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1. INTRODUCTION

The purpose of this procedure is to ensure a systematic approach for engaging and managing
contracbrs toWarren Shire Coundgites so that all activities undertaken by contractors are
done so in a safe manner and without causing risk to themselves ersth

2. SCOE

This procedure applies to &lounciworkers with responsibilities for contractor WHS
management including contractor classification and prequalification, contract development
and contractor monitoring

3. DEFINITIONS

Construction Project; A project that involves construction work where the cost of the
construction work is $250,000 or more.

High Risk Construction WorkHigh risk construction work includes specific types of
construction work as defined in Regulation 291 of the WHS Regulatidth(RSW) e.g.
1 Work that involves a risk of a person falling more than 2 metres
1 Work that is carriesbut on a telecommunications tower
1 Work that involves demolition of an element of a structure that is loadbearing or
otherwise related to the physical inteigy of the structure

Major Contract¢ A contract that involves a cost in excess of $50,000, afrhiggh risk or is of
a complex nature, or exceeds two weeks duration, i.e.
1 Project value of more than $50,000 but less than $250,000, or
1 Project value is less than $50,000, but is more than two weeks in duration, and / or
includes more than (one/two) taskclassified as high risk construction work.

Minor Contractc A contract for:
9 Minor construction contracts involve work less than $56#t does not involve
hazardous or high risk work
9 Other service providers (neconstruction), including Consultants@Suppliers who
provide an ongoing or oneff low risk service
1 Delivery of goods or materials, provided that the work does not involve tég
tasks (such as unloading a truck with a large crane)

Construction Worlkg Any work carried out in connectioo the construction, alteration,
conversion, fittingout, commissioning, renovation, repair, maintenance, refurbishment,
demolition, decommnssioning or dismantling of a structure.

Emergency Worksg Works to be undertaken due to an urgent situation e.g. mehe
immediate repairs are necessary.

Hazardg A situation or thing that has the potential to harm, including injury or illness to
peopleor damage to plant, property or the environment.
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Hierarchy of controls; A process of prioritising hazard controlsoider of effectiveness as
shown below:

Level 1 controls:
9 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:
1 Substitution- replace with a safer atnative. E.g. replace solvents with detergents,
glass with plastic, etc.
9 Isolation- isolate the person exposed from the hazard or thedras from the
person.
1 Engineering controlsk.g. modify, enclose, guard, exhaust fumes, use mechanical
aids, fall arest systems.

If the risk remains:

Level 3 controls:
1 Administration- E.g. development of safe work procedures, trainlirgiting
duration of exposure.

If the risk still remains:
1 Personal protective equipment (PPE) is the least effective form of @aamd to be
used as a last resort.

PCBU; A Person Conducting a Business or Undertaking, where a person may be an
organigtion or individual. Council is a PCBU. Other organisations or individuals may hold
shared responsibilities as a PCBU dependindheratrangement with Council.

Reasonably practicable Doing what is reasonably able to be done to ensure the health and
safkety of workers and others, considering the following:
1 The likelihood of the hazard or risk occurring
1 The degree of harm that miginésult from exposure to the hazard or risk
1 What the person concerned knows, or reasonably ought to know:
- about the hazard orisk
- about the ways of eliminating or minimising the risk
1 The availability and suitability of controls and the cost associatdu aantrols
9 After assessing the risk and available means to eliminate or minimise the risk,
whether the cost is grossly diggportionate to the risk.

Risk¢ The likelihood of harm occurring from exposure to a hazard and the likely
consequences of that harm
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Residual Risk The level of risk remaining after recommended controls have been
implemented.

Risk Assessmerg Theoverall process of estimating the level of risk of a particular task,
activity or process.

Risk Control Measures Measures that elimiate or minimise a risk so far as is reasonably
LIN} OGAOIo6f Sy dzaAy3a GKS WKASNI NOKe 2F O2yU0NRf ¢d

SOR; Safe Operating Predure

Subcontractorg¢ A PCBU that enters into a contract with a builder or principal contractor to
undertake specified constructionwpr® ¢ KSe& I NB | f a2 Wg2N] SNEQO®

SWMS Safe Work Method Statement

WHS Management PlaQA written plan that sets outhe arrangements to manage work
health and safety on project, and to ensure the required processes are in place to manage
the risks associad with the project.

Worker ¢ 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 ¢leisdore are
summarised below:

General Manager anéxecutive Managers
1 Ensure processes and procedures arplate to enable compliance with contractor

management requirements within NSW WHS legislation, Codes of Practice and
Australian/New Zealand Standisr

9 Ensure adequate resources are provided to enable the effective management of
contractors providing serviseto the Council

1 Ensure that persons reviewing and authorising tenders, contracts and other
contractor prequalification WHS information have thecessary experience, skills
and expertise to properly evaluate WHS documents and capabilities

 Ensuretheprova A2y 2F FRSIldzrdS GNIAYAY3I F2NJ/ 2dzy O
stakeholders involved in contractor management

1 Ensure that processes are irapé for the review of this procedure and the processes
for contractor management every two years.

Managers

91 Define the scope of works to be conducted by the contractor, including any specific
WHS requirements

1 Ensure that WHS criteria are identified andluded in tender specification
documents, contracts and other contractor pgealificationdocumentation
including requirements for compliance with the NSW WHS Legislation
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1 Ensure contractors are correctly classifi&#ction 5.4)

1 Ensure compliance with theequirements of the Contractor WHS Management
Procedure

1 Ensure records are maintained feach contractor to demonstrate compliance with
this procedure.

1 Ensure compliance with the contractor selection process in the Contractor WHS
Management Procedure.

pervisors
1 Assist in defining the scope of works to be conducted by the contractor, inglud
any specific WHS requirements
1 Assistin identifying WHS criteria to be included in tender specification documents,
contracts and other contractor prqualificaton documentation including
requirements for compliance with NSW WHS legislation
 AssistinKS NB@GASE 2F GKS O2yiNIOl2NBRQ 21 { YLl Yyl :
capabilities against WHS specifications
1 Use only approved contractors
1 Ensure a WHS ManagemenaRls prepared and implemented by Principal
Contractors for construction projects, wheregured
9 Ensure contractors prepare, maintain and implement Safe Work Method Statements
(SWMS) specific to the works undertaken
1 Ensure adequate information is providemcontractors on any known health and
safety risks relevant to the work being undertaken
f /2yadzZ i YR Y2YAG2NI O2yGNI OG2N) F OGABAGASE |
GKS O2y iGN} OG2NRa 26y 21{ LINRBOSRdAz2NBa
1 Maintain records for each contractor order tewhonstrate compliance with this
procedure.

WHS/HR Officer

1 Consult with key stakeholdens the management of contractors and provide
information to Council management and workers, as applicable

1 Oversee the system and processes for the safe managemeontfactors

1 Assist Managers/Supervisors in the identification, assessment, control and
monitoring of WHS risks associated with contractor management

1 Monitor and review the implementation of contractor management practices and
report to senior management asquired.

Engineering Administration Officer
T 9y adzNBE / 2 dzy Odnfraiér RegiktihiINRrep&réd and maintained

Health and Safety Representative/ Committee (HSR/HSC)
9 Participate in identifying and reviewing hazards and control measures related t
contractors, where required.
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5.  CONTRACTOR MANAGEMENT PROCESS

5.1 Classificdon of Contract

Council will classify contracts to assist in determining the appropriate arrangements for
managing the contractor, including the requirements for WHS documentagiguervision
and monitoring. Contracts will be classified as Constru®imjects (Principal Contractors),
Major Contracts or Minor Contracts as described below.

5.1.1 Category X Construction Projects / Principal Contractors

Construction work over the valugf $250,000 (excluding GST), is considered a Construction
Project that requires &rincipal Contractor to manage tipeoject.

5.1.2 Category 2 Major Contracts

Construction Contracts

Contractgfor construction works will belassified as major contracts where

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

1 Where the work is less than $0,000 but includes at least (one / two) high risk
construction activities (including demolition andgkestos removal).

Non-ConstructionContracts

Other ontracts will also be classified as major base@nrassessment of the following

1 Value of the contract e.g. a value of $50,000 and above may be considered as a
guide for Major Contracts

9 The level otomplexity and nature of the worke.g. contracts involving multiple
work activities performed by the contractor, @rdination across multiple sites, or
the use of subcontractors.

9 Duration of the project; e.g. contracts that extend beyond six (6) misit

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 (Ne@onstruction Contracts)

Other service provider@ncluding Consultants and Supplieng)o providean ongoing or
one-off low risk servicavill generally be classified as minor contracts due to thefisk
nature of their work. Delivery contractors will be classified as minor contractors provided
that their work does not involve high risk tasks (sustualoading a truck with a large crane).
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These contractor categories are summarised below:

Category L
Construction Projects /
Principal Contractors:

Projects/ contracts where the cost of worksegual to or more than
$250,000 (excluding GST) and ateenal organisation is appointed
as the Principal Contractor.

Construction works

Generally, works over $50,000 OR less
than $50K and includes high risk
construction work

Assessed based on:

Minor Contracts:

Category 2 Major
gory & Maj 1 Cost (e.g. cer $50k)
Contracts: _
_ 1 Level of complexity & nature of work
Non-Construction (e.g. use of subcontractors or likely
use of subcontractors)
1 Duration (e.g. contract extends
greater than 6 months)
: Less than $50k and does not include hig
Construction works . .
Category 3 risk construction work

Other Service Providers

Consultants or suppliers who provide an
on-going or oneoff low risk service

5.2 Emergency Works

Emergency Works are works to bedertaken due to an urgent situation such as an
unplanned disruption to utilies where immediate repair works are necessary. In these
cases, the tendering / quotation process generally cannot be undertaken.

Where practicable, Council will use pggalified contractors for all emergenayorks. (see

Section5.4.5

53 / 2y { NI OiReqIemnents| {

Prior to the selection and engagement of contractors, aguproval process will be

AYAGALI GSRO®

ARSYGAFTASR |

CKASE A& G2
YR YIyl3asR

In general, all contractors are required to:

Sy & dzNB adtivities i S@St 27

I & LIGNG reqRidzyedd f Q&  LINE

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

1 Possess all the necessdicgnses, permits, registrations and insurance required to
perform the work safely andnicompliance with appropriate regulations

1 Understand the health and safety requirements associated with the work and
Council requirements.

In addition, all new contaors must satisfy the specific WHS requirements relevant to the
contract classificationsee Sectior®.4).
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5.4 WHS Requirements for Contract Classifications

As described in Sectidnl, contracts are classified depending on their value, complexity and
level d risk. There are differind/HSrequirements fordifferent 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 undetakga
tender process

As a minimumall Construction Pjects must satisfy theequirements for Major Contracts,
including the completion of th€requalification Questinnaire¢ Full Versionin their tender,
Principal Contractormustdemonstrate how they will meet the specific legislative
requirements for he management of construction projects including:
1 Producing a written WHS Management Plan prior to the commencéofenork
T t2adAy3 Ot SINIe GArairoftsS airdaylr3dS ARSYOGAFeAY:
details and the location of the site office ffifesent)
1 Providing SWMS for any high risk construction works undertaken as part of the
project
1 Complying with geeral duties prescribed in Chapters 3 and 4 of the WHS Regulation
2017 (NSW)

Where practicable in the tender proceg3ouncilwill providethe Principal Contractowith
any information relating tkknownhazards and risks at, aearthe workplace where the
construction works aréo be carried out e.gknown or suspected asbestasntaining
materials (ACM).

5.4.2 Requirements for Category 2 Contradfdlajor Contracts)
The following requirements must be met for Major Projects:

1 Completiorof the Prequalification Qastionnairec Full Version

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

1 Project Risk Assessment

Contractors engaged to undertake works classified as Major Contracts will be required
to complete a Project Risk Assessmetibipto commencing any works. Contractors are
required to identify the specific WHS hazards associatéul tve works they will

undertake and the methods they will adopt tdequately control any WHS risks

1 Other WHS requirements

Major Contractors mape required to provide other evidence of documentatiargluding:

1 Plant/ equipment risk assessments andintenance records

9 Other site assessments (e.g. Dial Before You Dig plans, geotechnical reports)
1 Traffic management and worker on foot plans

1 Safe wok method statements for high risk tasks

1 Work permits
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&\
(p)

T 9GARSYOS 2F GKSANI 62 NafGomtency A 0Sy 08a | yR

5.4.3 Requirements for Category 3 Contracts (Minor Contracts)

Construction contractors undertaking works classified as a Minor Contractquéed to
complete thePrequalification QuestionnaieShortVersion (Appendix Znd may beasked
to provide evidence of the followingt any time:
1 SWMS /work procedures for the tasks/activities to be undertaken
1 Any licences and/or qualifications reiged to perform the work activities and
provide evidence if requested
I Consultation with workers an@ouncilon relevant WHS matters
Maintenance of plant and equipment to an appropriate standard
1 Works is performed in accordance with the NSW WHS Legisl&ades 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 plad¢here this is the case, Contractors are

required to follow/ 2 dzy OA f Q& LINR OSRdz2NB & ¢ KACGodhcildaf RSNIi | 1 Ay 3
Ffa2 laarald GKS /2y0iNIXOG2NI G2 RSOSt2L) GKSANI 24
management of WHS risks.

5.4.4 Minor Contracts with Other Service Providers

Due to the low risk aciated with Minor Contracts provided by other service providexs (e
consultants and delivery personnel), these service providers are not required to complete
the Prequalification QuestionnairéAll Service Providers will be made aware of, and must
comply with, any Council safety procedures that are relevant to theiserbeing provided.

5.4.5 Emergency Works

Emergency workare to beundertakenby prequalified contractorsvhere practicable Non
prequalified contractorgan only be engagefiprequalifiedcontractorsare unavailable or
do not have the expertise to carry bilne work at the time.

Contractors engaged to undertake emergency works that have not been prevapmsigved
are required to

9 Produce any current licences and/or qualifications reqiiire

1 Provide relevant insurance documents including puidiaility and workers
compensation

1 Complete a sitespecific risk assessment for the work to be undertaken prior to
commencement of work

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

Minimum Requirements

Category 1
Construction

Projects / Principal

Category 2
Major Contract

Category 3
Minor Contract

Contractor
Scope of Works Required Required Required
Evidence of a WHSMS Required As Required Not Reqlred
Project/Site Specific WHS . . .
) P Required AsRequired Not Required
Plan
Site specific risk assessmen Required As Required AsRequired
Safe Work Method . . .
Required As Required As Required
Statements
I'nsurances | Required
A Worl.<er.s cgmpensatlon Reauired Required ** |_abour Hire
A Pl_Jb_Ilc liability ($20 q q covered through
Million) .
: _ provider
A Others as defined
A Professional Indemnity As Required As Required As Required
Specific Risk Control Plans
A Asbestos, Demolition, As Required As Required AsRequred
TrafficControl, Other
Licences, permitgertificates ) . .
> © . Required Required Required
of competency, authorities
Council Induction Not Required Required Required
Contractor supplied Inductio Required Required Required

Arrangements for the following are to be agreed to beegn Council and theontractor,
based on the nature of the work, type of contractor and duration of the work:

1 Consultation
1 Incident Reporting

1 Monitoring and Supervision:
0 Council Audits and Inspections
o Contractorsupplied Audits and Inspections
1 Contract PeormanceReports
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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 wasksformed. This includes
requirements for compliance with all relevant sections of the NSW WHS legistaliorant
Codes of Practicand Australian/New Zealand Standards abduncilSVHS Policies and
Procedures. It will also identify specific respoiliibs for supervision, monitoring and
corrective actions for each party.

5.5.2 Contract Selection and Evaluation

When selectingontractors the submitted WHS documentatiamill be revieved against the
ContractorRequirements outlined in Secti@dn3. Factors tdbe considered include

1 The responses provided in the Prequalification Questionnaire

9 Hazards and control measures identified in tender or contract documentation
1 Submitted Project Risk Assessment

9 Contractor WHS documentation

The WHS Officewill assist Comact Managers to evaluate WHS aspects of the tender
processas required.

Note: For additional information about tender evaluation and contract management related
to procurement, refer t&€€ounds Procurement and Disposal Policy

Contractors will be notiéd of anydeficienciesdentified throughthe evaluation procesand
provided with a reasonable timeframe to rectify thethere these deficienciesannotbe
rectified at the first request, tt NominatedCouncilfRepresentative will discuss the required
information / evidence with the Contractor and provide a final opportunity to supply
evidence thathey satisfy the requirements.

Where a Contractor cannot provide adequate information, thely nat be approved and are
not permitted to carry out work fo€Council

Where a Contractor has met the requirements for a Major Contract, they will also be
approved for Minor Contracts of a similar natur&pproval for Minor Contracts does not
automaticdly provide approval for Major Contracts.

5.6 Approved Contractos Register

Council'sEngineering Administration Officeiill develop and maintain an approved
[ 2y GNF OG2N) wSIAAGSNI GKId tArAada GKS RSGFAtEA 27
approval process outlined in Sectibr8. This includes:
1 Specifying p-to-date details of the contractor name, type of sesjtype of
contract (major or minor), induction date, expiry of pyaalification and details of
any nonconformance
1 Registering new contractors that have successfully completed the evaluation process
1 Suspending previously approved contractatso no longer meet requirements

I:\Policies and Proceduresile P13Management Guideliné€urrently AdoptetiProcedure Contractor Management December
2019.docx Pagel0



Warren Shire CoundjlContractor WHS Managemetrocedure

AllManages and Supervisaswill ensure that only approved contractors are utilised

ContractdNX &-qualifitBtion status on thépproved Contractor Registaill be valid for
twelve (12) monthsor the duration of thecontract, whichever is greaterThis is conditional
onthe contractor sustaining a satisfactory leveMdHSperformance during the prescribed
timeframe.

Approved contractors may stble required to provde curent insurances, project/sitesk
assessrants, SWMS, permitio workand / or other records Council deems necessary to
ensure safe management of the contracted works. This documentation must be produced
upon reasonable request by Couratilany time dumgthe contract.

5.7 Suspension of Approveddbtractors

An approved Contractor may be suspended, and be considered for removal from the
Approved Contractor Registéar the following reasons
f Breaches of theirowndCouncila 2 1 { NBIjdZANBYSyda
Breaches of WHand environmental legislativeequirements
Breaches of WHS procedures and rules
Failure to provide updated documentation upon reasonable request
Major non-conformances
Other performance reasons

=A =4 =4 4 =4

Contractors will be prevented from tendering or undertakary future work unil evidence
can be provided which shows thidite breach or other specified performance issue has been
rectified.

5.8 Managing Contractor Work

If a contract has been granted and approved, the following acticitide implemented to
ensure a@equate communication, consutian, supervision and monitorinfpr contracted
work.

5.8.1 PreStart Meeting

A pre-start meeting will be arranged between th@ontract Manageandthe Contractor
Representativgrior to any Contractor commencing work on Major @ants and Minor
Contracts The objectiveof the meetingis toreview the requirements outlined in the
ContractorPre-StartChecklis{see Appendix)zand tomake any final arrangements
regarding the implementation of WHS Management Plans, SWM8$&thadrequirements

5.8.2 Contractor Induction and Induction Records

All Contractors (including subcontractors) engage€byncilundertakeCouncilsVHS
Induction ProcessThe Contractor Induction is valid for a periodwélve (12) months
following which a contretor must be reinducted.
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5.8.3 Supervision and Monitoring of Contractors

TheContract Managewill supervise and monitor Contractors (including subcontractors) to
ensure:
1 Compliance witlCouncil§procedures and related documentatio
1 Conformance with the SWS, risk assessments and permits to work (if applicable)
1 Compliance with the NSW WHS Act and Regulatiofi,2@levant Codes of Practice
and Australian/New Zealand Standards

The extent of supervision and monitoring, includihg type(e.g. formal meetingsite
inspections, etc.andfrequency will depend on factors associated with the works including:
9 Nature of hazards/risks
1 Level of interaction with other parties
1 Type and duration of the contract

| 2 dzy CohtfaéManagerwill determine the supervisiorequirements for eacltontract
and ensure there is appropriate monitoring/of2 y' (it NIWBIS peNdin@ncey:

Undertaking regular inspections afrtractor work tasks/activities
Reviewing WHS documentation (including inspecttadincident reports)
Reviaving WHS performance ahg contract review meetings
Maintaining notes on supervisory visits atidcussion with the Contractor

I D >

Using theContractor Site Inspection Checklisee Appendix ) monitoring ofContractors
will be conductedat least
1 Weekly & construction sites,
1 Monthly at Council owned and managed premises, and
1 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 inspectioang occur at random times.
Completed inspection checklists are to remaingite with copies retained at th€ouncil
Office.

Contractors may also be requested to provide evidence of theirtasks/activities
monitoring their workers and subcontractors.
5.8.4 Contractor NonConformance

If a breach ofVHSis identified through aContractor Site Inspection or any other general
observationthe Contract Managewill notify the @ntractor.
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If there is a serious breach; such as a significant injury, damagessomaled thdéssue is not
rectified immediately, the&Contract Managemay suspend the work until the issue is
adequatelyresolved orconsider termination of the contract.

Nonconformances and corrective actiondll be recorded on th&Contractor Non

Confomance Reporand a copy provided to the Contract(aee Appendix)? Acopy of any

Contractor NorConformance Report will also be sent to the WHS /HR Offi¢kenthe

Gontractor redifies the issuethe Contract Managewill verify thatit has been satfactorily

resolved and closeout the issue.

Contractor NorConformance Reportsiusi 6 S F RRSR G 2filei KS / 2y G NI OG 2 N

5.8.5 Consultation and Communication with Contractors

The Contract Managewill arrangefor consultation and thecommunication of relevant WS
informationwith Contractors through appropriate means such as:

I  WHS training and induction processes

1 WHS noticeboard®cated at Councils administration and depot Hiriswhich
provide WHS information including meeting minutes, emergency procedurd§ W
contacts, WHS alerts and other relevant information

T / 2dzyOAft Qa 6So0aArids

Emails

9 Startup meetings or other arranged site meetings, toolbox talks or rem@etings

=

TheContract Manageis responsible for determining the specific consultation arrangements
for the Contract However Health & Safety Representatives (HSRgther 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 refgiteant
Supervisousingthe IncidentInjury Registei~orm and CorrectivAction Report.

Incidents are to be documented, reviewed and investigated in line wighdzy IBcidénf &
Reporting and Investigation Procedure.

6. REVIEWING CONTRACTOR WHS PERFORMANCE

For bng duration contracts or where applicable, contractors are reglicecompleteand
submitmonthly reportsusing the Contractor Review Report. These repeitidhe used to
document WHS key performance indicatasswell asion-conformance and corrective
action statusThereportscan also be used to record any incideiricluding injuries, damage
to property or environment and near miss¢see Appendix 8).

7. CONTRACT FINALISATION

Within (2) weeks of the completion of work, the Contractor will completima Contractor
Review Reporand submit it to theContract Manager TheContract Managewill then
conduct a close out meeting with the Contractor to discuss WHS perfornaantcprovide
an opportunityto exchangdeedback.
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8. RECORD KEEPING FOR CONTRMANKGEMENT

TheGontract Managemill keepand maintainrecordsof compliance witlthis procedure in
accordance wittfCouncilRecords Management Policyhis include&eepingdocumentary
evidence of Contractor prapproval and management processesdemorstrate due
diligence.

TheContract Managewill ensure that for the duration of each contract, the documents
listed below are consolidated and retained in the contract fAdter the conclusion of the
contract,these records are to be kept for a minimwffive (5) yars. 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 NorRConformance 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

=4 =4 =4 =4 =4 4 4 - -a o oa a8 of

9. RELATED DOCUMENTS

WHS Policy

Managing Work Health and Safety Risk Guideline
Records Management Policy May 2018

Procurement and Disposal Poliogtober 2A7

Incident Reporting and Investigation Guideline

WHS Risk Assessment Form

Corrective Action RepoFRorm

Incident Injury Register Form

Hazardous Chemicals Register

Confined Space Register

Confined Space Entry Permit

Work InspectiorChecklists

PreStart Clecklist

Construction Safety Checkilist.

Contractor Prequalification Questionnaire (Full Version)
Contractor Prequalification Questionnaire (Short Version)
Contractor Induction Records;

Contractor PreStart Checklist;
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10.
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Contractor Sitdnspection Checklist;
Contractor Review Checklist; and
Contractor NorConformance Report
Contractor Management Induction Manual

REFERENCES

Work Health and Safety Act 2011 (NSW)

Work Health and Safety Regulation ZQNSW)

Code of Practice: Confined Spa@dDb (SafeWork NSW)

CGode of Practice: Managing the Work Environment and Facilitie8 gRdfeWork
NSW)

Code of Practice: Work Health and Safety Consultation, Cooperation and
Coordination 2092 (SafeWork NSW)

Code of Practice: Hazardous Manual Task® 28afeWork NSW)

Code of Pactice: How to Manage and Control Asbestos in the Workplac@ 201
(SafeWork NSW)

Code of Practice: How to Manage Work Health and Safety Ris@g32&fe\Work
NSW)

Code of Practice: Managing Noise and Preventing Hearing Loss a2Ul8rk
(SafeWork NSW)

Codeof Practice: Construction Work 20{SafeWork NSW)

Code of Practice: Managing the Risks of Hazardous Chemicals in the Workptce 201
(SafeWork NSW)

Code of Practice: Managing the Risk of Plant in the Workplac®(SateWork NSW)
Code of Practice: Demobitn Work 208 (SafeWork NSW)

Code of Practice: Excavation Work 2Q%afeWork NSW)

Code of Practice: Managing the Risk of Falls at Workplac&ygafeWork NSW)
Code of Practice: First Aid in the Workplace2(®afeWork NSW)

Code of Practice: ManagingeEirical Risks in the Workplace Z0(BafeWork NSW)
Tendering Guidelines for NSW Local Government 2009 (NSW Department of Premier
and Cabinet Division of Local Government)
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11. APPEND

11.1 Sample Letter to Contractors

<Insert Date>

< Insert Contractor Name>
< In®rt Contractor Address>

Dear <lnsert Name>,

Re: Contractor Work Health & Safety (WHS) Requirements

It is a requirement oWarren Shire Coun€llda 2 | { al y I 3 S ¥hSuyelnll spréicesi S Y

supplied to our organisation by contractors and suppliers nhbett internal and external
requirements in regard to WHS and environmental legislations and standards. To assist us
with placing you on our Contractor Register, please detapghe attached questionnaire

and forward copies of the following documentation:

Certificate of Business Registration;
Current Public Liability Insurance;
Current Professional Indemnity Insurance (if applicable);

Current Workers Compensatidnsurance / Personal Injury Insurance (if self
employed with no additional employees);

5. Governnent 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 qtiesnaire.

hownNPR

If you intend to subcontract all or any part of the works to a third party, it is your
responsibility tonotify Councilof this intention to enable th same process to be applied
with the subcontractor. Under no circumstances are you permittedllow a subcontractor
onto aCouncilsite without ensuring the subcontractor has provided the abovementioned
documentation toCounciland has beemvaluated a conforming to stated requirements.

Please contact the undersigned if you have any queniesgards 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¢ Contractor Prequalification Questionnaire Short Version

AD
W/ 1N R E N Contractor Prequalification Questionnaire — Short Version

shire council

This questionnaire forms part of the mandatory evaluation process for Contractors. Contractors may
be required to verify their responses noted in their questionnaire by providing additional evidence
upon request by Council.

Contractor Business
Name:

Address:

Phone: | |Fax: | Mobile:

Please provide details of the nominated Name:

person within your company who can be Phone:
contacted regarding WHS issues Mobile:

Type Expiry Date Insurer Amount

Workers Compensation

Public Liability

Professional Indemnity
Insurance

Other:

Name Type Expiry Date Issued by

(e.g. builder /plumber
licence)

Contractor to provide copies of the following:

e WHS Management Plan for works and/or the
following safe work procedures / work instructions:

(List document titles here)

1.2 | (List other information to be supplied here)
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AD
W/ N R E N Contractor Prequalification Questionnaire — Short Version

shire council

Alternatively, the Contractor agrees to work to relevant Council policies for the duration of the works
and has been provided copies of the following: (Delete if not applicable)

°

Contractor Sign-off

The information provided in this questionnaire is an accurate summary of the company’s WHS
Management System.

Name of authorised .

i Position:
Contractor Representative:
Signature: Date Submitted:

The section below to be completed by Warren Shire Council

Notes:

The Contractor’s responses to this questionnaire will be reviewed against Council’s requirements
and relevant sections of the NSW WHS legislation, Codes of Practice and Australian/New Zealand
Standards.

Where deficiencies are identified, the required improvements will be communicated to the
contractor with a request to resubmit required documents.

No contractor is to be approved until Warren Shire Councils requirements have been met.

Council’s Reviewer of Contractor Prequalification Questionnaire

Comments:

Manager Name: Position:
Signature: Date:
WHS Reviewer Name: Position:
Signature: Date:
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11.3 Appendix 3¢ Contractor Prequalification Questionnagr¢ Full Version
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