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NOTICES TO TENDERERS 

(Mar 2016)


WORD VERSIONS OF THE DOCUMENTS (MW21)

For your convenience, the following documents are included in MS Word:

1.
CONTRACTOR’S WHS MANAGEMENT PLAN (WHSMP) CHECKLIST

2.
ENVIRONMENTAL MANAGEMENT PLAN CHECKLIST

3.
TRAINING MANAGEMENT PLAN (TMP) TEMPLATE

1. CONTRACTOR’S CORPORATE WHS MANAGEMENT SYSTEM CHECKLIST

The following checklist indicates my organisation’s compliance with the NSW Government

Work Health and Safety Management Systems and Auditing Guidelines (5th Edition).

	PRINCIPAL CONTRACTOR:
	

	REVIEWER/AUDITOR
	

	SIGNATURE:
	

	DATE:
	____  /  ____  /  _____


	G
WHS MANAGEMENT SYSTEM - GENERALLY
	YES/NO

	
	Is/Does the WHS Management System:
	

	G1
	Actively maintained and up to date?
	

	G2
	An easily understood document?
	

	G3
	Accessible to all workers?
	

	G4
	Clearly describes organisational responsibilities (in a chart)?
	

	G5
	Clearly describe the contractors WHS policies and objectives?
	

	G6
	Clearly describe training records and other documents that must be kept?
	

	G7
	Clearly describe position descriptions?
	

	G8
	Clearly describe WHS procedures?
	

	Findings

	


	1.
SENIOR MANAGEMENT COMMITMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does this element of the WHS Management System(hereafter System) clearly describe:

	1.1
	Specific senior management responsibilities and commitment to continual improvement?
	
	

	1.2
	Specific responsibilities of management and other personnel responsible, their qualifications and accountabilities to deal with WHS matters, including the names of staff in the Project WHS Management Plan?
	
	

	1.3
	Responsibilities, including names and positions, for:
	
	

	1.3.1
	- allocating adequate resources to deal with WHS matters?
	
	

	1.3.2
	- ensuring that WHS policies, Management Systems and Plans are communicated to workers?
	
	

	1.3.3
	- managing compliance with WHS legislation, regulations, standards and codes?
	
	

	1.3.4
	- the injury management and rehabilitation of injured workers and others?
	
	

	1.3.5
	- ensuring WHS workplace consultation is operating?


	
	

	Findings

	


	2.
COMMUNICATION AND CONSULTATION

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System clearly describe how the contractor plans to:

	2.1
	Facilitate the establishment of WHS Committee or HSR or WHS Representative or other arrangements for WHS consultation agreed by management, workers and service providers.
	
	

	2.2
	Review site consultation arrangements with workers and service providers.
	
	

	2.3
	Ensure that all workgroups will be represented by either the WHS committee or Representative or are involved in the site specific other agreed arrangements.
	
	

	2.4
	Elect the WHS committee or HSR or WHS Representative, if applicable to the agreed site communication and consultation arrangements. 
	
	

	2.5
	Ensure that each member of the WHS committee, HSR or WHS Representative undertakes WHS consultation training.
	
	

	2.6
	Record, publicise and encourage workers representatives to participate in the work on a regular basis.
	
	

	2.7
	Consult on the job through daily communication between site managers, workers and service providers.
	
	

	2.8
	Provide access to relevant WHS information through notice boards, toolbox meetings, circulars and safety alerts.
	
	

	2.9
	Liaise with their service providers to coordinate WHS consultation and communication on work sites, and regularly communicate with unions. 
	
	

	Findings

	


	3.
MANAGING SUBCONTRACTORS AND CONSULTANTS

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System procedure clearly describe how the contractor plans to:

	3.1
	Assess and select its subcontractors, consultants and other service providers in the supply chain on their ability to comply with WHS requirements?
	
	

	3.2
	Specify appropriate WHS requirements in all contracts entered into, including the subcontractors’ providing the principal contractor with a copy of SWMS for high risk construction activities?
	
	

	3.3
	Provide its subcontractors and other service providers with access to the WHS Management Plan and inform services providers of the content of the WHS Management Plan?
	
	

	3.4
	Monitor its subcontractors’ and other service providers’ compliance with safe working methods?
	
	

	3.5
	Manage any of its subcontractors’ and other service providers’ poor performance?
	
	

	Findings

	


	4.
DESIGN

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does this System clearly describe how the contractor plans to: 

	4.1
	Consult with the Client and designer(s) about:

 - how health and  safety risks arising from the design during construction work are eliminated or minimised?
 - any information they have in relation to hazards and risks at or in the vicinity of the workplace where the construction work is to be carried out?
	
	

	4.2
	Describe how safe design information will be obtained from the Client or Designer?
	
	

	4.3


	Require a review of the safe design information adopting a hazard identification and WHS risk assessment approach?
	
	

	4.4
	Apply the hierarchy of hazard controls to design out or otherwise manage hazards?
	
	

	4.5
	Include the process for consultation with subcontractors’ and consultants’ end users about hazards and WHS risk management?
	
	

	4.6
	Describe the communication and consultation process for discussing with workers and service providers WHS design issues and risk control measures?
	
	

	4.7
	Aim to achieve reasonable and safe constructability; safety with use; longevity of ‘product’; reduced, simplified and safe maintenance; and safe disposal?
	
	

	4.8


	Specify how the safe design information, including outcomes from the review of this information will be incorporated into the Project WHS Management Plan or WHS Management Plan?
	
	

	Findings

	


	5.
RISK MANAGEMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	5.1
	For identifying WHS hazards, assessing risks and devising risk controls that eliminate risks where reasonably practicable or minimise risks according to the Hierarchy of Controls?
	
	

	5.2
	For selection of the most effective risk control measures?
	
	

	5.3
	For systematically reviewing the adequacy of the risk assessment and the effectiveness of the control measures and making improvements?
	
	

	5.4
	For dealing with WHS hazards and related risks in the event of an incident or illness/injury?
	
	

	5.5
	For developing and implementing Safe Work Method Statements??
	
	

	5.6
	For reviewing subcontractors’ Safe Work Method Statements?
	
	

	5.7
	To enable compliance with relevant WHS, workplace injury management and workers’ compensation legislation, standards and codes
	
	

	5.8
	For preparing and communicating Site Safety Rules?
	
	

	Findings

	


	6.
TRAINING

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	6.1
	Identifying the training needs of management, supervisors, employees, service provider and visitors?
	
	

	6.2
	Providing site WHS induction training, task training and refresher training?
	
	

	6.3
	Providing WHS committee/ WHS or HSR representative with consultative training?
	
	

	6.4
	Providing specific training necessary to conform with WHS requirements?
	
	

	6.5
	Providing training in emergency procedures?
	
	

	6.6
	Keeping appropriate records of WHS training?
	
	

	6.7
	Making sure all workers working on site have completed general construction induction training?
	
	

	Findings

	


	7.
INSPECTION, TESTING AND SERVICING

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System clearly describe the contractor’s procedures for:

	7.1.1
	Developing and maintaining a schedule of inspection, testing and servicing for all projects (prior to commencement of work) based on the level of risk involved?
	
	

	7.1.2
	Maintaining records of inspection, testing and servicing?
	
	

	
	Does the System clearly describe procedures covering inspection, and where relevant, testing and servicing of: 

	7.2.1
	Incoming products such as materials, plant and equipment?
	
	

	7.2.2
	Work site environments?
	
	

	7.2.3
	Work methods generally?
	
	

	7.2.4
	Access and exits?
	
	

	7.2.5
	Hazard and risk control measures?
	
	

	7.2.6
	Adherence to Site Safety Rules?
	
	

	7.2.7
	Electrical Safety?
	
	

	7.2.8
	Plant and equipment?
	
	

	
	Do inspection plans: 

	7.3.1
	Specify the standards against which inspection, testing and servicing will be conducted?
	
	

	7.3.2
	Specify particulars of the inspection, testing and servicing programs?
	
	

	7.3.3
	Assign responsibility for inspection, testing and servicing?
	
	

	7.3.4
	Specify the competencies required by persons conducting inspection, testing and servicing?
	
	

	7.3.5
	Specify arrangements for identifying the test status of plant, equipment and materials?
	
	

	7.3.6
	Specify the requirements for the accuracy and calibration of testing equipment?
	
	

	7.3.7
	Specify that the records are readily available and will be kept according to the legislative requirements?
	
	

	
	Question Health surveillance and monitoring

	7.4.1
	Describe the process for identifying the work activities were workers exposure to hazards require health surveillance and monitoring
	
	

	7.4.2
	Specify the requirements specified in legislation regarding the nature and frequency for health surveillance and monitoring
	
	

	Findings

	


	8.
INCIDENT MANAGEMENT AND CORRECTIVE ACTION

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	8.1.1
	Detecting and documenting issues and incidences of non-compliance and non-conformance?
	
	

	8.1.2
	Quarantining and disposal of non-conforming materials and substances?
	
	

	
	Is it clearly shown how the contractor will communicate information about issues and corrective action: 

	8.2.1
	Throughout the organisation?
	
	

	8.2.2
	To clients?
	
	

	8.2.3
	To subcontractors and other service providers?
	
	

	8.2.4
	To the relevant authorities, including incident notification to SafeWork NSW
	
	

	
	Does the System clearly describe the contractor’s procedures for: 

	8.3.1
	Incident / illness/injury reporting and investigation, including identification of the root cause?
	
	

	8.3.2
	Implementing corrective action?
	
	

	8.3.3
	Monitoring the effectiveness of corrective actions, including keeping records?
	
	

	8.3.4
	Implementing injury management and return to work plans?
	
	

	Findings

	


	9.
PURCHASING, HANDLING, STORAGE, PACKAGING AND DELIVERY

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System clearly describe the contractor’s procedures for:

	9.1
	Pre-purchase identification of potential WHS risks that may be introduced to the work site from supplied plant and materials?
	
	

	9.2
	Assessing suppliers’ ability to comply with the organisation’s WHS specifications for the provision of plant, materials and services?
	
	

	9.3
	Verifying that client-supplied plant and materials meet WHS specifications?
	
	

	9.4
	Checking that suppliers provide all relevant WHS information for their plant and materials? 
	
	

	9.5
	Maintaining records of supplied plant and materials identified as having potential WHS risks?
	
	

	9.6
	Appropriate licensing, certification and qualification of anyone who will be engaged in hazardous processes?
	
	

	9.7
	Safe handling and storage of products, including hazardous substances and dangerous goods?
	
	

	9.8
	Assessment and control of manual handling risks?
	
	

	9.9
	Assessment and control of materials handling risks?
	
	

	9.10
	Identification of hazardous chemicals and dangerous goods through appropriate labeling?
	
	

	9.11
	Provision of information on hazardous chemicals (such as through Safety Data Sheets)?
	
	

	9.12
	Maintenance of a register of hazardous chemicals and dangerous goods and associated records of risk assessments?
	
	

	9.13
	Checking compliance with registration requirements of plant and plant design?
	
	

	Findings

	


	10.
CLIENT REPORTING AND PROJECT PERFORMANCE MEASUREMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System clearly describe the contractor’s procedures for:

	10.1.1
	Establishing, monitoring and reviewing WHS objectives and targets for corporate and project level?
	
	

	10.1.2
	Require objectives and targets to be incorporated into the Project WHS Management Plan?
	
	

	10.1.3
	Specify how requirements in regards to preparing regular WHS performance reports/records, eg monthly?
	
	

	10.1.4
	Describe the process for collating WHS performance reports from all projects and benchmarking performance across the contractor’s operations?
	
	

	10.1.5
	Require the review of the performance reports by Senior Management, to consider and provide feedback to the Project Team?
	
	

	
	Does the System clearly describe the contractor’s procedures for: 

	10.2.1
	The timely reporting of WHS issues to the Client including:

· Worksite incidents, including such things as near misses, contact with hidden services

· SafeWork NSW site visit

· SAfeWork NSW Notices issued 

· Visits by Unions, FSC or similar to the site

· Results of internal reviews, site inspections and implementation of inspection and testing plans
· Results of audits, including non-conformances and the implementation of corrective actions
	
	

	Findings

	


	11.
INTERNAL REVIEWS

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System clearly describe procedures for systematically reviewing (including auditing) WHS activities and Management Plans, including:

	11.1
	Carrying out reviews at regular intervals?
	
	

	11.2
	Identifying deficiencies in the WHS Management System and Plans?
	
	

	11.3
	Specifying the responsibilities and competency of those carrying out the review?
	
	

	11.4
	Documenting reviews?
	
	

	11.5
	Conducting regular audits of implementation and compliance with the WHS Management System and Plans?
	
	

	11.6
	Identifying the root cause of any breaches/ non-conformances and implementing corrective actions?
	
	

	11.7
	Implementing follow-up procedures to assess the effectiveness of any corrective action?
	
	

	11.8
	Communicating the results of reviews to Senior Management and the status of corrective actions. 
	
	

	Findings

	


	12.
DOCUMENTATION AND RECORDS 

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the System include procedures for and detail the following records for maintenance:

	12.1.1
	Document control procedures for WHS documents and data, including their identification, approval, maintenance, dissemination, retention, withdrawal and disposal?
	
	

	12.1.2
	Records management procedures for maintaining WHS records, including their identification, filing, retrieval and retention?
	
	

	
	Does the System clearly describe record-keeping requirements for :

	12.2.1
	Induction and training records?
	
	

	12.2.2
	Skills, competency and license register?
	
	

	12.2.3
	Hazard identification, risk assessments and associated safe working procedures?
	
	

	12.2.4
	Reports of incidents and illness/injury?
	
	

	12.2.5
	Illness/injury and incident investigation reports?
	
	

	12.2.6
	Illness/injury statistics, such as lost time frequency rates and duration rates?
	
	

	12.2.7
	Maintenance, testing, servicing and repair of plant and equipment?
	
	

	12.2.8
	Use of hazardous substances and associated monitoring?
	
	

	12.2.9
	Inspection and test reports?
	
	

	12.2.10
	Particulars of qualifications held by individuals?
	
	

	12.2.11
	Internal review reports?
	
	

	12.2.12
	WHS design reviews?
	
	

	12.2.13
	Minutes of WHS meetings?
	
	

	12.2.14
	WHS audit reports?
	
	

	12.2.15
	Worker injury management records?
	
	

	12.2.16
	Evidence of actions taken as a result of WHS meetings?
	
	

	12.2.17
	Corrective action records?
	
	

	12.2.18
	Work safety records generally?
	
	

	Findings

	


END OF PWHSMP CHECKLIST
2.
CONTRACTOR’S PROJECT WHS MANAGEMENT PLAN (PWHSMP) CHECKLIST

The following checklist indicates my organisation’s compliance with the NSW Government

Work Health and Safety Management Systems and Auditing Guidelines (5th Edition).

	PRINCIPAL CONTRACTOR:
	

	PROJECT:
	

	JOB NO:
	

	TELEPHONE:
	

	CONTRACTOR’S REPRESENTATIVE COMPLETING THIS FORM:

	NAME:
	

	SIGNATURE:
	

	DATE:
	____  /  ____  /  _____


	G
PROJECT WHS MANAGEMENT PLAN - GENERALLY
	YES/NO

	
	Is/Does the Project WHS Management Plan:
	

	G1
	Actively maintained and up to date?
	

	G2
	An easily understood document?
	

	G3
	Accessible to all workers?
	

	G4
	Clearly describes organisational responsibilities (in a chart)?
	

	G5
	Clearly describe the contractors WHS policies and objectives?
	

	G6
	Clearly describe training records and other documents that must be kept?
	

	G7
	Clearly describe position descriptions?
	

	G8
	Clearly describe WHS procedures?
	

	Findings

	


	1.
SENIOR MANAGEMENT COMMITMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does this element of the Project WHS Management Plan(hereafter Plan) clearly describe:

	1.1
	Specific senior management responsibilities and commitment to continual improvement?
	
	

	1.2
	Specific responsibilities of management and other personnel responsible, their qualifications and accountabilities to deal with WHS matters, including the names of staff in the Project WHS Management Plan?
	
	

	1.3
	Responsibilities, including names and positions, for:
	
	

	1.3.1
	- allocating adequate resources to deal with WHS matters?
	
	

	1.3.2
	- ensuring that WHS policies, Management Systems and Plans are communicated to workers?
	
	

	1.3.3
	- managing compliance with WHS legislation, regulations, standards and codes?
	
	

	1.3.4
	- the injury management and rehabilitation of injured workers and others?
	
	

	1.3.5
	- ensuring WHS workplace consultation is operating?


	
	

	Findings

	


	2.
COMMUNICATION AND CONSULTATION

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan clearly describe how the contractor plans to:

	2.1
	Facilitate the establishment of WHS Committee or HSR or WHS Representative or other arrangements for WHS consultation agreed by management, workers and service providers.
	
	

	2.2
	Review site consultation arrangements with workers and service providers.
	
	

	2.3
	Ensure that all workgroups will be represented by either the WHS committee or Representative or are involved in the site specific other agreed arrangements.
	
	

	2.4
	Elect the WHS committee or HSR or WHS Representative, if applicable to the agreed site communication and consultation arrangements. 
	
	

	2.5
	Ensure that each member of the WHS committee, HSR or WHS Representative undertakes WHS consultation training.
	
	

	2.6
	Record, publicise and encourage workers representatives to participate in the work on a regular basis.
	
	

	2.7
	Consult on the job through daily communication between site managers, workers and service providers.
	
	

	2.8
	Provide access to relevant WHS information through notice boards, toolbox meetings, circulars and safety alerts.
	
	

	2.9
	Liaise with their service providers to coordinate WHS consultation and communication on work sites, and regularly communicate with unions. 
	
	

	Findings

	


	3.
MANAGING SUBCONTRACTORS AND CONSULTANTS

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan procedure clearly describe how the contractor plans to:

	3.1
	Assess and select its subcontractors, consultants and other service providers in the supply chain on their ability to comply with WHS requirements?
	
	

	3.2
	Specify appropriate WHS requirements in all contracts entered into, including the subcontractors’ providing the principal contractor with a copy of SWMS for high risk construction activities?
	
	

	3.3
	Provide its subcontractors and other service providers with access to the WHS Management Plan and inform services providers of the content of the WHS Management Plan?
	
	

	3.4
	Monitor its subcontractors’ and other service providers’ compliance with safe working methods?
	
	

	3.5
	Manage any of its subcontractors’ and other service providers’ poor performance?
	
	

	Findings

	


	4.
DESIGN

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does this Plan clearly describe how the contractor plans to: 

	4.1
	Consult with the Client and designer(s) about:

 - how health and  safety risks arising from the design during construction work are eliminated or minimised?
 - any information they have in relation to hazards and risks at or in the vicinity of the workplace where the construction work is to be carried out?
	
	

	4.2
	Describe how safe design information will be obtained from the Client or Designer?
	
	

	4.3


	Require a review of the safe design information adopting a hazard identification and WHS risk assessment approach?
	
	

	4.4
	Apply the hierarchy of hazard controls to design out or otherwise manage hazards?
	
	

	4.5
	Include the process for consultation with subcontractors’ and consultants’ end users about hazards and WHS risk management?
	
	

	4.6
	Describe the communication and consultation process for discussing with workers and service providers WHS design issues and risk control measures?
	
	

	4.7
	Aim to achieve reasonable and safe constructability; safety with use; longevity of ‘product’; reduced, simplified and safe maintenance; and safe disposal?
	
	

	4.8


	Specify how the safe design information, including outcomes from the review of this information will be incorporated into the Project WHS Management Plan or WHS Management Plan?
	
	

	Findings

	


	5.
RISK MANAGEMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	5.1
	For identifying WHS hazards, assessing risks and devising risk controls that eliminate risks where reasonably practicable or minimise risks according to the Hierarchy of Controls?
	
	

	5.2
	For selection of the most effective risk control measures?
	
	

	5.3
	For systematically reviewing the adequacy of the risk assessment and the effectiveness of the control measures and making improvements?
	
	

	5.4
	For dealing with WHS hazards and related risks in the event of an incident or illness/injury?
	
	

	5.5
	For developing and implementing Safe Work Method Statements??
	
	

	5.6
	For reviewing subcontractors’ Safe Work Method Statements?
	
	

	5.7
	To enable compliance with relevant WHS, workplace injury management and workers’ compensation legislation, standards and codes
	
	

	5.8
	For preparing and communicating Site Safety Rules?
	
	

	Findings

	


	6.
TRAINING

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	6.1
	Identifying the training needs of management, supervisors, employees, service provider and visitors?
	
	

	6.2
	Providing site WHS induction training, task training and refresher training?
	
	

	6.3
	Providing WHS committee/ WHS or HSR representative with consultative training?
	
	

	6.4
	Providing specific training necessary to conform with WHS requirements?
	
	

	6.5
	Providing training in emergency procedures?
	
	

	6.6
	Keeping appropriate records of WHS training?
	
	

	6.7
	Making sure all workers working on site have completed general construction induction training?
	
	

	Findings

	


	7.
INSPECTION, TESTING AND SERVICING

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan clearly describe the contractor’s procedures for:

	7.1.1
	Developing and maintaining a schedule of inspection, testing and servicing for all projects (prior to commencement of work) based on the level of risk involved?
	
	

	7.1.2
	Maintaining records of inspection, testing and servicing?
	
	

	
	Does the Plan clearly describe procedures covering inspection, and where relevant, testing and servicing of: 

	7.2.1
	Incoming products such as materials, plant and equipment?
	
	

	7.2.2
	Work site environments?
	
	

	7.2.3
	Work methods generally?
	
	

	7.2.4
	Access and exits?
	
	

	7.2.5
	Hazard and risk control measures?
	
	

	7.2.6
	Adherence to Site Safety Rules?
	
	

	7.2.7
	Electrical Safety?
	
	

	7.2.8
	Plant and equipment?
	
	

	
	Do inspection plans: 

	7.3.1
	Specify the standards against which inspection, testing and servicing will be conducted?
	
	

	7.3.2
	Specify particulars of the inspection, testing and servicing programs?
	
	

	7.3.3
	Assign responsibility for inspection, testing and servicing?
	
	

	7.3.4
	Specify the competencies required by persons conducting inspection, testing and servicing?
	
	

	7.3.5
	Specify arrangements for identifying the test status of plant, equipment and materials?
	
	

	7.3.6
	Specify the requirements for the accuracy and calibration of testing equipment?
	
	

	7.3.7
	Specify that the records are readily available and will be kept according to the legislative requirements?
	
	

	
	Question Health surveillance and monitoring

	7.4.1
	Describe the process for identifying the work activities were workers exposure to hazards require health surveillance and monitoring
	
	

	7.4.2
	Specify the requirements specified in legislation regarding the nature and frequency for health surveillance and monitoring
	
	

	Findings

	


	8.
INCIDENT MANAGEMENT AND CORRECTIVE ACTION

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Are procedures clearly described for the following activities:

	8.1.1
	Detecting and documenting issues and incidences of non-compliance and non-conformance?
	
	

	8.1.2
	Quarantining and disposal of non-conforming materials and substances?
	
	

	
	Is it clearly shown how the contractor will communicate information about issues and corrective action: 

	8.2.1
	Throughout the organisation?
	
	

	8.2.2
	To clients?
	
	

	8.2.3
	To subcontractors and other service providers?
	
	

	8.2.4
	To the relevant authorities, including incident notification to SafeWork NSW
	
	

	
	Does the Plan clearly describe the contractor’s procedures for: 

	8.3.1
	Incident / illness/injury reporting and investigation, including identification of the root cause?
	
	

	8.3.2
	Implementing corrective action?
	
	

	8.3.3
	Monitoring the effectiveness of corrective actions, including keeping records?
	
	

	8.3.4
	Implementing injury management and return to work plans?
	
	

	Findings

	


	9.
PURCHASING, HANDLING, STORAGE, PACKAGING AND DELIVERY

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan clearly describe the contractor’s procedures for:

	9.1
	Pre-purchase identification of potential WHS risks that may be introduced to the work site from supplied plant and materials?
	
	

	9.2
	Assessing suppliers’ ability to comply with the organisation’s WHS specifications for the provision of plant, materials and services?
	
	

	9.3
	Verifying that client-supplied plant and materials meet WHS specifications?
	
	

	9.4
	Checking that suppliers provide all relevant WHS information for their plant and materials? 
	
	

	9.5
	Maintaining records of supplied plant and materials identified as having potential WHS risks?
	
	

	9.6
	Appropriate licensing, certification and qualification of anyone who will be engaged in hazardous processes?
	
	

	9.7
	Safe handling and storage of products, including hazardous substances and dangerous goods?
	
	

	9.8
	Assessment and control of manual handling risks?
	
	

	9.9
	Assessment and control of materials handling risks?
	
	

	9.10
	Identification of hazardous chemicals and dangerous goods through appropriate labeling?
	
	

	9.11
	Provision of information on hazardous chemicals (such as through Safety Data Sheets)?
	
	

	9.12
	Maintenance of a register of hazardous chemicals and dangerous goods and associated records of risk assessments?
	
	

	9.13
	Checking compliance with registration requirements of plant and plant design?
	
	

	Findings

	


	10.
CLIENT REPORTING AND PROJECT PERFORMANCE MEASUREMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan clearly describe the contractor’s procedures for:

	10.1.1
	Establishing, monitoring and reviewing WHS objectives and targets for corporate and project level?
	
	

	10.1.2
	Require objectives and targets to be incorporated into the Project WHS Management Plan?
	
	

	10.1.3
	Specify how requirements in regards to preparing regular WHS performance reports/records, eg monthly?
	
	

	10.1.4
	Describe the process for collating WHS performance reports from all projects and benchmarking performance across the contractor’s operations?
	
	

	10.1.5
	Require the review of the performance reports by Senior Management, to consider and provide feedback to the Project Team?
	
	

	
	Does the System/ Plan clearly describe the contractor’s procedures for: 

	10.2.1
	The timely reporting of WHS issues to the Client including:

· Worksite incidents, including such things as near misses, contact with hidden services

· SafeWork NSW site visit

· SafeWork NSW Notices issued 

· Visits by Unions, FSC or similar to the site

· Results of internal reviews, site inspections and implementation of inspection and testing plans
· Results of audits, including non-conformances and the implementation of corrective actions
	
	

	Findings

	


	11.
INTERNAL REVIEWS

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan clearly describe procedures for systematically reviewing (including auditing) WHS activities and Management Plans, including:

	11.1
	Carrying out reviews at regular intervals?
	
	

	11.2
	Identifying deficiencies in the WHS Management System and Plans?
	
	

	11.3
	Specifying the responsibilities and competency of those carrying out the review?
	
	

	11.4
	Documenting reviews?
	
	

	11.5
	Conducting regular audits of implementation and compliance with the WHS Management System and Plans?
	
	

	11.6
	Identifying the root cause of any breaches/ non-conformances and implementing corrective actions?
	
	

	11.7
	Implementing follow-up procedures to assess the effectiveness of any corrective action?
	
	

	11.8
	Communicating the results of reviews to Senior Management and the status of corrective actions. 
	
	

	Findings

	


	12.
DOCUMENTATION AND RECORDS 

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Does the Plan include procedures for and detail the following records for maintenance:

	12.1.1
	Document control procedures for WHS documents and data, including their identification, approval, maintenance, dissemination, retention, withdrawal and disposal?
	
	

	12.1.2
	Records management procedures for maintaining WHS records, including their identification, filing, retrieval and retention?
	
	

	
	Does the Plan clearly describe record-keeping requirements for :

	12.2.1
	Induction and training records?
	
	

	12.2.2
	Skills, competency and license register?
	
	

	12.2.3
	Hazard identification, risk assessments and associated safe working procedures?
	
	

	12.2.4
	Reports of incidents and illness/injury?
	
	

	12.2.5
	Illness/injury and incident investigation reports?
	
	

	12.2.6
	Illness/injury statistics, such as lost time frequency rates and duration rates?
	
	

	12.2.7
	Maintenance, testing, servicing and repair of plant and equipment?
	
	

	12.2.8
	Use of hazardous substances and associated monitoring?
	
	

	12.2.9
	Inspection and test reports?
	
	

	12.2.10
	Particulars of qualifications held by individuals?
	
	

	12.2.11
	Internal review reports?
	
	

	12.2.12
	WHS design reviews?
	
	

	12.2.13
	Minutes of WHS meetings?
	
	

	12.2.14
	WHS audit reports?
	
	

	12.2.15
	Worker injury management records?
	
	

	12.2.16
	Evidence of actions taken as a result of WHS meetings?
	
	

	12.2.17
	Corrective action records?
	
	

	12.2.18
	Work safety records generally?
	
	

	Findings

	


END OF PWHSMP CHECKLIST
3.
CONTRACTOR’S WHS MANAGEMENT PLAN (WHSMP) CHECKLIST

The following checklist indicates my organisation’s compliance with the NSW Government Work Health and Safety Management Systems and Auditing Guidelines (5th Edition) 

	PRINCIPAL CONTRACTOR:
	

	PROJECT:
	

	JOB NO:
	

	TELEPHONE:
	

	Overall, the WHS Management Plan:
	YES/NO

	1
	Is an easily understood document 
	

	2
	Describes the work to be undertaken
	

	3
	Identifies the hazards associated with the work
	

	4
	Describes the risk assessment processes that will be used 
	

	5
	Describes the risk control measures that will be used
	

	CONTRACTOR’S REPRESENTATIVE COMPLETING THIS FORM

	NAME:
	

	SIGNATURE:
	

	DATE:
	____  /  ____  /  _____


	1.
RISK MANAGEMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	1.1
	The hazards associated with each work activity have been identified
	
	

	1.2
	The associated risks with hazards have been assessed


	
	

	1.3
	Measures for eliminating or minimising and monitoring the risk controls have been developed and documented for implementation
	
	

	Findings

	

	2. STATEMENT OF RESPONSIBILITIES (PEOPLE WITH HEALTH AND SAFETY RESPONSIBILITIES)

	
	
	PAGE NO/

SECTION
	RESPONSIBLE PERSON

	
	The statement of responsibilities defines who will be responsible for:

	2.1
	Identifying hazards and assessing the risks associated with the Works and documenting the risk control measures to be taken


	
	

	2.2
	Managing compliance with WHS, workplace injury management and workers compensation legislation, regulations, standards and codes, Safe Work Method Statements and the Site Safety Rules
	
	

	2.3
	Assessing and monitoring the capability of your service providers in the supply chain, and verifying that they meet WHS requirements


	
	

	2.4
	Displaying and making Site Safety Rules available to personnel on, and visitors to, the work site. 
	
	

	2.5
	Making sure that the WHS Management Plan is prepared and kept up to date, is accessible to all persons working on site and that the people working on site are aware of the content of the WHS Management Plan. 
	
	

	2.6
	Making sure that the Site Safety Rules are displayed and available on the work site and provided to people who work on, or visit, the work site
	
	

	2.7
	Providing your service providers in the contract chain with your WHS Management Plan and any updates
	
	

	2.8
	Managing WHS communication and consultation provisions in accordance with the regulatory and other requirements
	
	

	2.9
	Conducting site-specific induction, specific work activity safety training and refresher training
	
	

	2.10
	Making sure that before starting work on site, all personnel attend an WHS induction training course covering general construction work as well as the particular site and specific work activity
	
	

	2.11
	Preparing, maintaining and making available the register of hazardous substances
	
	

	2.12
	Managing workplace illness/injury and emergency processes to suit procedures
	
	

	2.13
	Maintaining first aid stocks and providing first aid
	
	

	2.14
	Keeping WHS records
	
	

	Findings

	


	3.
COMMUNICATION AND CONSULTATION

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	The Plan clearly describes how  the Contractor plans to:

	3.1
	Facilitate the establishment of WHS Committee or HSR or WHS Representative or other arrangements for WHS consultation agreed by management, workers and service providers.
	
	

	3.2
	Review site consultation arrangements with workers and service providers.
	
	

	3.3
	Ensure that all workgroups will be represented by either the WHS Committee or Representative or are involved in the site specific other agreed arrangements
	
	

	3.4
	Elect the WHS Committee or HSR or WHS Representative, if applicable to the agreed site communication and consultation arrangements
	
	

	3.5
	Ensure that each member of the WHS Committee, HSR or WHS Representative undertakes WHS consultation training
	
	

	3.6
	Record, publicise and encourage workers representatives to participate in the work on a regular basis
	
	

	3.7 
	Consult on the job through daily communication between site managers, workers and service providers
	
	

	3.8
	Provide access to relevant WHS information through notice boards, toolbox meetings, circulars and safety alerts
	
	

	3.9
	Liaise with their service providers to coordinate WHS consultation and communication on work sites, and regularly communicate with unions
	
	

	Findings

	


	4.
INCIDENT MANAGEMENT

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	The Plan defines:

	4.1
	Who will be available (both during and outside normal working hours) to prevent, prepare for, respond to and recover from illness/injury and incidents
	
	

	4.2
	Your procedures for detecting and documenting issues and incidents of non compliance and non-conformance 
	
	

	4.3
	Your procedures for quarantining and disposal of non-conforming materials and substances
	
	

	4.4
	Your procedures for communicating information about issues and corrective action 
	
	

	4.5
	Your procedures for incident/ illness/ injury reporting and investigation, including notifying SafeWork NSW, and implementation of corrective, implementation of injury management and return to work plans.
	
	

	4.6
	Your procedures for First aid arrangements, including facilities and First Aid equipment and the arrangements for training in First Aid. 
	
	

	Findings

	


	5.
SITE SAFETY RULES

	Site Safety Rules must be prepared, implemented and displayed on notice boards and other suitable locations on the work site, and be provided to all personnel on, and visitors to the work site.

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	As a minimum, Site Safety Rules covers and includes the following:

	
	Induction and safety training

	5.1
	Before starting work on site, all personnel must attend induction training in health and safety aspects of general construction work
	
	

	5.2
	Before starting work on site, all personnel must attend adequate site-specific training and induction training for the particular work activity being undertaken
	
	

	5.3
	All personnel on the work site must attend appropriate refresher training and be involved in regular discussion of work site WHS matters
	
	

	5.4
	All visitors when on the work site, must be accompanied by a person who has received the above training
	
	

	
	Personal protective equipment

	5.5
	All personnel and visitors must wear appropriate personal protective equipment (PPE) when on the work site
	
	

	
	Site access and security

	5.6
	All entry to, movement on, passage adjacent to, and exit from the work site of persons, vehicles and equipment, will be controlled in accordance with required procedures
	
	

	
	Illness/injury and emergency procedures

	5.7
	All first aid facilities and illness/injury and emergency procedures will be clearly identified and used, including reporting illness/injury and incidents
	
	

	
	Protection of all workers and the public

	5.8
	Effective barricades, fencing and overhead protection will be used where applicable
	
	

	
	Elevated work

	5.9
	All work at heights will be done in accordance with the relevant legislation, regulations, standards, codes and procedures
	
	

	
	Electrical work, overhead wiring, installations and equipment
	
	

	5.10
	No working live
	
	

	5.11
	All electrical work, plant and equipment must comply with WHS and electrical safety legislation, regulations, standards, codes and procedures, including inspection and tagging of leads and power tools
	
	

	5.12
	The presence and location of all electrical cables will be identified before commencing adjacent work
	
	

	
	Demolition, excavation, scaffolding, formwork and other structural frames

	5.13
	All demolition, excavation, scaffolding, formwork, and work with other structural frames will be done in accordance with the relevant legislation, regulations, standards, codes and procedures
	
	

	
	Hazardous materials and dangerous goods

	5.14
	A register of hazardous substances must be kept and maintained for all hazardous substances brought onto the work site
	
	

	5.15
	All hazardous substances and dangerous goods must be used, handled and stored in accordance with requirements
	
	

	
	Safe working

	5.16
	All requirements identified will be followed, including fire prevention and housekeeping procedures
	
	

	5.17
	The consumption of alcohol and illegal drugs is prohibited on the work site
	
	

	Findings

	


	6.
WORK HEALTH AND SAFETY TRAINING

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	The Plan defines how your organisation will:

	6.1
	Identify the WHS training needs of management, supervisors and other personnel for the Contract
	
	

	6.2
	Conduct general construction work induction training, specific work activity and work site training, and refresher training in WHS for everyone working on the work site
	
	

	6.3
	Make sure that all personnel attend a general construction work WHS induction training course before starting that work
	
	

	6.4
	Make sure that all personnel attend adequate site-specific induction, work activity and refresher safety training
	
	

	6.5
	Make sure WHS committee personnel and WHS representatives attend consultation training
	
	

	6.6
	Keep appropriate records of WHS training
	
	

	Findings

	


	7.
SAFE WORK METHOD STATEMENTS

	All work activities assessed as having WHS risks require the preparation and implementation of Safe Work Method Statements.  When preparing such Statements, it is important to consult with and involve the personnel who will be doing the work.

	
	
	PAGE NO/

SECTION
	COMMENTS

	
	Your Safe Work Method Statements:

	7.1
	Is on your organisation’s letterhead and show the name and registered office address of the organization
	
	

	7.2
	Is signed and dated by a senior management representative of your organization, and the authors
	
	

	
	Your Safe work Method Statements must at least include the following:

	7.3
	A description of the work to be undertaken
	
	

	7.4
	The step-by-step sequence of activities and tasks involved in doing the work
	
	

	7.5
	The potential hazards and risks associated with each step of the work
	
	

	7.6
	The safety controls that will be put in place to minimise the risks
	
	

	7.7
	All precautions to be taken to protect health and safety
	
	

	7.8
	All health and safety instructions to be given to persons involved with the work
	
	

	7.9
	Identification of the parts of WHS, workplace injury management and workers compensation legislation, regulations, codes, standards and procedures applicable to the work, and where these documents are kept
	
	

	7.10
	The names and qualifications of those who will

· Supervise the work

· Inspect and approve work area conditions, work methods, protective measures, plant, equipment and power tools for use
	
	

	7.11
	A description of what training is given to people involved with the work
	
	

	7.12
	The names of those who will be, or have been, trained for the work activities described in the Statements, and the names and qualifications of the people responsible for training them
	
	

	7.13
	Identification of the resources, plant and equipment that is most likely to be used on the work site, such as ladders, scaffolds, grinders, electrical leads, welding machines, fire extinguisher, tools and materials
	
	

	7.14
	Details of any SafeWork NSW permits and licences required to complete the work and where they are kept
	
	

	7.15
	Details of the inspection and maintenance checks that will be, or have been, carried out on the plant and equipment listed for use
	
	

	Findings

	


END OF WHSMP CHECKLIST

4.
ENVIRONMENTAL MANAGEMENT PLAN CHECKLIST

The following checklist indicates my compliance with the CCC document entitled Environmental Management Systems Guidelines Edition 3 
	CONTRACTOR:

	TELEPHONE:

	PROJECT:


	JOB NO:

	CONTRACTOR’S REPRESENTATIVE COMPLETING THIS FORM (Name):


	SIGNATURE:

	DATE:   _______  /  _______  /  _______
	


	MINIMUM REQUIREMENTS FOR ALL CONTRACTS 
	
	
	

	1
The Environmental Management Plan includes:
	Y/N
N/A
	PAGE

NO
	SECTION

	1.1
	A Statement of Objectives 
	
	
	

	1.2
	A Listing of the environmental aspects and impacts, (with risks and opportunities) and significant related impacts associated with the work
	
	
	

	2
The environmental aspects and impacts listed includes:
	
	
	

	2.1
	Specific undertakings arising from any formal environmental impact assessment
	
	
	

	2.2
	Relevant development consent conditions
	
	
	

	2.3
	Pollution control approvals/licences/permits and any conditions attached to these
	
	
	

	2.4
	Other statutory and contract obligations
	
	
	

	2.5
	Environmental risks and opportunities with significant impacts with the activities involved
	
	
	

	2.6
	Environmental objectives, targets and measures (where practical) for the significant impacts, risks and opportunities
	
	
	

	3
Does the Environmental Management Plan includes:
	
	
	

	3.1
	Documented procedures to be followed to manage the identified aspects and significant impacts, risks and opportunities identified (These measures are subject to compliance with the contract involved)
	
	
	

	3.2
	A clear indication of the respective environmental management roles and responsibilities of the service provider and its service providers
	
	
	

	3.3
	Emergency response procedures, covering the details required
	
	
	

	4
It is demonstrated that all personnel:
	
	
	

	4.1
	Are or will be familiar with the Environmental Management Plan
	
	
	

	4.2
	Understand the Plan, including with the following:
	
	
	

	4.2.1
	Application of the Plan to them
	
	
	

	4.2.2
	Assessment of training needs
	
	
	

	4.2.3
	Communication, training and induction procedures
	
	
	

	4.2.4
	Training programs
	
	
	


	ENHANCEMENTS FOR MAJOR CONTRACTS 
A Major Contract is defined as a contract having a value of $10M or more or 

a contract having a value of under $10M but determined by Agency as being environmentally sensitive or of high risk.
	
	
	

	1
The Environmental Management Plan includes the following, as they apply to the nature and scope of the contract:
	Y/N

N/A
	PAGE

NO
	SECTION

	1.1
	Identification of organisational and individual roles, responsibilities and authorities for establishing, implementing and maintaining procedures, and monitoring activities and performance, to ensure conformity with each environmental management requirement (documenting all such responsibilities)

With:
	
	
	

	1.1.1
	supervisory/management protocols for personnel and service providers
	
	
	

	1.1.2
	appointment of an environmental manager
	
	
	

	1.2
	Documented procedures, with roles, responsibilities and authorities, for controlling all activities/processes and performance to ensure conformity with each environmental management requirement (listing all such requirements) Including for:
	
	
	

	1.2.1
	management of service providers
	
	
	

	1.2.2
	training of personnel
	
	
	

	1.2.3
	communicating requirements, including legislation/ regulations, and approval/permit/licence and contract conditions
	
	
	

	1.2.4
	keeping records
	
	
	

	1.2.5
	providing regular reports on the implementation of the Environmental Management Plan
	
	
	

	1.2.6
	activities with compliance bonds/undertakings and penalties for nonconformity
	
	
	

	1.2.7
	Other activities (give details) …………………………………….……………………………..

……………………………………………………………………
	
	
	

	1.3
	Cross-references to, or inclusion of, other environmental and other management related documents such as:
	
	
	

	1.3.1
	work method statements (give details) …………………………………….……………………….…….

……………………………………………………………………
	
	
	

	1.3.2
	design plan
	
	
	

	1.3.3
	landscape plan
	
	
	

	1.3.4
	soil and water management plan/erosion control plan
	
	
	

	1.3.5
	statement of heritage significance
	
	
	

	1.3.6
	incident management plan
	
	
	

	1.3.7
	traffic management plan
	
	
	

	1.3.8
	communications plan
	
	
	

	1.3.9
	industrial relations/training plan
	
	
	

	1.3.10
	WHS management plan
	
	
	

	1.3.11
	quality management plan
	
	
	

	1.3.12
	Others (give details) …………………………………….………………………………

…….………………………………………………………………
	
	
	

	1.4
	Monitoring, measurement, evaluation and review (including audit) procedures, including provisions for: 
	
	
	

	1.4.1
	review criteria/measures/scope/personnel/program
	
	
	

	1.4.2
	addressing the consequences of nonconformities
	
	
	

	1.4.3
	investigation, analysis, evaluation and follow-up verification
	
	
	

	1.4.4
	corrective and preventive action
	
	
	

	1.4.5
	Others (give details) …………………………………….………………………………

……….……………………………………………………………
	
	
	


5.
TRAINING MANAGEMENT PLAN (TMP) TEMPLATE

GUIDE

All contractors awarded NSW Government tenders over a $1 million must submit a Training Management Plan to the government agency responsible for the tender (contract Principal) before site works can begin.

This document is intended to provide a guide to tenderers on the requirements of the NSW Government’s Training Management Guidelines. Tenderers may modify the template, adding to or deleting sections, to meet their needs.

For further information read the Training Management Guidelines, available from ProcurePoint website.
TRAINING MANAGEMENT PLAN CHECKLIST

(Refer also to checklists on pages 22 – 29 of the Training Management Guidelines)
	TMP Section 
	TMP Section from Guidelines
	

	Contract and company details
	
	

	SECTION 1
	Training management commitment (B)
	

	SECTION 2:
	Planning (C)
	

	SECTION 3:
	Training targets (A)
	

	
	Prioritising needs (D)
	

	
	Workforce participation (E)
	

	
	Resources (F)
	

	SECTION 4:
	Apprentice target (A)
	

	SECTION 5:
	Subcontractors (H)
	

	SECTION 6:
	Evaluation and review (I)
	

	SECTION 7:
	Record keeping (J)
	

	SECTION 6:
	Management accountability and responsibility (B & G)
	


	CHECKLIST - PROJECT TRAINING MANAGEMENT PLAN  
	
	
	

	1
Apprentice and Training Targets:
	Y/N

N/A
	PAGE

NO
	SECTION

	1.1
	Apprentice target identified
	
	
	

	1.2
	Training target identified
	
	
	

	2
Commitment:
	
	
	

	2.1
	Where applicable, for a Category 1 Project, a Project Training Management Plan is consistent with the Enterprise Training Management Plan accepted with the tender, which addresses the Key elements in Section 7 of the Guidelines in detail
	
	
	

	2.2
	Where applicable, for a Category 2 or 3 Project a Project Training Management Plan addresses the key elements in Section 7 of the Guidelines in detail
	
	
	

	2.3
	A management representative nominated with responsibility for the implementing the Project Training Management plan
	
	
	

	3
Planning:
	
	
	

	3.1
	A workforce participation measures included for the Project
	
	
	

	3.2
	Priorities confirmed
	
	
	

	3.3
	Action required (what is to be done) confirmed 
	
	
	

	3.4
	Resources (what and who) confirmed
	
	
	

	3.5
	Responsibilities (who) confirmed
	
	
	

	3.6
	Timing (when) confirmed
	
	
	

	4
Implementation:
	
	
	

	4.1
	Confirmed the measures to be implemented in selecting subcontractors and in assessing their capacity to fulfil their training management obligations
	
	
	

	4.2
	Confirmed how ongoing subcontractor compliance with training management requirements is to be monitored and assessed
	
	
	

	5
Measurement, Evaluation and Review:
	
	
	

	5.1
	Are there clear procedures for:
	
	
	

	5.1.1
	Verifying that the Enterprise and Project Training Management Plan (as may be applicable to the project) are being implemented
	
	
	

	5.1.2
	Measuring the effectiveness of the Project Training Management Plan
	
	
	

	5.1.3
	Measuring the effectiveness of the workforce participation measures
	
	
	

	5.1.4
	Measuring the achievement of Project Training Management targets
	
	
	

	5.1.5
	Corrective action, reporting and follow‐up
	
	
	

	5.1.6
	Maintenance and retrieval of training management records for the contractor and subcontractors on the project
	
	
	


NOTE:

1) Contractors may be contacted by the government agency, or its representative, to verify details provided in this training management plan.



[Insert company logo here]

TRAINING MANAGEMENT PLAN

CONTRACT AND COMPANY DETAILS

	Contract details

	RFT Number:
	

	Contract title:
	

	Government agency responsible (Principal):
	

	Project value:
	

	Project category: 
	{Cat. 1 is >=$20mil; Cat. 2 is <$20mil and >=$5mil; Cat. 3 is <$5mil and >=$1 mil}

	Project location:
	

	Contact details

	Company name 

(on the contract):
	

	Contact person:
	

	Position title:
	

	Registered business address
	

	Postal address:
	

	Phone
	
	Mobile no.:
	

	Fax:
	
	Email:
	


SECTION 1: TRAINING COMMITMENT

Reference: Page 15 of the Training Management Guidelines.

[Insert or attach company training management policy statement]

As the Chief Executive Officer/Partner/Sole Trader I confirm my full support and commitment to the policies, objectives and targets contained in this Training Management Plan.

	Signature:
	

	Name:
	

	Position title:
	

	Date:
	


SECTION 2: PLANNING

Assess the skills required to meet the business’s short, medium and long term goals and the skills already held by the workforce, to identify skills to be developed by the workforce. Reference: Page 16 of the Training Management Guidelines.

	Skills/licence/experience needed
	Required by law

Y/N

e.g. WHS, licence, permits, certificates & qualifications
	Priority

Importance?

e.g. Low/Medium/High
	Current skills

List who has the skills/ licence/ experience?
	Training gap

List who needs to have the skills/ licence/ experience, but doesn’t?
	Action required

What will be done?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SECTION 3: TRAINING TARGETS

How the business will identify and meet its workforce training target. Reference: Pages 5, 7 & 17 of the Training Management Guidelines
NOTE: All building/engineering projects will have an overall project training target of 20% of the total project workforce participating in structured training by a quarter of the way through the contract. Reference: Page 7 of the Training Management Guidelines.

	Total project workforce size (number):
	[Number]

	Training target 

(number of people on the project required to participate in structured training)
	[Number]

	Actual training

(Number of people on this project currently participating in structured training)
	[Number]


	Skill/

Training needs identified in Section 3


	Names for skill development

Who is to be trained?
	Approach 

How will skills be gained? 

E.g. on-the-job or off-the-job training
	Timeframe When must training take place?
	Date training completed

When was training completed?
	Resources

What and/or who is needed?
	Responsibility

Who is responsible for ensuring training happens?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


SECTION 4: APPRENTICE TARGETS

Apprentices must be employed to undertake 20% of the trade work involved in the contract. This means there will be one apprentice for every four tradespeople. Reference: Page 7 & 15 of the Training Management Guidelines.

	Total size of trade workforce: 

Number of tradespeople, including those engaged by subcontractors, working on the project
	[Number]

	Apprentice target:

Number of apprentices required for this project, including those engaged by subcontractors
	[Number]

	Training Contract ID (TCID)* numbers of all apprentices engaged on the project:

	Actual apprentices

Number of apprentices currently employed by the business or placed by a group training organisation
	[Number]
	List apprentice TCIDs:

	Number of new apprentices to be employed by the business and subcontractors to meet this requirement 
	[Number]
	List apprentice TCIDs:

	Where the business or its subcontractors are unable to employ the required apprentices, they may host the employment of the required number of apprentices through the government agency, or its representative, for the duration of the project. 

	Number of apprentices to be placed with the business and/or subcontractor
	[Number]
	Trade:


* Training Contract ID (TCID) number is a unique identifier allocated to an apprenticeship/ traineeship when a training contract between an employer and an apprentice/trainee is approved by State Training Services, a division of the NSW Department of Education and Training.
	NOTES/COMMENTS:




SECTION 5: SUBCONTRACTORS

How the business will ensure subcontractors meet their training management obligations. 

Reference: Page 19 of the Training Management Guidelines
	Describe measures taken to select subcontractors who can implement training and skill development initiatives and fulfil training management obligations.
	

	Describe measures taken to manage subcontractor compliance with training management requirements.
	

	Describe measures to assess and monitor subcontractor compliance with training management requirements.
	


SECTION 6: EVALUATION AND REVIEW

How the business will ensure that the Training Management Plan has been implemented and is effective. Reference: Page 20 of the Training Management Guidelines.

	Business outcome
	Steps taken

What is to be done?
	Performance indicators

How is success measured?
	Results



	E.g. Training Management Plan is effective
	E.g. Ensure workforce participation targets achieved
	E.g. 20% of workforce (or 4 of 20 staff) in structured training
	E.g. 30% (6 of 20 staff)

	
	E.g. Ensure training activity linked to business objectives
	E.g. 90%
	E.g. 95%

	
	
	
	

	Everyone understands and works towards the objectives of the Training Management Plan
	
	
	

	
	
	
	

	
	
	
	

	Training management plan and schedule stays up-to-date, so learning activities matches production or business needs
	
	
	

	
	
	
	

	
	
	
	

	Apprentices and trainees are supported and have the resources they need
	
	
	

	
	
	
	

	
	
	
	


SECTION 7: RECORD KEEPING

How the business will collect, keep and use training records.

Reference: Page 21 of the Training Management Guidelines.

	[Describe how the business will collect, store and use training records]




SECTION 8: MANAGEMENT ACCOUNTABILITY AND RESPONSIBILITY FOR THE TRAINING MANAGEMENT PLAN

	Name of person responsible
	Position title
	Telephone contact
	Responsibility
	Brief description

What activities or outcomes is the person responsible for?

	
	
	
	Decision making
	

	
	
	
	Monitoring and evaluation of the plan
	

	
	
	
	Tracking outcomes
	

	
	
	
	Acting on issues
	


PAGE  
	
	



