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NSW DPI Contractor Management

Contractor Induction CHECKLIST
Induction of contractors to the site will vary according to the nature of the work to be performed and the areas in which they will be working. Site representatives inducting contractors may vary the areas to be covered; however these changes must be noted on this induction checklist accordingly. Sections not relevant may be marked with ‘N/A’. Please refer to the Guideline – Contractor Induction.
	CONTRACTOR DETAILS

	Name of Contractor/Company: 

	Contractor/Representative: 
	Contact Number:

	Contract Details: 

	Emergency Contact Details: Please specify a contact in case of emergency

	Name: 
	Contact Number: 

	Copies of contractor documentation provided: (please check boxes where appropriate, ensure copies are attached)

	· Contractor Certification/Licenses
	· Plant and Equipment Certification
	· Staff Training and Competencies

	Insurances
· Public Liability 
· Professional Indemnity 
· Workers Compensation/Personal 
              Accident & sickness insurance
	· Mobile Plant Safety Certification
	· Tag out/Lock out Procedures*

	
	· OHS Policies and Procedures*
	· Risk Assessments*

	
	· Work Method Statements*
	· Other:

	
	· Other:
	· Other:

	· Where small contractors are unable to provide specific components of an OHS management plan, Sites may provide advice and assistance in creating &/or completing these requirements.

	

	INDUCTION DETAILS

	DATE:
	Explained
	Comments

	1. NSW DPI OHS Policy

Copy of Policy to be provided
	· YES
	
	

	2. Site Specific Emergency Procedures

Copy of Site Map to be provided
	· YES
	
	

	3. Emergency Personnel/First Aid
	· YES
	
	

	4.1 Departmental Incident Reporting/Investigation Procedure 
	· YES
	
	

	4.2 Departmental Hazard Reporting/Corrective Action Procedure
	· YES
	
	

	5. Site Amenities
	· YES
	
	

	6. Sign on/Sign off Register 
	· YES
	
	

	7. Permits to work
	· YES
	
	

	8. Area Access 

	8.1 General Areas

Keys to access buildings, plant rooms, switchboards can be obtained from the Site Manager/Supervisor 
	· YES
	· N/A
	

	8.2 Restricted Access Areas

Permission must be sought from Site Manager/Local Coordinator prior to entering

Contractors to follow site procedures, safety advice and instructions of signage
	· YES
	· N/A
	

	8.3 Laboratories

No contractor must enter any research laboratory without express permission from Technical Manager/Supervisor
	· YES
	· N/A
	

	8.4 Roof Access

Permission must be sought from Site Manager/Local Coordinator prior to roof access
	· YES
	· N/A
	

	
	Explained
	Comments

	9. Plant and Equipment

Contractor to supply all tools and equipment to carry out the work, inc PPE. 

Equipment used must be certified and 

Contractors not use departmental plant and equipment without site managers approval
	· YES
	
	

	10. Personal Protective Equipment
	· YES
	
	

	11. Lock out/Tag out Systems
	· YES
	· N/A
	

	12. Electrical Safety

Only qualified electricians(or apprentices under qualified supervision) shall carry out electrical work

All portable equipment must be tested and tagged in accordance with Australian Standards
	· YES
	· N/A
	

	13. Hazardous Substances

To be stored according to relevant Codes of Practice/Australian Standards

Spills to be reported immediately to Site Manager/Local Coordinator
	· YES
	· N/A
	

	14. Dust and Fume Control

Contractor must ensure adequate measures in place to control dust and fumes
	· YES
	· N/A
	

	15. Interruption to services
No services are to be interrupted without prior notification to Site Manager/Local Coordinator
	· YES
	· N/A
	

	16. Isolation Fume Cupboards
	· YES
	· N/A
	

	17. Isolation of Fire Detection Systems

Permission must be sought from Site Manager/Supervisor prior to isolation

Contractor to ensure that any work undertaken does not activate fire detection systems and must protect detectors against dust and debris
	· YES
	· N/A
	

	18. Noise Control

Contractor to advise Site Manager/Local Coordinator the extent of noisy work/vibration which could disrupt DPI activities- eg. Disrupt building occupants, experiments with animals, etc. 
	· YES
	· N/A
	

	19. Barricades and Fencing 
	· YES
	· N/A
	

	20. Offensive Behaviour
Offensive behaviour of any type will not be permitted on site. Persons found to be acting in an offensive manner will be removed by the site manager/Local Coordinator from site 
	· YES
	
	

	21. Alcohol and drugs

Alcohol and illegal drugs must not be brought onto site in any form. Persons found to be under the influence/consuming these substances will be removed from site
	· YES
	
	

	22. No Smoking Policy
	· YES
	
	

	

	Comments:

	

	

	

	

	

	AUTHORISATION

	Site Manager/Contract Supervisor (or Site Representative): (Print name)
	Contractor/Representative: (Print name)

	
	

	Signature:
	Signature:

	Date: 
	Date: 


On completion of Contractor Induction, Site Representative must ensure that copies of Contractor Induction Checklist be retained -

· A master copy to be placed in Contractor Register

· A photocopy to be given to Contractor for their records 
	OHS08/67086
	
	Contractor Induction Checklist

	NOV2008
	
	For review NOV2010

	MGR OHS Unit
	
	Page 2 of 2



