CONTRACTORS MANAGEMENT

Purpose:

To ensure that contractors comply with their OHS legal and other requirements

Definitions:

Contractor

Any person or group(s) of persons who are self-employed or employed by another company performing work for XXXX in areas controlled by XXXX.

XXXX Responsible Officer

The XXXX Responsible Officer is responsible for the Contractor’s activities whilst he/she is on a XXXX site and, if required, liaises with XXXX personnel on behalf of the Contractor.

Guidelines:

None 

Instructions:

Permit To Work 

All Contractors must first obtain a Permit To Work before they commence work on a XXXX controlled site. Refer to  Permit To Work for details including exemptions.

Before Contractor Starts Work

1. The Centre Manager must appoint the XXXX Responsible Officer for each Contractor before the Contractor commences work. Depending on the duration of the work, separate XXXX Responsible Officers may be appointed to cover different shifts. 

2. The XXXX Responsible Officer must determine the OHS requirements for the work and ensure that it is included in the contract. The requirements must include, but should not be limited to: 

· A detailed risk assessment of the proposed work (also called Job Safety Analysis, or Safe Work Method Statement) 

· Any licensing requirements (for example asbestos removal, or operating cranes or forklifts) 

· Any insurance requirements 

3. The Centre Manager may develop a list of approved/preferred Contractors to call upon at short notice for minor contract works, without the need to go through steps 1 to 2. This only applies if:

· Performance standards have been developed and the Contractor has demonstrated (by previous performance) that he/she consistently meets the standards. 

· There is an existing risk assessment for the work and the relevant XXXX Responsible Officer has reviewed the risk assessment and confirmed that it is still up to date. 

· The Centre Manager periodically reviews the health and safety performance of all Contractors on the approved/preferred list to assess whether or not they still meet the required performance standards. 

4. A copy of form  Contractor Site Rules and Conditions 
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must be forwarded to the Contractor before he/she arrives on site. 

5. Use form Contractor/Sub contractor checklist 
for guidance.

When Contractor Is On Site 

The XXXX Responsible Officer must:

1. Meet the Contractor when he/she first arrives on site and conduct a health and safety induction for all Contractor personnel when they arrive on site for the first time. The health and safety induction must include: 

·  Contractor Site Rules and Conditions 
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· The operation of the Permit To Work system. Refer to procedure  Permit To Work. 

· Where the Contractor is to use the Building Maintenance Unit, provide the Contractor with evidence that its registration is current. Refer to  Plant Design Notification and Registration. 

· Completing form  Contractor's Personnel Record 
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· Completing form  Contractor Sign-In/Out Register 

· Completing form  Contractor Safety Agreement 
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2. Record details of the meeting on form  Contractor & Building Management - Planning Meeting Record 
) 

3. Check the currency of any licences, insurance certificates and material safety data sheets. 

4. Review the risk assessment of the proposed work (also called Job Safety Analysis, or Safe Work Method Statement) and pay particular attention to the work environment on the day of the Contractor's arrival and any hazards the work may have on XXXX employees, tenants, visitors and Contractor employees. 

5. Review materials, chemicals and equipment to be used, site services involved and general safety/welfare arrangements. 
6. Review evidence that Contractor employees working with chemicals have been appropriately trained in their safe use and appropriate personal protective equipment. 

7. Prepare any Permit To Work for the Contractor. Refer to procedure  Permit To Work. 

8. Inform the Contractor of other contractors working on site that may impact on his/her work. 
9. Conduct a daily meeting with the Contractor before he/she re-commences work to review the risk assessment and in particular any new hazards that may have arisen. 

10. Conduct daily checks to confirm that the Contractor carries out the work in accordance with the procedures described in the risk assessment and that all required hazard control measures (including those required by any Permit To Work) are in place. 

11. At the conclusion of the work, carry out a final inspection of the area where the Contractor has worked to ensure that it is clean and safe. 

12. Use form Contractor/Sub contractor checklist or guidance. 
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