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1. INTRODUCTION 

The purpose of this procedure is to ensure a systematic approach for engaging and managing 

contractors to Warren Shire Council sites so that all activities undertaken by contractors are 

done so in a safe manner and without causing risk to themselves or others. 

 

2. SCOPE 

This procedure applies to all Council workers with responsibilities for contractor WHS 

management including contractor classification and prequalification, contract development 

and contractor monitoring. 

 

3. DEFINITIONS 

Construction Project ς A project that involves construction work where the cost of the 

construction work is $250,000 or more. 

 

High Risk Construction Work ς High risk construction work includes specific types of 

construction work as defined in Regulation 291 of the WHS Regulation 2017 (NSW) e.g. 

¶ Work that involves a risk of a person falling more than 2 metres 

¶ Work that is carried out on a telecommunications tower 

¶ Work that involves demolition of an element of a structure that is loadbearing or 

otherwise related to the physical integrity of the structure 

 

Major Contract ς A contract that involves a cost in excess of $50,000, or is of high risk or is of 

a complex nature, or exceeds two weeks duration, i.e. 

¶ Project value of more than $50,000 but less than $250,000, or 

¶ Project value is less than $50,000, but is more than two weeks in duration, and / or 

includes more than (one/two) tasks classified as high risk construction work.   

 

Minor Contract ς A contract for: 

¶ Minor construction contracts involve work less than $50K that does not involve 

hazardous or high risk work 

¶ Other service providers (non-construction), including Consultants and Suppliers who 

provide an ongoing or one-off low risk service 

¶ Delivery of goods or materials, provided that the work does not involve high risk 

tasks (such as unloading a truck with a large crane)  

 

Construction Work ς Any work carried out in connection to the construction, alteration, 

conversion, fitting-out, commissioning, renovation, repair, maintenance, refurbishment, 

demolition, decommissioning or dismantling of a structure. 

 

Emergency Works ς Works to be undertaken due to an urgent situation e.g. where 

immediate repairs are necessary.  

 

Hazard ς A situation or thing that has the potential to harm, including injury or illness to 

people or damage to plant, property or the environment. 



Warren Shire Council ς Contractor WHS Management Procedure 

I:\Policies and Procedures - File P13\Management Guidelines\Currently Adopted\Procedure Contractor Management December 
2019.docx  Page 2 

Hierarchy of controls ς A process of prioritising hazard controls in order of effectiveness as 

shown below:  

 

Level 1 controls: 

¶ Elimination of the hazard.  E.g. remove a piece of hazardous equipment from 

operation. 

 

or if this is not possible, minimise the risk by:  

 

Level 2 controls: 

¶ Substitution - replace with a safer alternative. E.g. replace solvents with detergents, 

glass with plastic, etc. 

¶ Isolation - isolate the person exposed from the hazard or the hazards from the 

person. 

¶ Engineering controls - E.g. modify, enclose, guard, exhaust fumes, use mechanical 

aids, fall arrest systems. 

 

If the risk remains: 

 

Level 3 controls: 

¶ Administration - E.g. development of safe work procedures, training, limiting 

duration of exposure. 

 

If the risk still remains:  

¶ Personal protective equipment (PPE) is the least effective form of control and to be 

used as a last resort. 

 

PCBU ς  A Person Conducting a Business or Undertaking, where a person may be an 

organisation or individual. Council is a PCBU. Other organisations or individuals may hold 

shared responsibilities as a PCBU depending on the arrangement with Council. 

 

Reasonably practicable ς Doing what is reasonably able to be done to ensure the health and 

safety of workers and others, considering the following:  

¶ The likelihood of the hazard or risk occurring 

¶ The degree of harm that might result from exposure to the hazard or risk 

¶ What the person concerned knows, or reasonably ought to know:  

- about the hazard or risk 

- about the ways of eliminating or minimising the risk 

¶ The availability and suitability of controls and the cost associated with controls 

¶ After assessing the risk and available means to eliminate or minimise the risk, 

whether the cost is grossly disproportionate to the risk. 

 

Risk ς The likelihood of harm occurring from exposure to a hazard and the likely 

consequences of that harm. 
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Residual Risk ς The level of risk remaining after recommended controls have been 

implemented. 

 

Risk Assessment ς The overall process of estimating the level of risk of a particular task, 

activity or process. 

 

Risk Control Measures ς Measures that eliminate or minimise a risk so far as is reasonably 

ǇǊŀŎǘƛŎŀōƭŜΣ ǳǎƛƴƎ ǘƘŜ ΨƘƛŜǊŀǊŎƘȅ ƻŦ ŎƻƴǘǊƻƭέΦ 

 

SOP ς Safe Operating Procedure 

 

Subcontractor ς A PCBU that enters into a contract with a builder or principal contractor to 

undertake specified construction worƪΦ ¢ƘŜȅ ŀǊŜ ŀƭǎƻ ΨǿƻǊƪŜǊǎΩΦ 

 

SWMS ς Safe Work Method Statement 

 

WHS Management Plan ς A written plan that sets out the arrangements to manage work 

health and safety on a project, and to ensure the required processes are in place to manage 

the risks associated with the project. 

 

Worker ς A person who carries out work in any capacity for Council. This includes an 

employee, contractor, subcontractor or volunteer. 

 

4. RESPONSIBILITIES  

Responsibilities for managing health and safety risks and applicable to this procedure are 
summarised below: 
 
General Manager and Executive Managers 

¶ Ensure processes and procedures are in place to enable compliance with contractor 

management requirements within NSW WHS legislation, Codes of Practice and 

Australian/New Zealand Standards 

¶ Ensure adequate resources are provided to enable the effective management of 

contractors providing services to the Council 

¶ Ensure that persons reviewing and authorising tenders, contracts and other 

contractor pre-qualification WHS information have the necessary experience, skills 

and expertise to properly evaluate WHS documents and capabilities 

¶ Ensure the provƛǎƛƻƴ ƻŦ ŀŘŜǉǳŀǘŜ ǘǊŀƛƴƛƴƎ ŦƻǊ /ƻǳƴŎƛƭΩǎ aŀƴŀƎŜǊǎ ŀƴŘ ƻǘƘŜǊ ǊŜƭŜǾŀƴǘ 

stakeholders involved in contractor management 

¶ Ensure that processes are in place for the review of this procedure and the processes 

for contractor management every two years. 

 

Managers  

¶ Define the scope of works to be conducted by the contractor, including any specific 

WHS requirements 

¶ Ensure that WHS criteria are identified and included in tender specification 

documents, contracts and other contractor pre-qualification documentation 

including requirements for compliance with the NSW WHS Legislation 



Warren Shire Council ς Contractor WHS Management Procedure 

I:\Policies and Procedures - File P13\Management Guidelines\Currently Adopted\Procedure Contractor Management December 
2019.docx  Page 4 

¶ Ensure contractors are correctly classified (Section 5.4) 

¶ Ensure compliance with the requirements of the Contractor WHS Management 

Procedure 

¶ Ensure records are maintained for each contractor to demonstrate compliance with 

this procedure. 

¶ Ensure compliance with the contractor selection process in the Contractor WHS 

Management Procedure. 

 

Supervisors  

¶ Assist in defining the scope of works to be conducted by the contractor, including 

any specific WHS requirements 

¶ Assist in identifying WHS criteria to be included in tender specification documents, 

contracts and other contractor pre-qualification documentation including 

requirements for compliance with NSW WHS legislation 

¶ Assist in tƘŜ ǊŜǾƛŜǿ ƻŦ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊǎΩ ²I{ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎΣ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ 

capabilities against WHS specifications 

¶ Use only approved contractors 

¶ Ensure a WHS Management Plan is prepared and implemented by Principal 

Contractors for construction projects, where required 

¶ Ensure contractors prepare, maintain and implement Safe Work Method Statements 

(SWMS) specific to the works undertaken 

¶ Ensure adequate information is provided to contractors on any known health and 

safety risks relevant to the work being undertaken 

¶ /ƻƴǎǳƭǘ ŀƴŘ ƳƻƴƛǘƻǊ ŎƻƴǘǊŀŎǘƻǊ ŀŎǘƛǾƛǘƛŜǎ ǘƻ ŜƴǎǳǊŜ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ /ƻǳƴŎƛƭΩǎ ŀƴŘ 

ǘƘŜ ŎƻƴǘǊŀŎǘƻǊΩǎ ƻǿƴ ²I{ ǇǊƻŎŜŘǳǊŜǎ 

¶ Maintain records for each contractor order to demonstrate compliance with this 

procedure. 

 

WHS/HR Officer  

¶ Consult with key stakeholders in the management of contractors and provide 

information to Council management and workers, as applicable 

¶ Oversee the system and processes for the safe management of contractors 

¶ Assist Managers/Supervisors in the identification, assessment, control and 

monitoring of WHS risks associated with contractor management 

¶ Monitor and review the implementation of contractor management practices and 

report to senior management as required. 

 

Engineering Administration Officer  

¶ 9ƴǎǳǊŜ /ƻǳƴŎƛƭΩǎ !ǇǇǊƻǾŜŘ Contractor Register is prepared and maintained 

 

Health and Safety Representative/ Committee (HSR/HSC)  

¶ Participate in identifying and reviewing hazards and control measures related to 

contractors, where required. 
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5. CONTRACTOR MANAGEMENT PROCESS 

5.1 Classification of Contract 

Council will classify contracts to assist in determining the appropriate arrangements for 

managing the contractor, including the requirements for WHS documentation, supervision 

and monitoring.  Contracts will be classified as Construction Projects (Principal Contractors), 

Major Contracts or Minor Contracts as described below. 

 

5.1.1 Category 1 - Construction Projects / Principal Contractors 

Construction work over the value of $250,000 (excluding GST), is considered a Construction 
Project that requires a Principal Contractor to manage the project. 
 
5.1.2 Category 2 - Major Contracts 

Construction Contracts 
 
Contracts for construction works will be classified as major contracts where: 

¶ The value of the contracted construction work is $50,000 or greater (excluding GST), 

or  

¶ Where the work is less than $0,000 but includes at least (one / two) high risk 

construction activities (including demolition and asbestos removal). 

 

Non-Construction Contracts 
 
Other contracts will also be classified as major based on an assessment of the following: 

¶ Value of the contract ς e.g. a value of $50,000 and above may be considered as a 

guide for Major Contracts 

¶ The level of complexity and nature of the work ςe.g. contracts involving multiple 

work activities performed by the contractor, co-ordination across multiple sites, or 

the use of subcontractors.   

¶ Duration of the project ς e.g. contracts that extend beyond six (6) months  

 
5.1.3 Category 3 - Minor Contracts 

Construction work 
Minor construction contracts involve works less than $50K that does not involve hazardous 
or high risk work. 
 
Other Service Providers (Non-Construction Contracts)  
 
Other service providers (including Consultants and Suppliers) who provide an ongoing or 
one-off low risk service will generally be classified as minor contracts due to the low-risk 
nature of their work.  Delivery contractors will be classified as minor contractors provided 
that their work does not involve high risk tasks (such as unloading a truck with a large crane). 
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These contractor categories are summarised below: 
 

Category 1 - 

Construction Projects / 

Principal Contractors: 

Projects/ contracts where the cost of works is equal to or more than 

$250,000 (excluding GST) and an external organisation is appointed 

as the Principal Contractor. 

 

Category 2 - Major 

Contracts: 

Construction works  

Generally, works over $50,000 OR less 

than $50K and includes high risk 

construction work 

Non-Construction  

Assessed based on: 

¶ Cost (e.g. over $50k)  

¶ Level of complexity & nature of work 
(e.g. use of subcontractors or likely 
use of subcontractors) 

¶ Duration (e.g. contract extends 
greater than 6 months) 

 

Category 3 -  

Minor Contracts: 

Construction works  
Less than $50k and does not include high 

risk construction work 

Other Service Providers 
Consultants or suppliers who provide an 

on-going or one-off low risk service 

 

5.2 Emergency Works 

Emergency Works are works to be undertaken due to an urgent situation such as an 

unplanned disruption to utilities where immediate repair works are necessary.  In these 

cases, the tendering / quotation process generally cannot be undertaken. 

Where practicable, Council will use pre-qualified contractors for all emergency works. (see 

Section 5.4.5) 

 

5.3 /ƻƴǘǊŀŎǘƻǊΩǎ ²I{ Requirements  

Prior to the selection and engagement of contractors, a pre-approval process will be 
ƛƴƛǘƛŀǘŜŘΦ  ¢Ƙƛǎ ƛǎ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ƭŜǾŜƭ ƻŦ Ǌƛǎƪ ŎǊŜŀǘŜŘ ōȅ ŎƻƴǘǊŀŎǘƻǊǎΩ ǘŀǎƪǎκactivities is 
ƛŘŜƴǘƛŦƛŜŘ ŀƴŘ ƳŀƴŀƎŜŘ ŀǎ ǇŜǊ /ƻǳƴŎƛƭΩǎ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ²I{ ƭŜƎƛǎƭative requirements. 

In general, all contractors are required to: 

¶ Have suitable experience and be fully competent to perform the planned tasks 

¶ Possess all the necessary licenses, permits, registrations and insurance required to 

perform the work safely and in compliance with appropriate regulations 

¶ Understand the health and safety requirements associated with the work and 

Council requirements. 

 

In addition, all new contactors must satisfy the specific WHS requirements relevant to the 

contract classification (see Section 5.4).   
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5.4 WHS Requirements for Contract Classifications 

As described in Section 5.1, contracts are classified depending on their value, complexity and 
level of risk.  There are differing WHS requirements for different categories of Contractors.  
These are summarised below: 
 
5.4.1 Requirements for Category 1 Contracts (Construction Projects /Principal 

Contractors) 

The engagement of Principal Contractors for Construction Projects will be undertaken using a 
tender process. 
 
As a minimum, all Construction Projects must satisfy the requirements for Major Contracts, 
including the completion of the Prequalification Questionnaire ς Full Version. In their tender, 
Principal Contractors must demonstrate how they will meet the specific legislative 
requirements for the management of construction projects including: 

¶ Producing a written WHS Management Plan prior to the commencement of work 

¶ tƻǎǘƛƴƎ ŎƭŜŀǊƭȅ ǾƛǎƛōƭŜ ǎƛƎƴŀƎŜ ƛŘŜƴǘƛŦȅƛƴƎ ǘƘŜ tǊƛƴŎƛǇŀƭ /ƻƴǘǊŀŎǘƻǊΩǎ ƴŀƳŜΣ ŎƻƴǘŀŎǘ 

details and the location of the site office (if present) 

¶ Providing SWMS for any high risk construction works undertaken as part of the 

project 

¶ Complying with general duties prescribed in Chapters 3 and 4 of the WHS Regulation 

2017 (NSW) 

 

Where practicable in the tender process, Council will provide the Principal Contractor with 
any information relating to known hazards and risks at, or near the workplace where the 
construction works are to be carried out e.g. known or suspected asbestos-containing 
materials (ACM). 
 
5.4.2 Requirements for Category 2 Contracts (Major Contracts) 

The following requirements must be met for Major Projects: 

¶ Completion of the Prequalification Questionnaire ς Full Version 

Note that the names and details of any subcontractors must also be provided to Council 
and Prequalification Questionnaire(s) completed for all subcontractors prior to the sub-
contractor acceptance (See Appendix 1 and 3) 

 

¶ Project Risk Assessment  

Contractors engaged to undertake works classified as Major Contracts will be required 
to complete a Project Risk Assessment prior to commencing any works.  Contractors are 
required to identify the specific WHS hazards associated with the works they will 
undertake and the methods they will adopt to adequately control any WHS risks 
 

¶ Other WHS requirements 

   

Major Contractors may be required to provide other evidence of documentation, including: 

¶ Plant / equipment risk assessments and maintenance records 

¶ Other site assessments (e.g. Dial Before You Dig plans, geotechnical reports) 

¶ Traffic management and worker on foot plans 

¶ Safe work method statements for high risk tasks 

¶ Work permits 
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¶ 9ǾƛŘŜƴŎŜ ƻŦ ǘƘŜƛǊ ǿƻǊƪŜǊΩǎ ƭƛŎŜƴŎŜǎ ŀƴŘ ǾŜǊƛŦƛŎŀǘƛƻƴ of competency 

 
5.4.3 Requirements for Category 3 Contracts (Minor Contracts) 

Construction contractors undertaking works classified as a Minor Contract are required to 
complete the Prequalification Questionnaire ς Short Version (Appendix 2) and may be asked 
to provide evidence of the following, at any time: 

¶ SWMS / work procedures for the tasks/activities to be undertaken 

¶ Any licences and/or qualifications required to perform the work activities and 

provide evidence if requested 

¶ Consultation with workers and Councils on relevant WHS matters 

¶ Maintenance of plant and equipment to an appropriate standard 

¶ Works is performed in accordance with the NSW WHS Legislation, Codes of Practice 

and relevant Australian/New Zealand Standards. 

 

Council recognises that in some cases, Minor Contractors may not have adequate / 
documented safety management systems in place.  Where this is the case, Contractors are 
required to follow /ƻǳƴŎƛƭΩǎ ǇǊƻŎŜŘǳǊŜǎ ǿƘƛƭŜ ǳƴŘŜǊǘŀƪƛƴƎ ǿƻǊƪ ŦƻǊ /ƻǳƴŎƛƭΦ  Council may 
ŀƭǎƻ ŀǎǎƛǎǘ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ǘƻ ŘŜǾŜƭƻǇ ǘƘŜƛǊ ƻǿƴ ǇǊƻŎŜŘǳǊŜǎ ǿƘŜǊŜ ǘƘƛǎ ǿƛƭƭ ōŜƴŜŦƛǘ /ƻǳƴŎƛƭΩǎ 
management of WHS risks. 
 
5.4.4 Minor Contracts with Other Service Providers 

Due to the low risk associated with Minor Contracts provided by other service providers (e.g. 
consultants and delivery personnel), these service providers are not required to complete 
the Prequalification Questionnaire.  All Service Providers will be made aware of, and must 
comply with, any Council safety procedures that are relevant to the service being provided. 
 
5.4.5 Emergency Works 

Emergency works are to be undertaken by prequalified contractors where practicable.  Non-
prequalified contractors can only be engaged if prequalified contractors are unavailable or 
do not have the expertise to carry out the work at the time. 
 
Contractors engaged to undertake emergency works that have not been previously approved 
are required to: 

¶ Produce any current licences and/or qualifications required 

¶ Provide relevant insurance documents including public liability and workers 

compensation 

¶ Complete a site-specific risk assessment for the work to be undertaken prior to 

commencement of work 

¶ Provide SWMS for the tasks/activities to be undertaken. 
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5.4.6 Summary of Contractor WHS Requirements 

Minimum Requirements 

Category 1 
Construction 

Projects / Principal 
Contractor 

Category 2 

Major Contract 

Category 3 

Minor Contract 

Scope of Works Required Required Required 

Evidence of a WHSMS Required As Required Not Required 

Project/Site Specific WHS 

Plan 
Required As Required Not Required 

Site specific risk assessments Required As Required As Required 

Safe Work Method 

Statements 
Required As Required As Required 

Insurances 

Á Workers compensation 

Á Public liability ($20 
Million) 

Á Others as defined 

Required Required 

Required 

** Labour Hire 

covered through 

provider 

Á Professional Indemnity As Required As Required As Required 

Specific Risk Control Plans 

Á Asbestos, Demolition, 
Traffic Control, Other 

As Required As Required As Required 

Licences, permits, certificates 

of competency, authorities 
Required Required Required 

Council Induction Not Required Required Required 

Contractor supplied Induction Required Required Required 

Arrangements for the following are to be agreed to between Council and the contractor, 

based on the nature of the work, type of contractor and duration of the work: 

¶ Consultation 

¶ Incident Reporting 

¶ Monitoring and Supervision: 

o Council Audits and Inspections 

o Contractor-supplied Audits and Inspections 

¶ Contract Performance Reports 
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5.5 Contract Development, Evaluation and Selection 

5.5.1 Contract Development 

All contractor agreements will clearly define the WHS responsibilities for all parties involved 
to ensure clarity of responsibilities for the scope of works performed.  This includes 
requirements for compliance with all relevant sections of the NSW WHS legislation, relevant 
Codes of Practice and Australian/New Zealand Standards and Councils WHS Policies and 
Procedures.  It will also identify specific responsibilit ies for supervision, monitoring and 
corrective actions for each party. 
 
5.5.2 Contract Selection and Evaluation 

When selecting contractors, the submitted WHS documentation will be reviewed against the 
Contractor Requirements outlined in Section 5.3.  Factors to be considered include: 

¶ The responses provided in the Prequalification Questionnaire 

¶ Hazards and control measures identified in tender or contract documentation 

¶ Submitted Project Risk Assessment 

¶ Contractor WHS documentation 

 

The WHS Officer will assist Contract Managers to evaluate WHS aspects of the tender 
process as required. 
 
Note: For additional information about tender evaluation and contract management related 
to procurement, refer to Councils Procurement and Disposal Policy. 
 
Contractors will be notified of any deficiencies identified through the evaluation process and 
provided with a reasonable timeframe to rectify them.  Where these deficiencies cannot be 
rectified at the first request, the Nominated Councils Representative will discuss the required 
information / evidence with the Contractor and provide a final opportunity to supply 
evidence that they satisfy the requirements. 
 
Where a Contractor cannot provide adequate information, they will not be approved and are 
not permitted to carry out work for Council. 
 
Where a Contractor has met the requirements for a Major Contract, they will also be 
approved for Minor Contracts of a similar nature.  Approval for Minor Contracts does not 
automatically provide approval for Major Contracts. 
 
5.6 Approved Contractors Register 

Council's Engineering Administration Officer will develop and maintain an approved 
/ƻƴǘǊŀŎǘƻǊ wŜƎƛǎǘŜǊ ǘƘŀǘ ƭƛǎǘǎ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ /ƻƴǘǊŀŎǘƻǊǎ ǘƘŀǘ ƘŀǾŜ ǎŀǘƛǎŦƛŜŘ /ƻǳƴŎƛƭΩǎ ǇǊŜ-
approval process outlined in Section 5.3.  This includes: 

¶ Specifying up-to-date details of the contractor name, type of service, type of 

contract (major or minor), induction date, expiry of pre-qualification and details of 

any non-conformance 

¶ Registering new contractors that have successfully completed the evaluation process 

¶ Suspending previously approved contractors who no longer meet requirements 
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All Managers and Supervisors will ensure that only approved contractors are utilised. 
 
ContractoǊΩǎ ǇǊŜ-qualification status on the Approved Contractor Register will be valid for 
twelve (12) months, or the duration of the contract, whichever is greater.  This is conditional 
on the contractor sustaining a satisfactory level of WHS performance during the prescribed 
timeframe.  
 
Approved contractors may still be required to provide current insurances, project/site risk 
assessments, SWMS, permits to work and / or other records Council deems necessary to 
ensure safe management of the contracted works.  This documentation must be produced 
upon reasonable request by Council at any time during the contract. 
 
5.7 Suspension of Approved Contractors 

An approved Contractor may be suspended, and be considered for removal from the 
Approved Contractor Register for the following reasons: 

¶ Breaches of their own or CouncilΩǎ ²I{ ǊŜǉǳƛǊŜƳŜƴǘǎ 

¶ Breaches of WHS and environmental legislative requirements 

¶ Breaches of WHS procedures and rules 

¶ Failure to provide updated documentation upon reasonable request 

¶ Major non-conformances 

¶ Other performance reasons 

 

Contractors will be prevented from tendering or undertaking any future work until evidence 
can be provided which shows that the breach or other specified performance issue has been 
rectified. 
 
5.8 Managing Contractor Work 

If a contract has been granted and approved, the following actions will be implemented to 
ensure adequate communication, consultation, supervision and monitoring for contracted 
work. 
 
5.8.1 Pre-Start Meeting 

A pre-start meeting will be arranged between the Contract Manager and the Contractor 
Representative prior to any Contractor commencing work on Major Contracts and Minor 
Contracts.  The objective of the meeting is to review the requirements outlined in the 
Contractor Pre-Start Checklist (see Appendix 5) and to make any final arrangements 
regarding the implementation of WHS Management Plans, SWMS and other requirements. 
 
5.8.2 Contractor Induction and Induction Records 

All Contractors (including subcontractors) engaged by Council undertake Councils WHS 
Induction Process.  The Contractor Induction is valid for a period of twelve (12) months 
following which a contractor must be re-inducted. 
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5.8.3 Supervision and Monitoring of Contractors  

The Contract Manager will supervise and monitor Contractors (including subcontractors) to 
ensure: 

¶ Compliance with CouncilsΩ procedures and related documentation 

¶ Conformance with the SWMS, risk assessments and permits to work (if applicable) 

¶ Compliance with the NSW WHS Act and Regulation 2017, relevant Codes of Practice 

and Australian/New Zealand Standards 

 

The extent of supervision and monitoring, including the type (e.g. formal meeting, site 
inspections, etc.) and frequency will depend on factors associated with the works including: 

¶ Nature of hazards/risks 

¶ Level of interaction with other parties 

¶ Type and duration of the contract 

 

/ƻǳƴŎƛƭΩǎ Contract Manager will determine the supervision requirements for each contract 
and ensure there is appropriate monitoring of /ƻƴǘǊŀŎǘƻǊǎΩ WHS performance by: 

Á Undertaking regular inspections of contractor work tasks/activities 
Á Reviewing WHS documentation (including inspection and incident reports) 
Á Reviewing WHS performance at any contract review meetings 
Á Maintaining notes on supervisory visits and discussion with the Contractor 

 
Using the Contractor Site Inspection Checklist (see Appendix 6), monitoring of Contractors 
will be conducted at least: 

¶ Weekly at construction sites, 

¶ Monthly at Council owned and managed premises, and  

¶ Quarterly at other premises (e.g. Council assets managed by contractors such as 

sporting grounds and swimming pools)  

 

Contractors may be given notice of inspections, or inspections may occur at random times.  
Completed inspection checklists are to remain on-site with copies retained at the Council 
Office. 
 
Contractors may also be requested to provide evidence of their own tasks/activities 
monitoring their workers and subcontractors. 
 
5.8.4 Contractor Non-Conformance 

If a breach of WHS is identified through a Contractor Site Inspection or any other general 
observation, the Contract Manager will notify the Contractor.  
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If there is a serious breach; such as a significant injury, damage, or loss, and the issue is not 
rectified immediately, the Contract Manager may suspend the work until the issue is 
adequately resolved or consider termination of the contract. 
 
Non-conformances and corrective actions will be recorded on the Contractor Non-
Conformance Report and a copy provided to the Contractor (see Appendix 7).  A copy of any 
Contractor Non-Conformance Report will also be sent to the WHS /HR Officer. When the 
Contractor rectifies the issue, the Contract Manager will verify that it has been satisfactorily 
resolved, and close-out the issue. 
Contractor Non-Conformance Reports musǘ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ file. 
 
5.8.5 Consultation and Communication with Contractors 

The Contract Manager will arrange for consultation, and the communication of relevant WHS 
information with Contractors through appropriate means such as: 

¶ WHS training and induction processes 

¶ WHS noticeboards located at Councils administration and depot buildings which 

provide WHS information including meeting minutes, emergency procedures, WHS 

contacts, WHS alerts and other relevant information 

¶ /ƻǳƴŎƛƭΩǎ ǿŜōǎƛǘŜ 

¶ Emails 

¶ Start-up meetings or other arranged site meetings, toolbox talks or review meetings 

 

The Contract Manager is responsible for determining the specific consultation arrangements 
for the Contract.  However, Health & Safety Representatives (HSRs) or other nominated 
workers may be involved in driving the process.   
 
5.8.6 Contractor Incident Management 

All incidents (including near misses) and hazards are to be reported to the relevant Site 
Supervisor using the Incident/Injury Register Form and Corrective Action Report.  
Incidents are to be documented, reviewed and investigated in line with /ƻǳƴŎƛƭΩǎ Incident 
Reporting and Investigation Procedure. 
 

6. REVIEWING CONTRACTOR WHS PERFORMANCE 

For long duration contracts or where applicable, contractors are required to complete and 
submit monthly reports using the Contractor Review Report.  These reports will be used to 
document WHS key performance indicators as well as non-conformance and corrective 
action status. The reports can also be used to record any incidents including injuries, damage 
to property or environment and near misses. (see Appendix 8). 
 

7. CONTRACT FINALISATION 

Within (2) weeks of the completion of work, the Contractor will complete a final Contractor 
Review Report and submit it to the Contract Manager.  The Contract Manager will then 
conduct a close out meeting with the Contractor to discuss WHS performance and provide 
an opportunity to exchange feedback.
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8. RECORD KEEPING FOR CONTRACTOR MANAGEMENT 

The Contract Manager will keep and maintain records of compliance with this procedure in 
accordance with Councils Records Management Policy.  This includes keeping documentary 
evidence of Contractor pre-approval and management processes to demonstrate due 
diligence.  
 
The Contract Manager will ensure that for the duration of each contract, the documents 
listed below are consolidated and retained in the contract file.  After the conclusion of the 
contract, these records are to be kept for a minimum of five (5) years.  If an incident has 
occurred record keeping requirements may be longer. 
 
The types of records to be kept include:  

¶ Contractor Prequalification Questionnaire (Full Version) 

¶ Contractor Prequalification Questionnaire (Short Version) 

¶ Contractor Pre-Start Checklist 

¶ Contractor Site Inspection Checklist 

¶ Contractor Review Checklist 

¶ Contractor Non-Conformance Report 

¶ Work Health and Safety Management Plans 

¶ Contractor Risk Assessments and SWMS 

¶ Contract Documents 

¶ Contractor Induction Records 

¶ Employee Induction Records 

¶ Prequalification Record 

¶ Project Risk Assessment 

¶ Final Contract Review Checklist 

 

9. RELATED DOCUMENTS 

¶ WHS Policy 

¶ Managing Work Health and Safety Risk Guideline 

¶ Records Management Policy May 2018  

¶ Procurement and Disposal Policy October 2017 

¶ Incident Reporting and Investigation Guideline  

¶ WHS Risk Assessment Form 

¶ Corrective Action Report Form 

¶ Incident Injury Register Form 

¶ Hazardous Chemicals Register 

¶ Confined Space Register 

¶ Confined Space Entry Permit 

¶ Work Inspection Checklists 

¶ Pre-Start Checklist  

¶ Construction Safety Checklist. 

¶ Contractor Prequalification Questionnaire (Full Version) 

¶ Contractor Prequalification Questionnaire (Short Version) 

¶ Contractor Induction Records;  

¶ Contractor Pre-Start Checklist; 
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¶ Contractor Site Inspection Checklist; 

¶ Contractor Review Checklist; and 

¶ Contractor Non-Conformance Report 

¶ Contractor Management Induction Manual 

 

10. REFERENCES 

¶ Work Health and Safety Act 2011 (NSW) 

¶ Work Health and Safety Regulation 2017 (NSW) 

¶ Code of Practice: Confined Spaces 2019 (SafeWork NSW) 

¶ Code of Practice: Managing the Work Environment and Facilities 2019 (SafeWork 

NSW) 

¶ Code of Practice: Work Health and Safety Consultation, Cooperation and 

Coordination 2019 (SafeWork NSW) 

¶ Code of Practice: Hazardous Manual Tasks 2019 (SafeWork NSW) 

¶ Code of Practice: How to Manage and Control Asbestos in the Workplace 2019 

(SafeWork NSW) 

¶ Code of Practice: How to Manage Work Health and Safety Risks 2019 (SafeWork 

NSW) 

¶ Code of Practice: Managing Noise and Preventing Hearing Loss at Work 2019 

(SafeWork NSW) 

¶ Code of Practice: Construction Work 2019 (SafeWork NSW) 

¶ Code of Practice: Managing the Risks of Hazardous Chemicals in the Workplace 2019 

(SafeWork NSW) 

¶ Code of Practice: Managing the Risk of Plant in the Workplace 2019 (SafeWork NSW) 

¶ Code of Practice: Demolition Work 2019 (SafeWork NSW)  

¶ Code of Practice: Excavation Work 2019 (SafeWork NSW) 

¶ Code of Practice: Managing the Risk of Falls at Workplaces 2019 (SafeWork NSW) 

¶ Code of Practice: First Aid in the Workplace 2019 (SafeWork NSW) 

¶ Code of Practice: Managing Electrical Risks in the Workplace 2019 (SafeWork NSW) 

¶ Tendering Guidelines for NSW Local Government 2009 (NSW Department of Premier 

and Cabinet Division of Local Government)
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11. APPENDIX 

11.1 Sample Letter to Contractors 

<Insert Date> 

 

< Insert Contractor Name> 

< Insert Contractor Address> 

 

Dear <Insert Name>, 

 

Re: Contractor Work Health & Safety (WHS) Requirements 

 

It is a requirement of Warren Shire CouncilΩǎ ²I{ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ ǘƻ ensure all services 

supplied to our organisation by contractors and suppliers meet both internal and external 

requirements in regard to WHS and environmental legislations and standards.  To assist us 

with placing you on our Contractor Register, please complete the attached questionnaire 

and forward copies of the following documentation: 

 

1. Certificate of Business Registration; 

2. Current Public Liability Insurance; 

3. Current Professional Indemnity Insurance (if applicable); 

4. Current Workers Compensation Insurance / Personal Injury Insurance (if self-
employed with no additional employees); 

5. Government Licence or Permit where required (e.g. electrical work, plumbing work, 
etc.); 

6. WHS Management Plan (or an outline of safe work practices and WHS Policies and 
Procedures relevant to the work to be performed); and 

7. Any other documents requested in the questionnaire. 

 

If you intend to subcontract all or any part of the works to a third party, it is your 

responsibility to notify Council of this intention to enable the same process to be applied 

with the subcontractor.  Under no circumstances are you permitted to allow a subcontractor 

onto a Council site without ensuring the subcontractor has provided the abovementioned 

documentation to Council and has been evaluated as conforming to stated requirements. 

 

Please contact the undersigned if you have any queries in regards to any of the above 

requirements.  Thank you for your assistance and cooperation. 

 

Kind regards, 

(Council contact)
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11.2 Appendix 2 ς Contractor Prequalification Questionnaire ς Short Version 
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11.3 Appendix 3 ς Contractor Prequalification Questionnaire ς Full Version 

 


