CONTRACT MANAGEMENT

Document 15a: 
Contractor Safety Induction Checklist

Maintenance and service contracts
Last Update: 30 September 2009

Owner: Manager OHS

Note: 
This induction is to be used where the General University Induction is not practical

Where there is a medium to high hazard level, a site safety induction should be done as well
	Workplace:
	Location:
	Date:

	Name of Contractor’s representative:


	Contract Supervisor

	Contract Work:



	 University Orientation
	

	( Attended General Induction

( Provide copy of any safety rules or Contractor Manual

( Explain Hazard and Incident reporting
	( Organisational overview and provision of site map – outline of nature of campus community (not a locked site, accessible by diverse range of community)

	Work area (Local) Orientation
	

	( Explain the Emergency Procedure

( Show the Emergency exits

( Show the location of Fire extinguisher(s)

( First Aid arrangements
	( Explain the parking, access and security requirements 

( Explained the speed limits

( Show where washing and toilet facilities are located

	Occupational Health and Safety
	

	( Licenses/certification requirements have been sighted

( Explain the smoking limitations
( Explain local Incident Reporting Procedures

( Identify and discuss hazards that may be present in work area and any necessary precautions or control measures
( Explain the safe practices to be followed

( Explained relevant University Standard Operating Procedures

( Provide (where required) relevant Material Safety Data Sheets (MSDS)


	( Explained Permit system (Permit to Work and Permit to Enter)

( Explained equipment/plant isolation and lock out arrangements

(
(
(
(
(


	Provide a copy of this completed checklist to the Contractor and retain the original with your OHSW records



	
	

	Contract Supervisor signature:
	Contractor’s Representative signature:



	Contract Supervisor Name:
	Contractor’s Representative Name:



	Date:
	Date:


This is valid for a period of one year from the date above, unless the nature of the Contractors work substantially changes. In this case another brief site induction should be completed.

