CONTRACT MANAGEMENT

Document 18b: 
Contractor Rules and Site Sign In / Sign Out Template


Short term, low to medium hazard work

Last Update: 1 October 2009

Owner: Manager OHS

(to be provided to contractors by the local area on their arrival)
Your local contact person is: 
Extension:


Contract Manager: 

Extension:


In an emergency (including fire alarms):

· you must follow the directions of the fire wardens
· in the absence of wardens, follow the exit signs to the nearest exit 

· in an evacuation do not leave the assembly area without advising the warden or your contact person

All hazards and accidents must be reported immediately to your contact person. Similarly if you require first aid or other medical assistance, please advise staff or your contact person immediately.

You must not leave equipment or tools in a hazardous state unattended even for a few minutes. If you create a hazardous situation, for example removing a manhole cover, you must cordon off or otherwise secure the area from entry. You must not leave vehicles, a work area or equipment in an unsafe state or location.
There is to be no behaviour on campus that can be construed as bullying, harassment, discrimination or other inappropriate or disrespectful behaviour towards Deakin staff, students, your own workmates or contractors from other companies. No smoking is permitted in or near any Deakin University buildings. (On the Burwood campus there are designated smoking areas.) Alcohol or illicit drugs are not permitted on any Deakin University property. Contractors breaching these requirements will have their engagement terminated.
Any activity requiring the operator or contractor conducting the work to have a license or certificate of competency must be done by a person having such qualification. You must have the appropriate Deakin University permits to carry out hazardous work or enter hazardous locations.
I have read the above and agree to follow the above rules:

Signed: 

  Date:
  Time: 

Print name: 

Company / Organisation: 


Vehicle Registration Number: 


Sign in time:  
  Sign out time: 


