1. Agenda for Contractor Inductions
1. Welcome and Introduction
Welcome from Kent’s Site Manager.
Overview of Kent Construction’s commitment to workplace safety.
Purpose of the induction: Ensuring compliance with WHS standards and fostering a safe work environment.
2. Company Overview
Introduction to Kent’s core operations and project goals.
Brief introduction of each contractor’s role:
Unispan: Scaffolding erection, maintenance, and dismantling.
Hi-Quality: Waste segregation, collection, and disposal.
3. Site Overview
Layout of the construction site:
Entry/exit points.
Restricted areas and hazardous zones.
Emergency assembly points and routes.
Amenities: Toilets, eating areas, and first aid locations.
4. WHS Policies and Procedures
Overview of Kent’s WHS policy, including:
PPE requirements (hard hats, high-vis clothing, safety boots, gloves, and task-specific gear).
Hazard and risk reporting procedures.
Emergency response protocols.
Emphasis on adherence to site rules.
5. Task-Specific Requirements
Unispan – Scaffolding Contractor:
Working at heights: Risk controls and requirements under the Managing the Risk of Falls at Workplaces Code of Practice.
Inspections and certifications for erected scaffolds.
Reporting unsafe scaffolding conditions immediately.
Hi-Quality – Waste Management Contractor:
Proper waste segregation (general, recyclable, hazardous).
Safe handling and disposal of hazardous materials.
Importance of maintaining clear and accessible waste collection points.
6. Site-Specific Hazards
Identification of common hazards:
Unispan: Risks associated with scaffolding collapse, falling tools, and untrained workers.
Hi-Quality: Risks from improper waste handling, sharp materials, or hazardous substances.
Controls in place to mitigate these risks.
7. Codes of Practice
Relevant Codes of Practice:
Managing the Work Environment and Facilities.
Working at Heights (Unispan).
Waste Management (Hi-Quality).
8. Incident Reporting
How to report incidents, near misses, and hazards:
Complete incident forms.
Notify the site supervisor immediately.
9. Documentation and Records
Review required documents for compliance:
Licenses and certifications (e.g., scaffolding permits).
Acknowledgment of WHS policies.
Evidence of previous inductions or training.
10. Acknowledgment and Sign-Off
Distribute and review induction checklists for both contractors.
Allow time for questions and clarifications.
Collect signatures confirming understanding of WHS policies and procedures.
Timing:
Duration: 2 hours.
Q&A Session: 15 minutes at the end.

2. WHS Induction Checklist for Each Contractor
General Information
Contractor name: 
Company: 
Date of induction: 
Induction conducted by: 
Checklist Items
· Contractor has been provided with the WHS Policy.
· Contractor has been informed of specific site hazards.
· Contractor understands PPE requirements.
· Contractor has been briefed on emergency procedures.
· Contractor has been informed about incident reporting procedures.
· Contractor has acknowledged Codes of Practice compliance.
· Contractor has signed the induction form.

3. Incident Report Forms Illustrating Non-Compliance
Incident form 1:
PCBU Name: Kent Construction
Contractor Name: Unispan
1. Incident Details
Date of Incident: 21st November 2024
Time of Incident: 10:15 AM
Location of Incident: Zone B – Scaffolding Area
2. Person Involved
Name: John Smith (Unispan Contractor)
Role/Position: Scaffolding Installer
3. Description of the Incident
During a routine inspection, it was observed that several scaffolding structures were not securely braced, creating a risk of collapse. Workers were also observed accessing the scaffold without safety harnesses, contrary to Kent’s WHS policies and the Managing the Risk of Falls at Workplaces Code of Practice.
4. Immediate Actions Taken
Site Supervisor immediately restricted access to the unsafe scaffolding.
Workers were instructed to vacate the scaffold area.
A safety officer was dispatched to conduct a detailed assessment.
5. Root Cause Analysis
Lack of adherence to scaffold inspection protocols.
Insufficient supervision during scaffolding setup.
Workers were not adequately trained on safety harness use.
6. Corrective Actions Required
Conduct a full inspection of all scaffolds and rectify identified issues.
Retrain all workers on proper use of fall protection equipment.
Enforce daily scaffold inspections with sign-off by the site supervisor.
7. Witnesses
Name: Sarah Johnson
Role/Position: Kent Safety Officer
8. Report Completed By
Name: Michael Brown
Role/Position: Site Supervisor
Date: 19th November 2024

Incident form 2:
PCBU Name: Kent Construction
Contractor company name: Hi-Quality
1. Incident Details
Date of Incident: 19th November 2024
Time of Incident: 2:30 PM
Location of Incident: Waste Management Area
2. Person Involved
Name: Alex Taylor (Hi-Quality Contractor)
Role/Position: Waste Disposal Operator
3. Description of the Incident
Improper segregation of hazardous and non-hazardous waste was observed. Hazardous waste, including sharp objects and chemicals, was disposed of in general waste bins, creating a significant safety risk for workers handling the bins.
4. Immediate Actions Taken
Hazardous waste was removed and placed in designated bins.
General waste bins were temporarily closed off until properly sorted.
Workers were reminded of waste segregation protocols.
5. Root Cause Analysis
Inadequate training on waste segregation requirements.
Absence of clear labelling on waste bins.
Lack of regular monitoring of waste disposal practices.
6. Corrective Actions Required
Conduct training sessions for Hi-Quality staff on proper waste segregation.
Install clear labels and signage on all waste bins.
Schedule weekly inspections of waste disposal areas.
7. Witnesses
Name: Emma Wilson
Role/Position: Kent WHS Representative
8. Report Completed By
Name: Jacob Lee
Role/Position: Waste Area Supervisor
Date: 19th November 2024

4. Emails with Contractors Addressing Non-Compliance
Unispan:

Subject: WHS Non-Compliance Notification and Required Actions
Dear Unispan,
During a recent inspection on 21/11/2024, the following WHS non-compliance issues were identified:
· Scaffolding was not secured to the Kent standard for Scaffolding
As per our agreement and the WHS Act 2011, it is your responsibility to ensure compliance with workplace safety standards. To rectify these issues, the following actions are required by 05/12/2024:
· Corrective action - retrain staff on proper scaffolding setup and provide evidence of compliance.
Please confirm receipt of this email and provide a written update on your progress by 28/12/2024. Failure to address these issues may result in escalation and potential review of your contract.
Kind regards,
Elise Painter
HSSE
Kent Construction

Hi-Quality:

Subject: WHS Non-Compliance Notification and Required Actions
Dear Hi Quality,
During a recent inspection on 19/11/2024, the following WHS non-compliance issues were identified:
· Improper segregation of hazardous waste materials.
As per our agreement and the WHS Act 2011, it is your responsibility to ensure compliance with workplace safety standards. To rectify these issues, the following actions are required by 10/12/2024:
· Corrective action - ensure waste is segregated correctly according to QLD guidelines.
Please confirm receipt of this email and provide a written update on your progress by 03/12/2024. Failure to address these issues may result in escalation and potential review of your contract.
Kind regards,
Elise Painter
HSSE
Kent Construction
