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Purpose 

The Administration of Norfolk Island is responsible for the wellbeing of the Contractor who 

has a reciprocal duty to follow Administrations’ rules and regulations to work safely. The 

control measures instigated by Administration demonstrate a risk management approach to 

issues of Contractor involvement with Administration activities and services. 

 

The Contractor Policy addresses the need to formalize roles and responsibilities of all 

involved in the Contractor process to control risks associated with Contractor use. 

Administration is required to fulfil its duty of care to potential contractors and to the existing 

workforce.  

 

1. Policy Objectives 
(a) To recognise the important contribution Contractors’ make to achieve 

Administration and Community goals and objectives; 

(b) To clarify the relationship between Administration staff and Contractors; 

(c) To provide a safe and healthy workplace for contractors. 

 

2. Definition 
 

 

Contractor  

 

Any organisation or individual person that signs a contract to perform 

or provide, part of or all of, goods or services to another entity under 

terms specified in a contract. This also includes any consultant or any 

person who works for an extended period under a contract. 

 

 

3. Responsibilities 

(a)  Chief Executive Officer and Executive Director’s are responsible for ensuring 

that:  

i)  The Contractor Policy is effectively implemented;  

ii)  OHS principals are enforced in the work place.  

 

(b)  Department Managers are responsible, and will be held accountable for, 

ensuring that:  

i)  The Contractor Policy is effectively implemented in their area of control;  

ii)  Supervisors have the support necessary, and are held accountable for, their 

specific responsibilities;  

iii)  Contractors under their control are consulted about issues affecting their 

health and safety, and document meetings regarding OHS matters;  
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iv) Prompt action is taken to eliminate unsafe or unhealthy conditions or 

behaviour;  

v) All practical measures are taken to ensure that the area they control is safe 

and without risks to health and that the Contractor Policy is adhered to; 

vi) Ensuring that persons at the workplace are behaving in a safe manner;  

vii) Detecting and promptly remedying risks to health and safety where they 

have the necessary authority, or promptly reporting these risks with a 

proposed solution to their supervisor who has the necessary authority to fix 

the problem. 

 

(c) Contractors are responsible, and will be held accountable, for:  

(i) Taking reasonable care for the health and safety of themselves and others;  

(ii) Ensuring employed workers are competent, trained and qualified to 

perform designated tasks; 

(iii) Taking care of their own property while on site; 

(iv) Co-operating and complying with the Administration’s Contractor Policy 

and the signed contract; 

(v) Promptly reporting all incidents, accidents, illnesses and any risks to health 

and safety. 

 

4. Procedures 

(a) Tender documents shall contain clear role definitions and include specific OHS 

requirements and responsibilities related to risk level of the contract e.g. 

insurance certificates, risk assessments, SOPS, suitable and good quality plant 

and equipment and work method statements; 

 

(b) Administration shall undertake verification of insurances, licences, registrations 

certificates and abilities and verify details of supervision; 

  

(c) Individuals or Businesses who undertake work for Administration on property 

owned or managed by Administration must complete the appropriate forms and 

lodge them with the Human Resources department prior to commencement; 

 

(d) Administration will undertake an assessment of the contractor’s activities, 

SOPS/WMS, safety record to identify any associated risk and activity 

specifications required; 

 

(e) Working hours will be agreed to, complied with and monitored for the purposes 

of communication and contact, and in the event that there is any claim made by or 

against a Contractor; 

 

(f) Contractors shall be provided with general OHS induction and specific site 

requirements on commencement of their contract, including restricted access to 

working area, relevant hazards and emergency procedures; 

 

(g) Standard contracts shall include a clause authorising supervisors to order work to 

cease if contractors use unsafe work practices; 

  

(h) Any breach of the contractor agreement will result in termination of the contract; 

 

(i) Contractors are expected to maintain the same standards of confidentiality, 

courtesy and organisational discipline as Administrations’ paid employees; 
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(j) Contractors are expected to work in a constructive and cooperative way with 

Administration staff; 

 

(k) Contractors must comply with all Administration workplace policies including 

OHS, Anti-discrimination, no smoking and no harassment and will attend an 

appropriate induction program provided by Administration; 

  

(l) Contractors will be required to wear appropriate personal protective equipment at 

all times during activities where identified in the activity specifications. The 

Manager will determine what Personal Protective Equipment (PPE) requirements 

are appropriate on a project-by-project basis. The Manager will determine 

responsibility for provision of PPE in consultation with the contractor/s; 

 

(m) Contractors will need to supply their own first aid kit, which is to be present 

during all volunteering activities; 

 

(n) Contractors ongoing performance and compliance with procedures or work 

method statements shall be monitored and checked on a regular basis; 

 

(o) Where Administration maintains a ‘preferred provider’ list of contractors’, 

performance and compliance shall be regularly checked and verified against 

qualifying criteria before work commences; 

 

(p) Records of contractor induction, performance, compliance and any incidents 

and/or accidents that occur during the contract term are to be maintained. 

 

5. Intent of the Selection Process 

 The selection process should be to: 

 

 Ensure that the contractor is capable of performing and completing the job to be 

undertaken in a safe and health manner; 

 

 Brief the contractor on the job sufficiently to enable him/her to effectively devise 

(and cost) a work method and safety management; 

 

 Evaluate tender applications to select the most appropriate contractor, having 

assessed risks inherent in the job, the contractors method of work, OHS capability 

and safety management plan; 

 

 Assess the degree and nature of Administrations proposed involvement in the site 

operations activity o ensure its dusty of care is fulfilled; 

 

 Be satisfied that responsibilities are clearly set down, and who can make 

decisions on issues rased. 

 

6. Policy Review 

Management shall review this policy on a regular basis, to ensure its continuing 

relevance, suitability, adequacy and effectiveness. The review process shall ensure that 

information is collected to allow this evaluation to be carried out.  
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