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1 PURPOSE

This procedure defines the means to ensure that contractors conform to company requirements. The
type and extent of control exercised by the company over the contractors is dependent upon the effect
on the quality activities of the company and the subsequent results. The ultimate responsibility for the
service provided by our contractors rests with the company. The company’s objective is for contractors
to be working to a satisfactory standard meeting all company requirements and current legislative
requirements.

2 SCOPE

This procedure applies to contracting/acquisition of contractors/services by the company, whether on a
long or short term basis. All contractors/subcontractors must adhere to the company Quality, Safety and
Environmental Management Systems and applicable legislation.

Note: Failure to comply with the requirements of this procedure by the contractor or subcontractor may
result in termination of the contract.

3 DEFINITIONS

For the purpose of this document, the following definition will apply:

Company/ the Company: Refers to Reay Services Group and associated entities.

Contractor: A person or company(s), including subcontractors, who are engaged by the Company to
perform work or carry out a service.

4 RESPONSIBILITIES

All Company Employees and Contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PRO-026 – Authority and Responsibilities Procedure for further details.

5 PROCEDURE

5.1 Contractor engagement
Where a requirement exists for a contractor or sub-contractor to be engaged, then the following
information as a minimum shall be collected from the contracting party:
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- Completion and submission of QMS-FRM-034 Subcontractor – Supplier Assessment Form (with
supporting documentation as deemed necessary by the Manager responsible for the
engagement)

- Submission of relevant insurances such as Workers Compensation and Public Liability Insurances
(and others as required)

The following process must be followed when engaging a contractor or subcontractor if deemed
necessary by the Managing Director or Operations Manager.

 A potential contractor or subcontractor is nominated for contracting with the company.

 The Managing Director or Operations Manager reviews, with appropriate personnel, the supplied
resume and other relevant/requested documentation.

 An interview is arranged.

 Referees are contacted and competencies reviewed.

 The Managing Director (or delegate) creates an agreement or letter of engagement to be signed
by either parties; or a Purchase Order may be issued by RSG, containing specific details of the
agreement. Copies of the agreement shall be retained by RSG.

The competency of all contractor or subcontractors will be reviewed by exception (ie. As a result of
repeated HSEQ non-conformances) at the Management Review Meeting. If contractors continue to be
engaged by Reay Services Group their performance is deemed to be satisfactory.

5.2 Contractor Categories
Contractors engaged shall be managed in accord with their Category of Service (as detailed below).

5.2.1 Category One Contractors

Description Examples / Comments

Description Examples and Comments

Suppliers of plant, equipment or goods.
Consultants reviewing work practices (eg auditors)

These contractors do not perform any work on site.
They are managed in accord with the QMS-PRO-
001 Procurement Procedure

5.2.2 Category Two Contractors

Description Examples / Comments

Description Examples and Comments

Individuals engaged to work who are integrated
within existing General and supervised directly by
Reay Services Group
Staff.

Examples include:
Labour Hire
These people are managed as employees with
respect to HSEQ compliance.
They shall be inducted, trained and managed in
accord with Reay Services Group procedures and
are required to comply with these.

5.2.3 Category Three Contractors

Description Examples / Comments

Description Examples and Comments

Companies or individuals engaged for a discrete Examples include:
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activity or package of work, however, the work will
be performed under the Reay Services Group HSEQ
Management System.

 Specialist mechanical or electrical service
providers

 Fire equipment service and maintenance
providers

Category three contractors will report to a Reay
Services Group representative.

5.2.4 Category Four Contractors

Description Examples and Comments

Companies engaged to carry out a specific package
work covered by their own HSEQ System and
provide their own competent supervision.

Examples include:
 Contractor engaged to undertake civil

works on behalf of Reay Services Group

Category four contractors will report to the
Managing Director or General Manager.

5.3 Contractor Management

Requirement
Category

1 2 3 4

Contractor Safety & Health Management Systems
Contractors must provide details of their HSEQ management
structure, HSEQ record and their technical and commercial
ability, for consideration when their suitability for the work is
assessed



Documented OHS Requirements
The written contract or services order (to carry out the specific
task) must include commitment to meet contactor’s own OHS
management standards and to meeting the Company’s HSEQ
standards. In the case of a contractor not having their own
HSEQ standards, a commitment to apply and meet the
Company’s HSEQ standards is satisfactory



Insurances, Licenses, Registrations and Certificates
The company manager or supervisor must ensure that
contractor’s or subcontractor’s possess the insurances,
licenses, registrations and certificates required by Federal,
State or local legislation.



Pre-Work HSEQ Induction
The company manager or supervisor will organise for the
company HSEQ induction training to be completed.
Contractors and sub-contractors must successfully complete
the company HSEQ Induction within 7 days of commencing
work.

 

Site Induction
The company manager or supervisor will verify that the   
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contractor or sub-contractor has successfully completed the
clients induction processes prior to arrival on site.

Safe Work Procedure
Where applicable, copies of the company’s written safe work
procedures must be given to the contractors. Particular
attention must be paid to lockout or tag-out procedures.
Copies of the contractor’s written safe work procedures must
be provided prior to any work being undertaken. If contractors
are undertaking the company’s standard work tasks, the
company’s procedures can be utilised by the contractor



Supervision
The relevant company manager/supervisor must arrange for
the work of the contractor or subcontractor to be monitored
to ensure their compliance with the contractor’s
documentations, safe work procedures, the company
standards and procedures, maintenance and correct use of
tools or equipment and observance of good housekeeping

 

Feedback
If the contractor or subcontractor is not working to expected
HSEQ standards, the relevant company manager or supervisor
must discuss the deficiencies with the persons concerned and
work with the contractor to resolve the problems. At the
completion of works or contract, or where appropriate,
feedback may be provided to the contractor on their HSEQ
performance.

Serious breaches of the company HSEQ standards by the
contractor may result in termination of the contract.

   

Reporting Incidents (Safety, Environment and Quality)
Contractors, subcontractors, or any other nominated person/s
must be advised that all incidents, injuries, near misses, non-
conformances or damage to property must be reported to the
relevant Company person on site, e.g. manager or supervisor.
Contractors who fail to meet the reporting standard will be
subjected to the company’s disciplinary processes.

 

Emergency Procedures
Emergency procedures must be explained to contractors and
subcontractors during the company’s or clients HSEQ
Induction. Contractors and subcontractors will be required to
take part in practice drills should they occur when the
contractor or subcontractor is on site. If the contractor is
undertaking any tasks, or brings onto site any tools/equipment
or product that may affect the site’s emergency management,
the company is to be notified prior to works to allow for a risk
management strategy to be developed.

 

Environmental Protection
The company environmental standards must be clearly  
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outlined to the contractor during the company’s and/or clients
HSEQ Induction. This applies to, but not limited to: noise,
dust, gas or fume emissions, water management, spillages and
preservation of the local ecology

Property Security
Contractors, subcontractors or other nominated persons are
responsible for the security of their own property whilst under
contract.

   

Drug and Alcohol Policy
Contractors and subcontractors will be made aware of the
details and the requirement to meet the Company’s or clients
Drug and Alcohol Standard during the company’s or clients
HSEQ Induction. Any person found to be not conforming to
the Drug and Alcohol Policy will be immediately removed from
the workplace and will be subjected to the company or client
disciplinary processes

 

Long Term Project (Category 4 Contractors)
Long term contractor projects are an exception to the
company business model and will be undertaken in
exceptional circumstances only.

Refer to section 5.4 and 5.5 below.



* NB Category 3 Contractors and Subcontractors when undertaking work on a client site are expected to
comply with the Clients HSEQ requirements. This information is communicated during client induction
processes. No Contractor or Subcontractor is allowed access to client sites until appropriately Inducted.

5.4 Long Term Project – Category 4 Contractors
Long term projects undertaken by Category 4 contractors are an exception to the company business
model and will be undertaken in exceptional circumstances only.

Long term project contractors are to have their own HSEQ Management System and standards that are
equal to or greater than the company’s standards, or in the case of a long term contactor not having such
standards, the agreement and application of the company’s OHS Standards is satisfactory.
As well as the general HSEQ requirements outlined above, the following procedures are to be observed.

(a) Written Contract. A long term contractor’s contract must include more than a directive to ‘work
safely’. The contract must detail all the requirements of HSEQ compliance, methodology of work
(subject to changes) and include the points (b) to (j) detailed below.

(b) HSEQ Induction. A long term contractor must be given a full site specific HSEQ Induction training
program as would be provided for a company employee.

(c) Routine Health Surveillance. If a specific hazard is identified where risk of illness or injury to a
person may be a consequence due to exposure, a risk assessment must be undertaken. The risk
assessment is to determine the requirements to schedule health surveillance. If there is any
doubt, company management is to be consulted to reach solution.

(d) Safe Working Procedures. As well as ensuring that long term contractors are conversant with all
relevant safe work procedures. It is essential that contractor’s input is sought when procedures
that relate to their work are to be changed or developed. Particular emphasis must be given to
lockout and tag-out procedures or workplaces of high risk.
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(e) Emergency Procedures. Long term contractors must be fully conversant with the company’s
emergency procedures and take part in any practice drills. If the contractor is undertaking any
tasks, or brings onto site any tools/equipment or product that may affect the site’s emergency
management, the company is to be notified prior to works to allow for a risk management
strategy to be developed.

(f) Personal Protective Equipment. All contractors are required to wear the mandatory personal
protective equipment. Contractors are to further wear any PPE as detailed in their own safe work
practices or risk assessments.

(g) Incidents, Injuries and Property Damage. As well as the requirement to report incidents, injuries
and property damage as outlined above, such incidents involving contractors must be the subject
of a full investigation. The company’s Incident Investigation Standard is to be applied. The
investigation team may involve a company representative, this is to be decided on case by case
basis, and otherwise it is the responsibility of the contractor to complete the investigation (it is
assumed that a Company representative will be involved in most incident investigations). The root
cause of the incident is the exclusive aim of the investigation. On identification of the incident
root cause and any other gaps, risk controls are to be determined and implemented to prevent a
recurrence.

(h) HSEQ Training and Instruction. When undertaking a training needs analysis contractors are
considered and will be included were assessed as necessary. Contractors will be included in any
training that is required to meet company or legislative requirements. Records of contractors
training provided by the company will be maintained by the company. If a contractor has
completed the required training external to the company, training records will be requested by
the company.

5.5 How The Company Will Manage Category 4 Contractors
During the contract work the company must monitor HSEQ and contractual compliance of the category 4
contractor and ensure unforeseen issues are addressed promptly. The company will:

 Monitor the work;

 Require appropriate documentation;

 Audit work against plan as required;

 Manage new hazards;

 Manage incidents; and

 Assess risk before handover.

This may include:

(a) Monitor the work

Self-assessment is encouraged and supported by the company. The company will ensure the
monitoring will:

 Not be a ‘policing’ role;

 Check compliance to relevant legislation;

 Check adherence to HSEQ standards and controls;

 Check continuing hazard studies as necessary;

 Ensure opportunities to develop cooperation; and

 Maintain good community relations with contractor.
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(b) Monitoring Contractor’s HSEQ Performance

Extent of the Company’s supervision will be influenced by the:

 Level of risk;

 Complexity of tasks;

 Organisational control of the workplace;

 Interaction with other parties and works on site; and

 Duration of works

(c) Monitoring & Supervision

Key steps the company will apply

 Review, monitor and supervise contractors;

 Regular site inspections;

 Provide advice on risks & non-compliance;

 Reviewing HSEQ performance;

 Ensuring corrective and preventative action taken; and

 Integrate OHS in review meetings.

(d) Monitoring & Supervision of Documentation

Regular review of contractor HSE documentation will include (where necessary):

 HSEQ Induction records;

 Plant/maintenance records;

 Health & safety inspection reports;

 Risk assessment documents;

 Employee training/competency records; and

 Safety meeting minutes

(e) Company will ensure corrective action is taken by:

 Issue non-conformance using Incident Report Form WHS-FRM-007;

 Review/confirm corrective action implemented;

 Issue of formal notice when action not taken:

o Suspend work; and/ or

o Terminate contract.

(f) Work Contract Records

 Systematic approach to record keeping;

 Demonstrates due diligence;

 Important in case of serious incident; and

 Non – conformance & corrective action records are important.

(g) Company will Complete close out report
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Create documentation to be completed at the end of each contract.

This will include:

 Records H,S,E,Q statistics;

 Records incident data; and

 Reviews contractor’s performance.

6 REFERENCE DOCUMENTATION

AS/NZS 4801 OHS Management Systems
ISO AS/NZS 9001 Quality Management Systems
Work Health and Safety Act 2011
Work Health and Safety Regulations 2011
QMS-FRM-034 Subcontractor / Supplier Assessment Form
Purchase / Service Order (or Contractor Agreement)


