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	1.  Introduction
	Under common law and State OHS legislation, an employer has the same responsibilities for contractors and temporary/agency personnel as they have for permanent employees in relation to matters over which the employer has control.  This responsibility cannot be removed or minimised by any contractual agreement.

	2. Purpose
	Due to possible lack of familiarity with the work environment and work practices, contractors and temporary personnel may have a higher risk of injury than regular employees.  They may also influence the safety of others.

	3. Scope
	This document covers trades people entering the premises on a ‘one-off’ or casual basis, regular contractors such as cleaners and gardeners, and agency personnel undertaking nursing or office functions.

	4.   Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.   Procedure / Application Step
	All contract work shall be conducted by appropriately qualified and registered people.

	5.1 Trades People


	· The Facility / Service must ensure safe access and egress, and to the extent over which they have control, a safe work area for trades people.  Any hazards should be pointed out before the trade’s person(s) begin work. A task sheet should be supplied to the contractor by the Maintenance Officer or other responsible staff member requesting the works.

· For both the safety of residents, service users, employees and trades people, arrangements should be made to exclude residents, service users, visitors and employees from the trades people’s work area.

· There shall also be consultation between the trades person and representatives of the Babcock & Brown Communities facility / service to ensure that all parties are aware of any unavoidable hazards created by the work, thus enabling the staff to take additional safety precautions as required. A JSA (Job Safety Analysis) should be provided by the contractor on all works deemed Medium – high risk and above.

· All Tradespersons must sign in at the front Reception. The receptionist will contact the Maintenance Officer / appropriate manager to attend. All contractors should receive the Contractor Safety Rules Booklet, signing off that they have received this booklet on an annual basis. (This booklet will be provided as part of the organisational Contractor Package for Trades-persons) 10.2.5.1 Contractor Package, 10.2.5.2 Contractor Safety Rules Booklet.

	5.2 Regular Non-Nursing Contractors
	(For example: Environmental / Catering etc)

· For the purposes of the Babcock & Brown Communities OHS program regular contractors shall be considered employees. (Regular contractors are known persons used frequently on a regular / scheduled basis)

· Contractual arrangements include that the contractor shall meet legislative and community standards on equipment, work practices and personal protection.

· Substances shall not be brought into any BBC facility / service sites unless a Material Safety Data Sheet (MSDS) is available and approval given by the OH&S Representative / Manager.
· Equipment purchased, leased or hired by the contractor shall be subject to the same safety and maintenance requirements as that owned by BBC.

· Contractors shall be required to comply with relevant aspects of the OHS program such as reporting of hazards, injuries and attendance at relevant OHS training.

	5.3 Nursing Agency Personnel


	· While the employment, selection and payment of these personnel is generally handled by the agency, BBC has a responsibility to both the employees, residents and service users to ensure that the agency employees are able to perform their work safely.  The following steps should be taken.

i. There shall be a written service agreement with the agency defining requirements for agency personnel engaged by BBC.  Any special requirements such as previous experience in applicable care, or in supervision shall be clearly stated in the written agreement.

ii. On arrival of the agency personnel, adequate time shall be allowed for orientation and hand over.  This should include actions as per: OHS 10.2.4.3 Agency Induction checklist - Nursing, Checklist for Orientation of Agency Nursing Personnel.

iii. The orientation of agency personnel can be minimised where the personnel have worked at the facility/service before. 

	6.  Accountabilities 
	Executive Management
	Facility / Service Managers

	
	To ensure a procedure is established and implemented to address safety issues related to contractors and temporary personnel.  They shall ensure that these procedures are written into any contractual arrangements.
	To ensure all agency personnel, contractors and trades people are appropriately briefed before starting work.

	7.  Training
	Executive Managers / Facility / Service Managers
	OHS Representatives & OHS Committee Members
	Contractors

	
	Shall receive training on the legal requirements of BBC in relation to contractors and temporary employees.


	Shall be aware of the potential hazards and legal requirements for orientation of temporary employees.


	Long term contractors such as allied health professionals, cleaning, food services and building contractors shall be involved as appropriate in the OHS induction and training provided for BBC employees.

	8.  Performance Indicators & Audit records

	· Non- conformance reports

· Permit to work compliance – completed permits.

· % of Contractor induction sign off forms returned

· Contractor sign in register current

Audit records:

· Completed Agency Nurse Orientation Checklists

· Completed & Current Service Agreements

· Contractor Sign in Register

· Completed Contractor Packages (Required sign off return forms).


	9.  Related Forms & Templates


	OHS 10.2.5.1
Contractor safety package 
OHS 10.2.5.2
Contractor Safety Rules Booklet

OHS 10. 2.5.3
Contractor Induction competency Questionnaire

OHS 10.2.4.3
Agency Induction Checklist – Clinical Care Workers

	10. Record Keeping:
	Records should be kept for a period of 7 years


	10.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007 
Managing Contractor Health & Safety Risks - Guidelines for Local Government. – 1996

	NSW
	Occupational Health and Safety Act 2000 & OHS Regulation 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

Section 2.6 employee participation.

	Australia Only
	Aged care Accreditation Standard – Section 4.5 Occupational Health & safety

Retirement Village Association Accreditation Standard – Section 4 – Physical Resource Environment
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