B. Published in meeting minutes with full medical details
C. Handled with confidentiality
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