CONTRACTOR SITE RULES AND CONDITIONS
Acknowledgement

I acknowledge that I have received XXXX’s Site Rules and Conditions for Contractors and will ensure that I, and each employee directly or indirectly (sub-contractor) employed or supervised by me who works on XXXX’s site, read and understand the requirements in the document.

XXXX: 
_______________________________________________________________

Address:
_______________________________________________________________


_______________________________________________________________


_______________________________________________________________

Name:
_______________________________________________________________

Position in XXXX: ____________________________________________________________

Signature: ___________________________________
Date: ________________________

Return this document to your XXXX Responsible Officer:

Address:


Fax:


Introduction
XXXX engages Contractors to perform work on its sites. All work is subject to a Purchase Requisition that identifies the principal Contractor. Contractors include a single person or group(s) of persons who do specific tasks under the Purchase Requisition.

The principal Contractor and all the people it engages directly or indirectly (sub-contractors) to do the work, referred in this document as the Contractor, must abide by these Site Rules and Conditions when on site.

If the Site Rules and Conditions are breached, the relevant person and/or Contractor may be required to leave the premises and may be refused re-entry.

Protecting health, safety and environment

You are responsible for ensuring that all people you engage to perform the work:

· are familiar, and comply, with these Site Rules and Conditions 

· are competent and adequately supervised to work safely with minimal risks to themselves, any other person on site and the environment

· obey all building site signs, notices and instructions

· meet the requirements of state OH&S and Environmental legislation and other relevant Regulations and Codes of Practice. 

If you will be discharging substances into the air, stormwater or trade waste drains, obtain approval from XXXX. This includes any solids, liquid chemicals, gases, contaminated water, noise emission and disposal of waste (liquid or solid).

Do a risk assessment on the proposed work before the work starts and give the assessment to the XXXX Responsible Officer. 

XXXX Responsible Officer

You will be allocated a XXXX Responsible Officer, who will be responsible for all of your activities while on site. Report to them before starting work each day and/or each shift.

Site induction

When you first arrive on site, the XXXX Responsible Officer will do a site induction. You and your personnel must sign that you have attended. Any new personnel must do the induction. The site induction does not replace the ToolBox meeting (see further below).

Liability insurance

You must indemnify XXXX for all costs related directly or indirectly to your negligence. If working in office and administration areas, you must have at least $1,000,000 insurance cover. If working on and in the plant, you must have at least $10,000,000 cover. Higher cover may be specified in the Purchase Order. You must submit evidence of your cover before starting work.

Reporting 

Hazard reporting

Report all hazards, including those not directly in your work area to your XXXX Responsible Officer.

Incident reporting

Incidents are unplanned events that could, or did, result in injury or damage. Report all incidents to your XXXX Responsible Officer. You may be required to assist incident investigations.

Do not make statements to any media about any incident, dangerous occurrence or other related occurrence that occurs on site. 
Emergencies

The XXXX internal phone contact number for emergencies is XXX. If using a mobile phone, call XXXXXXX.

Emergency Warning Information System (EWIS)

When the alert signal sounds, turn off electrical tools, gas bottles, vehicles etc. and wait for further instructions from the Warden. When the evacuation signal siren sounds, immediately move to your designated assembly area. When the emergency is over, report to your XXXX Responsible Officer before resuming work.

First aid

Make adequate provisions for giving first aid to your personnel. It is not acceptable to solely rely on XXXX’s first aid facilities. 

Site Access

Security

You agree that, as a condition of entry, personal bags, lunch boxes, tool boxes, other containers, vehicles and vehicle compartments may be searched by Security Personnel. 

You agree that the security of plant, tools and equipment supplied or owned by you is your sole responsibility.

If you need to work outside normal business hours, the XXXX Responsible Officer will arrange full time security guards to give you access and egress.

Entry

Report and sign in at Security. 

Car parking

Unless you have made prior arrangements with the XXXX Responsible Officer, park in the employees’ car park. Your vehicle can only be brought on site if essential to do the prescribed work. Tell your XXXX Responsible Officer of this before arrival.

Speed limits

Obey designated speed limits.

Mobile phones

Do not carry a mobile phone in or near any chemical storage area, even if it is turned off.

Work Organisation

Risk assessment

Submit a risk assessment (also called safe work method statement or job safety analysis) to the XXXX Responsible Officer for every job you will be doing on site, before the work starts. Obtain authorisation via the Permit To Work system before you start work.

Personal protective equipment

Provide and use personal protective equipment (PPE) as directed by XXXX. Wear hearing protection in areas indicated by the appropriate sign. 

ToolBox meeting

Before starting work each shift and/or each day, hold a ToolBox meeting with all of your personnel and the XXXX Responsible Officer. Discuss, but do not limit the discussion to:

· Risk assessment and control measures for the day.

· Tools and equipment

· Operating procedures/work instructions

· PPE

· Emergency evacuation.

Access and egress

Do not place or store tools, equipment, power leads, materials, fences, barriers or signs where they may  impede or block aisles, roads, fire hydrants, emergency exit doors, evacuation routes, process equipment, buildings or access to electrical cabinets. 

Barriers and signs

Make sure that, where appropriate, effective fencing, barricades or signs are erected and maintained, to stop people entering restricted work areas. Unless you have arranged otherwise with the XXXX Responsible Officer, ensure the fencing, barricades or signs do not hinder operations or other Contractors.

Supply own equipment

Unless otherwise arranged with the XXXX Responsible Officer, do not use XXXX equipment eg. fork lift trucks, lifting equipment, elevating platforms, welding equipment, temporary lights, electrical extension leads, hand tools, power tools, vehicles, PPE etc. Equipment supplied by you is to be maintained in good condition.

Petrol/Diesel-driven machinery 

Before operating petrol or diesel driven machinery within a building, you must:

· Get permission from the XXXX Responsible Officer

· Assess the isolation of fire detection systems in relevant areas 

· Make sure ventilation is adequate.

Connection to services

Before connecting to any services, such as electricity, compressed air, gas, water, stormwater drain or sewer pit, get permission from the XXXX Responsible Officer.

Contact with other Contractors

The XXXX Responsible Officer will tell you of other contractors’ work that may impact on yours. Make sure your work does not cause hazards for other contractors.

Site cleanliness and waste disposal

Keep your work area reasonably clean at all times and remove redundant material and waste as the work progresses. Do not allow dust or dirt from your work to settle on XXXX stock or equipment. 

Do not dump waste, including excess “ready mix” concrete, on site or on public areas outside the XXXX’s 

premises.

You must make waste disposal arrangements with your XXXX Responsible Officer (see also Removal of Property). XXXX may withhold payment until the work site has been thoroughly cleaned up.

Removal of property

Do not remove any XXXX property without authorisation. This includes scrap material and equipment that may appear to have no commercial value.

Permit to Work System

You must obtain a Permit to Work or a standard operating procedure for your work from your XXXX Responsible Officer before starting any work. 

Hot work

Hot work includes any task that may generate a spark. This includes, but is not limited to: gas cutting, abrasive disc cutting, silver soldering, flame heating, grinding, welding, drilling and using electric tools (including battery operated) inside chemical storage areas.

Unless you have arranged otherwise with your XXXX Responsible Officer, provide at least two 3 x 3 m fire blankets, one suitable fire extinguisher, appropriate signs and barriers, one competent Fire Watcher and appropriate PPE for each hot work permit. Do not rely on XXXX to supply these resources. 

Ensure all gas cylinder welding equipment is fitted with flashback arrestors. 

Hot work is subject to additional Permit to Work conditions - your XXXX Responsible Officer will give you the details.  Comply with XXXX’s Hot Work Procedure.

Confined spaces

Designated confined space areas have been marked with an appropriate sign. 

Entry into a confined space is subject to additional Permit to Work conditions - your XXXX Responsible Officer will give you the details. Comply with XXXX procedures for entering confined spaces.

Working at height

Where there is a risk that a person could fall more than 2 metres, or an object could fall more than 2 metres and hit a person, the work is considered to be working at height. This includes:

· using ladders beyond 2 metres, a scissor lift, temporary scaffolding, a personnel cage (on a forklift) or building maintenance unit

· working on fragile roofs, sloping roofs or near roof edges

· being near the edge of a shaft, pit or hole.

Working at height is subject to additional Permit to Work conditions. Your XXXX Responsible Officer will give you the details. Comply with XXXX’s working at height procedures.

Isolation of power sources

Do not isolate power sources to any XXXX equipment without entering the details in the Permit to Work. Unless otherwise authorised, a minimum of 24 hours’ notice is required for the isolation of services.

Do not work on, enter or inspect any XXXX equipment unless the XXXX Responsible Officer has arranged for power sources to be isolated and danger tags and lockout tags to be applied to the equipment. 

Tag and isolate power sources in accordance with XXXX procedures.

Tell the XXXX Responsible Officer when isolated services have been, or are to be, restored to normal.

Chemicals and Gases

Material safety data sheets

Have current copies (less than 5 years old) of manufacturer’s Material Safety Data Sheets (MSDS) for all chemicals and gases you bring. The MSDS must comply with relevant hazardous substances and dangerous goods regulations. If you can not produce the relevant MSDS, you may be required to immediately remove the chemical or gas from site at your expense.

Temporary storage and transport on site

Temporary storage and use of all chemicals and gases must be in accordance with state dangerous goods regulations.  The storage will require prior approval from your XXXX Responsible Officer.

Keep all gas bottles (except vehicle LPG tanks) in a vertical position and restrain them securely, even if they are not being used. 

Only transport chemicals in suitable, closed containers. Ensure all containers are clearly labelled in accordance with regulatory requirements. 

Handling

Give the XXXX Responsible Officer evidence that personnel who will be working with chemicals have been fully trained in their use and have been given appropriate PPE. You and your personnel must wear the PPE as required.

Electrical Safety

Make sure that all electrical equipment you bring on site has been inspected in accordance with Australian Standard 3760 In Service Safety Inspection and Testing of Electrical Equipment. Have proof of the inspections (eg. tags, inspection books etc.) on site. Ensure all portable electrical equipment is protected by appropriate earth leakage protection devices. Do not use double adaptors or piggy back plugs.

Personal Conduct

Do not wilfully or recklessly interfere with or misuse anything that is provided for health or safety. Comply with XXXX’s health, safety and environment procedures. Where appropriate, your XXXX Responsible Officer may issue separate written instructions that you must comply with.

Comply with XXXX’s No Harassment policies when on site.

Restrict your employees to the immediate work area - do not allow them to go to wander into other areas of the property. Horseplay, running, football, cricket and any other game play is not permitted on site.

No smoking

Do not smoke anywhere except in designated areas, as advised by your XXXX Responsible Officer. 

Alcohol and drugs

XXXX may refuse entry to any person who appears to be under the influence, or is in the possession, of alcohol, illegal drugs, narcotics or drug-associated paraphernalia/administration devices. 

If you must use performance-affecting drugs for medical reasons, tell your XXXX Responsible Officer when you first meet them.

Weapons

Do not carry any firearms, ammunition, fireworks, unauthorised explosive devices or knives, other than those to be used on the job.

SUMMARY OF KEY REQUIREMENTS

1. Hiring others
If engaging others to do work on site, ensure they comply with all OH&S requirements. Provide adequate supervision.

2. Risk management 
· Provide a risk assessment (safe work method statement or job safety analysis) on your work before starting. 

· Provide and use PPE as directed. 

· Before starting each shift or day, hold a ToolBox meeting to discuss safe work requirements. 

· Do not block access to aisles, roads, essential services or electrical cabinets.

· Prevent access to restricted areas with fences, barriers or signs, without hindering operations.

· Do not use XXXX equipment, including petrol/diesel-driven machines, without permission.

· Maintain your equipment in good working condition.

· Clean your work area as you go. Dispose of waste in accordance with regulations.

3. Reporting
Report all hazards and incidents, including near misses. Do not make statements to the media. In an emergency, call XXX or, if using a mobile phone, XXXXXXX.
4. Emergencies
Turn off all equipment and, if evacuated, go to the designated assembly area. Report to your XXXX Responsible Officer before re-starting work. Provide for your own first aid requirements.

5. Security
· Sign in at Security

· All items you bring on site, including vehicles, may be searched. 

· Provide your own security for your property.

· If you need your vehicle on-site, get approval. Otherwise, park in the employees’ carpark.

6. Authorisation

· Obtain a Permit to Work before starting work. 

· If doing hot work, entering confined spaces or working at height, obtain an additional permit and comply with requirements. 

· Get approval:

· before working on, entering or inspecting XXXX equipment

· before isolating power sources. Tell XXXX when restoring them to normal

· before connecting to electricity, compressed air, gas, water etc

· if you will be discharging substances into the air, stormwater or trade waste.
7. Chemicals and gases

· Have a current MSDS for any chemical or gas you bring on site. 

· Store and transport chemicals safely, and ensure they are labelled, in accordance with regulations.

· Restrain and store gas cylinders upright. 

· Do not carry a mobile phone in or near any chemical storage area.

· Provide appropriate training to all of your personnel who will be working with chemicals.

8. Electrical safety

· Have all electrical equipment tested and have proof of the testing available eg. tag.

· Ensure portable equipment has earth leakage devices.

9. Personal conduct

· No smoking, except in designated areas

· No alcohol or drugs

· No weapons

· No games
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