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CONTRACTOR SAFETY POLICY AND PROCEDURE

Employers have a responsibility under both Common and Statute Law for the health and safety of contractors, even though Contractors are considered to be generally independent.  Where an employer has or intends to engage a Contractor the following procedures should be used as a guide.  

Forms

An employer should request a contractor to answer the questions in the “Contractor Checklist” provided for use by employers in this section of the Health and Safety Manual and in addition complete, the Contractor Information Form and the Contractor Work Permit Form.  The clause on the Form titled “Example of a Contract Health and Safety Clause” should be inserted in the contract.  
Policy 

Company XYZ is committed to ensuring the health and safety of all employees and others who may be affected by issues arising from the engagement of contractors.

Definition of Contractor

Various Trades persons/technicians/providers.

Management Responsibilities

Management of the Company XYZ will ensure the following:

1) Contractors are suitably qualified to perform the tasks;

2) In possession of all necessary licences, permits, registrations and insurances, required to perform the works safely and in compliance with appropriate regulations;

3) Contractors are notified of any potential hazards associated with the location or use of the area where the works are to be carried out;

4) Contractors will be briefed on the necessity to perform all works in a safe manner and where appropriate in accordance with OHS Regulations, Codes of Practice and Australian Standards.

Selection of Contractors

1) During the selection stage management reserve the right to assess the contractor’s suitability and the health and safety competence of the contractor.  This will be a prime consideration in the selection process;

2) Only contractors who have been assessed by the Company XYZ as meeting the health and safety competence requirements for the work required will be considered for further evaluation or approval;

3) Assessment will be undertaken using the Form Titled ‘Contractor Checklist’.  This form must be completed by the contractor;

4) Further evaluation may include presentation of appropriate documentation by the contractor, interview or an audit dependent on the size or complexity of the contract works.

Register of Preferred Contractors

1) The Company XYZ has a list of preferred contractors who meet the requirements specified in the assessment process;

2) Contractors who fail to meet the Company XYZ’s health and safety requirements may be removed from the preferred list of contractors.

Preparation of Contract Documents

1) Health and Safety responsibilities of the Company XYZ and the contractor will be made clear in the contract documents, purchase order, agreements or conditions of approval;

2) The clause on the Form titled “Example of a Contract Health and Safety Clause” should be inserted in the contract.

General Conditions for Compliance by Contractors

Site Boundaries

1) Boundaries will be delineated according to circumstances and the nature of work taking place and may include the erection of barricades, fencing, warning signs and or lights, locked doors, gates, witches hats, or total enclosure of the work site and or agreed methods;

2) In determining work boundaries every effort will be made to minimise disruption to the normal work activities in the area.  The health and safety of Company XYZ employees, must not be adversely affected by the contractor.

Services to Work Sites

1) All services required by the contractor at the Company XYZ, for example sewerage, electricity etc., can only be connected/disconnected after agreement with management of the Company XYZ;

2) Connections/Disconnections will be made in accordance with the appropriate statutory requirements and to the satisfaction of management of the Company XYZ.

Contractors Vehicles at the worksite

1) Contractors vehicles must not obstruct roads, driveways, ecape routes from buildings or fire protection equipment;

2) Arrangement for contractors work vehicles to have access to the work site will be arranged through Management of the Company XYZ.

Housekeeping

1) The contractor is responsible for cleanliness, order and hygiene at the work site.  All materials required on site must be stored safely within the boundary of the work site;

2) Small quantities of flammable liquid, for example solvent based paints and enamels, may be kept near the point of use, providing sealed containers are used, there are no open flames or spark generating equipment in the vicinity, and adequate fire protection equipment is at hand;

3) Where there is a possibility that dust, noise fumes or other emissions from a work site will impinge on areas outside the site and the health, safety or comfort of people outside the site may suffer as a consequence, every effort must be made to;

· Control the emission at its source

· Contain the emission within the work site

· Find an alternative work method and or time of work

· Remove people from the vicinity until the work causing the emissions is completed.

4) Electrical leads, hoses, pipes must be suitably supported and or adequately protected to prevent injury to pedestrians;

5) Unless otherwise agreed the contractor will be responsible for ensuring restoration of the work site to a condition that is free from risk to health and safety;

6) Contractors are required to remove all rubbish and left over materials from the Company XYZ unless otherwise specified by Management of the Company XYZ.

Contractors Tools, Machinery and Equipment

1) All tools, machinery and equipment to be used in the conduct of the contracted work are to be supplied by the contractor;

2) All tools are to be adequate for the task, maintained in good order and condition and inspected in accordance with appropriate statutory requirements or standards;

3) Machinery such as cranes, forklifts, motor vehicles, motor cycles, front end loaders and other equipment subject to statutory certification of operators shall only be operated by those suitably qualified.

Ladders, Scaffolding and Mobile Towers

1) The provisions of the Scaffolding Act, especially regarding the erection by certified persons, are to be strictly observed;

2) All ladders, scaffolding and mobile towers used by contractors are to be in good order and condition and of approved design and construction.  Home mad ladders are not acceptable to be used;

3) Damaged ladders are to be removed from service;

4) All necessary precautions must be taken by the contractor to protect people from falling debris, tools, equipment etc., before overhead work commences.

Personal Protective Equipment

1) The Contractor shall supply Personal Protective Equipment (PPE) to the contractor’ s employees, which is appropriate for the hazards;

2) Personal protective Equipment shall comply with current statutory or standard specifications;

3) The PPE required shall be listed on the Form titled “Contractor Work Permit”.

4) The Contractor is responsible for ensuring that the PPE provided to employees is used when required;
5) The contractor shall provide suitable storage facilities for all PPE.
Asbestos

1) The location of any asbestos at the work site will be brought to the attention of the contractor by management of the Company XYZ
2) Any asbestos material found by the contractor on the work site will be brought to the attention of Management of the Company XYZ.
Fire Protection

1) The contractor is responsible for fire protection at the work site;

2) Fire protection alarms, fixed installations and ancillary equipment such as pumps and water supplies shall not be shut down or altered by the Contractor without the authorisation of Management of the Company XYZ;

3) Contractors will be issued with a copy of Company XYZ’s Standard Fire orders for evacuation;

First Aid Treatment

1) The Contractor is responsible for providing First Aid at the work site in accordance with the Victorian Code of Practice for First Aid in the workplace;

2) Company XYZ will treat minor injuries incurred by Contractors and provide interim support for more serious injuries.

Accident Reporting

1) The contractor is responsible for the reporting and recording of accidents and injuries that occur on the work site in accordance with statutory provisions;

2) All accidents shall be reported to the Management of Company XYZ;

3) All accidents shall be investigated by the Contractor and suitable corrective/preventive measures will be implemented to prevent a recurrence;
4) Management of the Company XYZ reserve the right to undertake an investigation of accidents/injuries that occur to Contractor’s whilst on the company site and to require the Contractor to implement suitable corrective/preventive measures where indicated.
Contractor Instructions to Employees

1) Contractors shall instruct their employees concerning work site health and safety.

Emergency Procedures

1) Contractors are required to observe the emergency procedures of Company XYZ at all times including the instructions of Fire Wardens.

2) Contractors should identify the nearest exits to the work area and the location of emergency assembly points.

Contractor Work Permits

1) Prior to the commencement of works the Contractor should complete the Form Titled “Contractor Work Permit”.

No Smoking Policy

1)  
Contractors are required to comply with Company XYZ’s No Smoking Policy when working at this site.

CONTRACTOR INFORMATION FORM

Name of Company:………………………………………………………………..

Address:……………………………………………………………………………..

………………………………………………………………………………………….

Contact person:………………………………..Position:…………………………

Contact telephone Number:……………………………………………………….

Names(s) of person(s) who will be working on Company XYZ’s premises

………………………………………………………………………………………….

…………………………………………………………………………………………..

…………………………………………………………………………………………

Contract No:………………………………………………………………………..

Nature of Contract:………………………………………………………………..

Start date:………………………..Expiry Date:………………………………….

License Number(s) applicable to the work:…………………………………..

……………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………..

WorkCover Employer registration Number:……………………………………

Public Liability Insurance Registration Number:………………………………

Contractor Representative:…………………………..Date:……………………..

Company XYZ Representative:………………………Date:…………………….

Note: All works to be undertaken in a safe manner without risk to occupiers of Company XYZ’s premises.

CONTRACTOR WORK PERMIT

Permit No:

Date:

1. Name of Company

2. Vehicle registration Number(s)

3. Location of Work

Building………………………….Floor……………………….Room(s)

4. Description of work to be carried out:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5. Potential Hazards/Special requirements/Permits

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

6.
Work Commencement and Completion Dates         

Start:…………….  am/pm…………………………..Date:………………

Completion: …….am/pm…………………………...Date:…………………

6. Additional equipment, eg. PPE, precautions or conditions (if required)

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

7. Approval For Hot Work 

Hot Work Is / Is Not Approved

Approved heat producing equipment is:………………………………………..

General precautions against fire.  Check off items & tick the box

1. Ensure 10m. clearance from combustible materials or adequate shielding.                                                                 (  

2. Ensure floors are clean, holes are plugged and wooden structural members are wetted down or adequately shielded.                                                                                   (  

3. Sprinklers are in service                                                         (  

4. Appropriate extinguisher(s) is/are available                         (  

5. Isolation of thermal or Smoke Detector                                 (  

6. Location of following items is known to workers:

Fire Alarm  (     Fire Extinguisher (     Nearest Telephone (  

Signed……………………..Date:…………………Time:……

Contractor Health and Safety Clause

Health and safety requirements

1. The contractor shall take all necessary precautions in connection with the work in order to ensure the health and safety of personnel at the Company XYZ, the Contractor, the Contractor’s staff and sub-contractors, and third parties.  The Contractor acknowledges Company XYZ’s strong commitment to health and safety and confirms that it has a written health and safety policy which is compatible with Company XYZ’s health and safety policy which is actively supported by the Contractor’s management.

2. The Contractor shall, in the execution of the work, comply with the following requirements regarding health and safety;

(a) Relevant OHS Legislation, Regulations, & Codes Of Practice;

(b) Local, National or Company XYZ’s,  own specified Standards or Codes of Practice, whichever are the most stringent, unless specified otherwise;

(c) Health, safety and environment requirements specified in the Contractor work Permit, or specific documentation provided, where applicable;

(d) Relevant operating rules, regulations and instructions.

The Contractor shall demonstrate that he/she is familiar with all the above requirements and the implications thereof for the execution of the work.

3. Any failure by the Contractor to comply with the requirements specified in this clause shall be regarded as a breach of the contract and the provisions herein as to remedy in the event of a default, suspension or discontinuance of the work may be implemented.  In particular, Company XYZ shall be entitled to immediately suspend the whole or part of the work, at the Contractor’s expense, until any such failure has been remedied.

Compliance with any of the provisions of this clause may be audited at any time, by Company XYZ Management.      

CONTRACTOR CHECKLIST

Note: All questions’ must be answered by the Contractor

Where a “yes” is answered, the Contractor should be requested to supply the appropriate documentation for verification.

	QUESTION
	YES
	NO

	Does the Contractor have an OHS policy?
	
	

	Is this policy signed by the Owner/Senior Manager?
	
	

	Is there evidence that the policy is communicated to the Contractor’s employees on a regular basis?
	
	

	Are Contractor employees’ provided with health and safety induction training by the Contractor?
	
	

	Are the Contractor’s employees provided with appropriate Personal Protective Equipment (PPE)?
	
	

	Can the Contractor demonstrate adequate ongoing training and supervision of its own employees for example, hazard identification?
	
	

	Does the Contractor have a policy to ensure the safety of people other than its own employees, such as visitors, and employees of the principal employer?
	
	


	QUESTION
	YES
	NO

	Does the Contractor train and supervise their sub contractors to ensure the sub contractors health and safety and the subcontractor’s duty of care to others?
	
	

	Can the Contractor provide evidence of:

Employee Training Records?

Permit to Work Records?

Injury Records?
	
	

	Can the Contractor provide evidence of regular preventive maintenance and checks on its own employees’ tools and equipment?
	
	

	Is the plant and equipment capable of doing what it is supposed to do?
	
	

	Does the plant and equipment conform to regulatory standards and industry codes of practice?
	
	

	Does the Contractor have workers compensation, third party, and other insurances as necessary?
	
	


	QUESTION
	YES
	NO

	Has the contracting organisation conducted a compulsory safety orientation program for Contractor’s employees to ensure that safety aspects of work are known and understood?
	
	

	Does the contract enable the contracting organisation to conduct safety inspections and audits of the Contractor’s work, and clearly provide for measures that may be taken in the event that performance by the contractor is unsatisfactory?
	
	

	Has the contracting organisation adequately trained its employees who will be involved in the supervision of contractors?
	
	

	Does the contracting organisation have adequate record keeping systems to ensure that important documents relating to the work of Contractors’ such as work permits, training records and contracts are retained? 
	
	

	Are measurable criteria for safety performance included in tender documents?
	
	

	QUESTION
	YES
	NO

	Do the contractual arrangements between the contracting parties clearly assign responsibility for all aspects of health and safety in a manner that is consistent with the relevant laws?
	
	

	Has provision been made in the contract for disciplining Contractors which do not meet safety expectations?
	
	

	Is the use by the Contractor of sub contractors addressed?

If so is provision made for the auditing of sub contractors safety performance?
	
	


SAFETY INDUCTION FOR CONTRACTRS ACKNOWLEDGEMENT FORM

I _______________________ of ________________________

Acknowledge that I have participated in the (insert name of company) Contractors Safety Induction and understand the Occupational Health and Safety requirements of the site and agree to abide by them at all times while working on site.

Signature: __________________________________________

Date: ___________________

Designated manager’s signature: ________________________

Position: _________________

Date: ____________________

