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1.1 Introduction 
 
This training course is based on the unit of competency BSBWHS408 Assist with Effective WHS Management of 
Contractors. 
 
This course applies to people who work in a broad range of WHS roles across all 
industries. 
 
This unit describes the performance outcomes, skills and knowledge required to 
assist with the work health and safety (WHS) management of contractors.  
 
The WHS management of contractors has a strong focus on compliance with WHS 
organisational and legislative requirements. 
 
NOTE: The terms Occupational Health and Safety (OHS) and Work Health and Safety (WHS) are equivalent and generally 
either can be used in the workplace. The term WHS will be used throughout this training course. 
 
 
 
 

1.2 Services Supplied by Contractors 
 
There are many differences between independent contractors and workers. In most cases, an independent contractor will: 

 
 Be paid for results. 

 
 Provide all or most of the necessary materials to complete work. 

 
 Have freedom to delegate work to others. 

 
 Have freedom in the way they work. 

 
 Provide services to other businesses. 

 
 Be free to accept or refuse work. 

 
 Be in a position to make a profit or loss. 

 
 
 
 
The types of services provided by contractors include: 
 

 Continuing outsourced work or functions, such as cleaning, catering and 
security. 

 
 Continuing work performed by labour hire workers, such as contract or 

‘temp’ work. 
 

 Major contract work, such as in the construction industry. 
 

 Occasional or intermittent work, such as maintenance, repairs, installation 
or alterations undertaken by independent contractors or subcontractors. 

 
 A combination of some of the above. 
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Review Questions 
 

1.  What are 4 of the types of services that might be supplied by contractors?  

 
1. 
 
 
 
 
 
2. 
 
 
 
 
 
3. 
 
 
 
 
 
4. 
 

 
 
 

1.3 Contracts 
 
Contracts are important documents as they outline the requirements, rights and responsibilities of the contractor and the 
business they are supplying the service to.  

 
The contract and its related documents may include: 
 

 Contract to supply services. 
 

 Other documents referred to in the contract or produced subsequent to 
the contract. 

 
 Undocumented understandings and agreements. 
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The information provided in the contract may include: 
 

 Results to be achieved and services to be performed. 
 

 Insurance and professional indemnity responsibilities. 
 

 Dispute resolution processes. 
 

 Intellectual property rights. 
 

 Termination of contract. 
 

 Timing and payment. 
 

 Reporting arrangements. 
 

 Confidentiality obligations. 
 

 Provision of tools and equipment required to complete work. 
 
 
 
 
Review Questions 
 

2.  List 4 pieces of information that should be included in a contract.  

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 
 
 
 
4. 
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1.4 Contractor WHS Arrangements 
 
Both the contractor and the business they are providing the service to have obligations under Work Health and Safety 
(WHS) legislation.  

 
Under WHS legislation, contractors and sub-contractors are included in the definition of 
a worker and therefore need to be incorporated in the WHS arrangements for workers 
in the workplace.  
 
This means that they need to comply with the WHS requirements for: 
 

 Actual procedures, processes and activities that occur in the workplace (i.e. 
what actually happens). 

 
 Policies, procedures and systems relating to WHS management of the 

contractor. 
 
 
 
 
Under the legislation, contractors and sub-contractors are also considered under the 
definition of Person(s) Conducting a Business or Undertaking (PCBU).  
 
This means that they have the same obligations as a PCBU in regards to their own 
business and any workers whom they employ. 
 
However, a sole trader who is a PCBU but performs work for another PCBU becomes 
a worker for the 2nd PCBU. 
 
 
 
 
1.4.1 Contract Details 
 
When identifying the policies, procedures and processes that the contractor must follow, the first step is to review the 
contract you have with that contractor.  
 
The contract will detail the obligations of the contractor, including insurance, 
equipment and work requirements.  
 
This will help you to identify the specific processes that the contractor employs. 
 
The contract should contain details on WHS arrangements.  
 
This section should outline who is responsible for WHS arrangements relating to the 
work that is to be completed.  
 
 
If this is not in the contract, you will need to determine these responsibilities in writing before work commences. 

 
Specifically, you need to consider: 
 

 Who is in control of the work being conducted? 
 

 Has the contractor been reminded of their WHS obligations? 
 

 Is the workplace activity being shared with other PCBUs? 
 

 Are risk control measures in place? 
 

 Have the control measures been clearly communicated? 
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1.4.1.1 Safe Work Method Statements 
 
Many contractors will supply a Safe Work Method Statement (SWMS). In some states 
and workplaces this is referred to as a Job Safety Analysis (JSA).  
 
The SWMS should contain specific requirements on the processes to be followed for the 
job the contractor is employed to complete and the risks and hazards associated with 
the work.  
 
For each risk or hazard, the SWMS should detail the relevant risk controls that will be 
used. 
 
If your contractor has not supplied a SWMS, you are within your rights to request one. 
 
 
 
 
 
 
 
1.4.2 Workplace WHS Policies and Procedures 
 

Once you have found the WHS arrangements outlined in the contract, you will 
need to identify the relevant WHS requirements in your workplace’s policies and 
procedures. 
 
Workplace procedures are the guidelines for your business or organisation. They 
detail: 
 

 Step-by-step how to complete certain tasks. 
 

 Workplace standards. 
 

 Reasonable timeframes. 
 
 
 
 

 
 
Workplace policies are the rules for your organisation. Organisations can set their own policies, provided they do not 
contradict or breach legislation or regulations.  
 
Most organisations will set their own safety policies based on relevant legislation, regulations and codes of practice. These 
rules also apply to contractors. 
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The policies an organisation sets will be based on: 
 

 The nature of the business. 
 

 Timeframes. 
 

 Ethical and moral obligations. 
 
 
The policies and procedures of an organisation should set out: 
 

 Workers’ rights and responsibilities. 
 

 PCBU responsibilities. 
 

 How to manage risks in the workplace. 
 

 
 
 
The purpose of workplace WHS policies and procedures is to ensure that individual tasks are carried out in a safe and 
routine manner. They may cover: 
 

 Procedures for risk assessment, selection and implementation of risk control 
measures. 

 
 Procedures for hazard identification. 

 
 Incident and accident investigation. 

 
 WHS audits and safety inspections. 

 
 Consultative arrangements for workers in the work area. 

 
 Hazard reporting procedures. 

 
 Safe operating procedures or instructions. 

 
 Use and care of personal protective equipment (PPE). 

 
 Emergency and evacuation procedures. 

 
 Purchasing policies and procedures. 

 
 Plant and equipment maintenance and use. 

 
 Hazardous substances use and storage. 

 
 Dangerous goods transport and storage. 

 
 WHS arrangements for onsite contractors, visitors and members of public. 

 
 First aid provision. 

 
 Medical practitioner contact and attention. 

 
 Site access. 

 
By identifying the relevant WHS sections of the policies and procedures you will be able 
to ensure the contracts cover all relevant aspects of WHS. 
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1.4.3 Health and Safety Management Systems 
 

Some organisations will run a Workplace Health and Safety Management system. 
This may be based on the Australian Standard AS4801 Occupational Health and 
Safety Management System. 
 
The purpose of this system is to adopt a continuous improvement approach to the 
management of health and safety in the workplace. 
 
 
 
 
 

 
 
This type of approach is based on a plan, do, check, act cycle: 
 

 
 
 
 
 
The premise behind this system is that you: 
 

 Plan how you will manage work health and safety. 
 

 Implement the systems. 
 

 Check the effectiveness of the system. 
 

 Act on any areas requiring improvements. 
 
This cycle provides a basis for reviewing and improving the effectiveness of the 
way work health and safety is managed within an organisation. 
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