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Note:  This guide underpins the Contractor WHS Lifecycle Toolkit.  It is intended for use by UNE Contractor Engagers and Contractor Supervisors prior to selecting and engaging a contractor.  The following FIVE (5) steps will assist Contract Engagers/Supervisors to ensure health and safety risk is eliminated where possible or minimised.  


	PROPOSED WORKS DETAILS 

	Work Scope/Location:
	
	Proposed Start Date:
	



	STEP 1:  PLANNING THE WORK

	Review the Contractor Categorization Matrix to determine level of induction, identification and risk management required.
	☐

	Complete the ‘Contractor Risk Management Quick Reference Tool’ to ensure the contractor meets University requirements (e.g. licences, permits, safety documentation, etc.) to undertake the planned works.
	☐

	Review the Contractor Psychosocial Risks Checklist to view recommended controls to minimise risk.
	☐



	STEP 2:  PRIOR TO SELECTING THE CONTRACTOR

	Contact EBE if you answer ‘Yes’ to any of the questions below.
	Yes/No

	Are there any changes expected to the building fabric (e.g. walls, ceilings), structures or utilities (e.g. power points, plumbing) as a result of the planned works?
	

	Are works planned to be carried out in or around public areas where staff, students or others may be present?
	

	Do the planned works involve potentially hazardous activities (e.g. hot work, work in restricted areas, work at heights, electrical work, working with hazardous chemicals) or any other activities posing risk?
	



	STEP 3:  ENGAGING THE CONTRACTOR

	Ensure the responsible area Manager/Supervisor has been notified of the planned works.
	☐

	Designate staff member responsible for engaging, coordinating and managing the planned works.
	☐

	If required, contact Directorate/School/Business Unit to discuss or coordinate further details for the planned works.
	☐



	STEP 4:  BEFORE THE CONTRACTOR ARRIVES ON SITE

	Contact the relevant UNE representative to notify when the contractor (including any contract staff and subcontractors) will be on site so that arrangement can be made for access to the work zone/s.  Access to any restricted areas/systems/people must be approved by the Campus Facilities Manager/delegate prior to any work commencing.
	☐

	Advise the contractor that any staff working for UNE will need to complete the online UNE Contractor Induction prior to any work commencing for the first time.  Provide a link to the contractor ahead of time.  Contractor identification cards to be issued by Safety, Security & Information office.
	☐



	STEP 5:  ON THE DAY WORKS WILL COMMENCE

	Organise a date and time to meet with the contractor and support the contractor in gaining the correct access to the required university areas.
	☐

	Accompany the contractor to the work area/s and complete the Contractor Site Induction Checklist prior to any work commencing for the first time.
	☐

	Remind the contractor of the requirement for all contract staff to electronically sign in/out when attending or leaving campus (this includes satellite buildings/locations off the main campus).
	☐



	STEP 6:  ONSITE MANAGEMENT

	Organise site observations to monitor contractor work practices and record findings on Contractor Site Monitoring Checklist (Appendix 5).  Request copies of contractor project management plans, risk assessments or safe work procedures where necessary to monitor adherence.
	☐

	Remind the contractor of their responsibility to report hazards or incidents immediately to their contract supervisor.  Details must be logged in the online Hazard/Incident Reporting System (Keep Safe) by the contract supervisor.
	☐

	Remind the contractor that on completion of contract works, the work area/s iare left in a neat, tidy and safe condition.  A Certificate of Compliance and/or other service record is received for the work and maintained locally.
	☐
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