Contractor Management
Procexure


https://bluesafeonline.com.au/product/contractor-management-procedure

Blue Safe

ONLINE
Table of Contents
U 0T P 4
S ToTo] o1 YT PURPP 4
D= T a1 4o 1 S 4
General DefinitioNS..........ooviiiiiiiiiiiie e 4
WHS DOCUMENTALION ......eeiiiiiieiiiiiie e 5
Roles and ResponSibIlitieS..........iiiiiiii i 5
OffICRIS. ettt e e 5
Senior Management...........cooevvvvvviiiiiiiiiiiiiicead i 5
Contract Managers / Project Managers « ... .....cccoaiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee 6
Supervisors / Site Managers .........cceeeeeect e 6
WHS Personnel..........ccccvcccd hiiiiiieeeeeennn, ... 6
CoNtractors ..o il et i e 7
WOIKEIS. ..oiii it e e ettt e e e 7
Contractor Categ i 5 anc RiSK LevelS........oooooiiiiiiiii 7
L] [0 O 1 =T B O = [ =T 7
iSK-Bas A APE 5 20N ... 8
L re-Er memuat Planning ... e 8
‘re-Engagement CheckIist............ooiviiiiiiiiie 8
Cc.itractor Selection and Pre-Qualification ... 8
WHS Pre-Qualification Requirements ...........cccccooiiiieeees 8
Pre-Qualification ASSESSMENT.........ccuiiiiiiiii e 9
Contractor Pre-Qualification Register ... 9
Contract and Procurement Requirements...........ooooooiiiiiiiieeee 9
WHS Clauses in CONractS............uuuiuiiiiiiiiii e 9
Scope of Work and WHS Controls ..........ooevvviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 10
Site Access, Induction and Training .........cooeeeeeieieeeeee 10
General ReqUIremMENts .........oooiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeee e 10
Contractor Induction Content............coovviiiiiiiiiiiiiiiiie e 10
Task-Specific Training and BriefingS..........ccuviiiiiiiiiii e 11
Risk Management and Safe Work Documentation.............cccccooiiiiiiiiiiiiiiiinninnee. 11

Version Authorised by Review # Date of Issue: Review Date: 2


https://bluesafeonline.com.au/product/contractor-management-procedure

Hazard Identification and Risk Assessment............cccco 11
Safe Work Method Statements (SWMS) .......ooooiiiiiiiiiiiiiiieeeeeeeee 11
Other Safe Work DOCUMENTS.........cooiiiiiiiiiiiie e 12
Permits 10 WOIK .......oeee e 12
Permit ProCeSS.......ooooiiiieee e 12
Consultation, Cooperation and Coordination............c..cooiiiiiiiiiiiiiicciee e, 12
Consultation MEeChaNISMS .........ooiiiiiiiiiii e 12
MUIRIPIE PCBUS ..... .ot 13
Supervision and Monitoring of Contractors ............ccooooiiiiiiiii 13
Supervision Requirements ...........coiiiiiiieericead 13
Monitoring ACHIVItIES .......ooooiiii 13
Incident Management and Emergency Resp. 2 i, 13
Incident Reporting .........ccoooviidt hvviiiieviiineeant A, 13
Incident Investigationa . ......0 o o 14
Emergency Prenaret €SS 14
Non-Conformanc ¢ \d CC 2Ctive ACHON ........uuvviiiiiiiiiiiiiiiiiiiii s 14
NON-C i nfman € Bl amIPICS ..ot 14
COMECHIV. MACHIC | e e e e e 14
. 2rforr  nce b 2view and Continuous Improvement ............c.oooiiiiiiieeeeeceiiinn 15
“erformance REVIEW ............ooiiiiiiiiiiiiiiiiieeeee e 15
~oNtNUOUS IMPrOVEMENT .......ooiiiiiii e e e e e eeeeees 15
Records Management ....... ... 15
Training and COmMPEtENCY ........ooviiiiiiiie e 16
Audit and Review of this Procedure ... 16

Version Authorised by Review # Date of Issue: Review Date: 3


https://bluesafeonline.com.au/product/contractor-management-procedure

Purpose

The purpose of this Contractor Management Procedure is to ensure that all
contractors engaged by [Company Name] perform work in a manner that protects the
health and safety of workers and other persons, complies with applicable work health
and safety legislation, and aligns with [Company Name]'s WHS policies, risk
management processes and operational requirements.

This procedure establishes a systematic approach for planning, selecting, engaging,
inducting, supervising and reviewing contractors. It applies to all types of contracted
work, including construction, maintenance, cleaning, consultancy, specialist technical
services and any other work performed by persons who are not direct employees of
[Company Name].

Scope
This procedure applies to:

. All contractors, subcontractors and tht = wor''_rs engaged by [Company
Name].

. All [Company Name] workers vho arrange, = ..1age or supervise contractor
activities.

. All [Company Nai =] wor" Jlaces, . _iuding offices, depots, warehouses,
constructiol . ‘tes, ¢ .. sites where [Company Name] controls the work, and
any other pl. ce wher. work is carried out on behalf of [Company Name].

This proce. e move s the ‘ull contractor management lifecycle:
Pre-er._agen. 1t planning and risk assessment.
C v acto. selection and WHS pre-qualification.
. Contract terms and WHS requirements.
. Site access, inductions and training.
. Supervision, consultation and monitoring of contractor work.
. Incident management and non-conformance.

. Performance review and continuous improvement.

Definitions
General Definitions

+  Contractor: Any person, business or organisation engaged by [Company
Name] under a contract for services (not a contract of employment) to
perform work. This includes principal contractors, sole traders, labour hire
providers, specialist trades and professional service providers.

. Subcontractor: Any person or organisation engaged by a contractor to
perform part of the contracted work.
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Worker: As defined in WHS legislation, including employees, contractors,
subcontractors, labour hire workers, apprentices, trainees, volunteers and
work experience students.

PCBU: Person Conducting a Business or Undertaking, as defined in WHS

legislation. [Company Name] is a PCBU and many contractors will also be
PCBUs.

Officer: A person who makes, or participates in making, decisions that affect
the whole or a substantial part of [Company Name]'’s business (e.g. directors,
senior managers), with due diligence obligations under WHS legislation.

Principal Contractor (Construction Projects): The contractor appointed by
[Company Name] (or by the person commissioning the project) to control and
manage a construction project where required under WHS legislation.

WHS Documentation

Safe Work Method Statement (SW! 5): A do~"'ment that sets out high-risk
construction work activities, the associc =0« .azards and risks, and the control
measures to be implemented.

Job Safety Analysis.//'“4) /" ~b Hazard A alysis (JHA): A step-by-step
analysis of tasks <" .dentih. hazc ds and.etermine control measures.

Risk Asses” men. A sy .cmatic piucess of identifying hazards, assessing
risks and in W menu  j controls.

P& it to Wl rki  forn ! written authority to perform specific high-risk
activ tiec »nde © dei. ed conditions.

R)Hlen.ana Responsibilities

of s

ars

ffic_rs of [Company Name] must exercise due diligence to ensure that [Company
I ame] meets its WHS duties in relation to contractor management by:

Ensuring that [Company Name] has and uses appropriate resources and
processes to manage contractor WHS risks.

Verifying that contractor management procedures, including this document,
are implemented, monitored and reviewed.

Ensuring that adequate budget, staffing and systems are in place to support
effective contractor WHS management.

Senior Management

Senior managers are responsible for:
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Implementing this procedure within their areas of control.

Ensuring contractor WHS requirements are integrated into procurement,
projects and operations.

Approving the engagement of contractors for high-risk or complex works.
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Ensuring that contract managers and supervisors are competent to manage
contractor WHS.

Contract Managers / Project Managers

Contract managers and project managers must:

Plan contractor work and identify WHS risks before engagement.

Ensure appropriate contractor pre-qualification and WHS capability checks
are completed.

Specify WHS requirements in contracts, purchase orders and scopes of work.
Ensure contractors receive relevant site-specific inductions and information.

Coordinate consultation and communication between contractors, [Company
Name] workers and other PCBUSs.

Monitor contractor performance, incli®.ng site inspections, reviews of SWMS
and work practices.

Address non-conformances’ *nd escalate =rious’.vHS concerns.

Supervisors / Site Mic. ers

Supervisors and site mai_\gers &' 2 respo. .vle for day-to-day WHS oversight of
contractors by:

Ver“ving tha ori sauti rised contractors access the workplace.

Coni mi.nthe t req.ired SWMS, JSAs, risk assessments and permits are in
place < xd fon. red.

P . »inat.ig in pre-start meetings and toolbox talks with contractors.

Observing work practices and intervening where unsafe acts or conditions are
identified.

Ensuring incidents, near misses and hazards involving contractors are
reported and managed.

WHS Personnel

WHS advisors or coordinators support effective contractor management by:
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Providing guidance on WHS requirements, risk assessments and SWMS
review.

Assisting with WHS audits and inspections of contractor activities.
Supporting incident investigations involving contractors.
Maintaining WHS records related to contractor management.

Assisting in the development and review of WHS criteria used in contractor
pre-qualification.
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