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Introduction 
 
Scouts Australia NSW, ‘Scouts NSW’, is committed to the provision of safe and healthy environments 
for workers, contractors, and visitors. We are also committed to the protection of the environment 
and continuous improvement of performance in the reduction of environmental impacts. 
As a contractor, your role within our organisation contributes to achieving our goals. Safety and 
environmental protection are an integral part of all work performed within our business. In line with 
this commitment, minimum expectations of all Contractors have been created.  These expectations 
include the requirements to abide by all relevant legislation, observe any lawful directions (including 
safety signage) given by site managers and observance of Scouts NSW Procedures.  Failure to adhere 
to any of the above may result in the Contractor being removed from Scouts NSW property and may 
be considered a breach of the contract and sufficient grounds for termination of the contract. 
  
It is essential all contractors: 
 

 Are familiar with the contents of this handbook 

 Sign the Acknowledgment Form and the Safety Induction Checklist after reading the 
handbook and completing the site induction 

 Keep a copy of this handbook with them and refer to it as required to ensure ongoing 
compliance to rules.  Contractors must be able to produce a completed copy of Appendix 1 
on request 

 Ensure any sub-contractors engaged by you are also aware of the requirements of Scouts 
NSW and abide by the same standards.  

 

 
 
 
 
 

 
Scouts Australia NSW requires the highest standards of compliance in the protection of people, its 
assets and the environment. We thank you for your contribution to maintain these goals. 
 
Please note that Scout Sites include Activity Centres, Region Offices, Region  Campsites, District Sites 
and Scout Group Halls.  The term “Site Manager” used in this document relates specifically to those 
sites managed by the employed staff of Scouts NSW.  In all other instances, the term “Site Manager” 
may be used to refer to either the volunteer, or employed staff member, designated to be the 
contact for contractors working on the specific site. 
 
 
 
 
 
 
 
 
 
 

 

You are required to report any workplace health and safety hazards or 
environmental issues whilst on site. 
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Work Health and Safety Policy  
Policy Statement  
Scouts Australia NSW (“Scouts NSW”) safely delivers a fun, challenging and adventurous 
program that engages and excites young people and their families. In contributing to the 

future of our children and the community, Scouts Australia drives a health and safety program that 
actively manages health and safety risk, constantly learns and develops, and encourages the input of 
all stakeholders.  
Scouts NSW is committed to:  
• providing a healthy and safe work and activity environment;  

• systematically managing hazards and risks through the application of a hierarchy of controls;  

• achieving the highest standards of health and safety through a process of continuous 
improvement;  

• complying with work health and safety (“WHS”) legislative requirements; and  

• consulting with, employees, Volunteers, subcontractors (“Workers”) and youth members at all 
levels to achieve our policy objectives.  
 

Responsibilities  
As the Person Conducting a Business or Undertaking (“PCBU”), Scouts NSW will ensure its 
responsibilities under WHS legislation are understood and met, and so far as Reasonably Practicable:  
• ensure the health and safety of Workers (including Volunteers) and youth members;  

• ensure the health and safety of other persons is not put at risk from work (and activities) being 
conducted;  

• ensure the safe use, handling and storage of plant, materials and substances;  

• provide adequate facilities for the welfare of Workers and youth members; and  

• provide the information, training, instruction and/or supervision that is necessary to protect all 
persons from risk to their health and safety while engaged in the Scout Program or working for the 
Association.  
 
Ensuring a safe environment is everyone's responsibility. It is not the sole responsibility of the most 

senior person on the premises, the Activity Leader, the Camp Warden, or the uniformed leader. 

Everyone has a Duty to ensure the environment is safe—employees, Workers and youth members—

whether it be a campsite, an office, a Scout hall, or on an activity. 

Review  
The Scouts NSW WHS Policy will be reviewed annually by the Board of Scouts NSW, through the 

Audit and Risk Committee.  

Endorsement
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Contractors and Sub Contractors 
 

Work Requirements 
 
Scouts NSW strongly encourage all contractors to be safety conscious and committed to the safety 
requirements of the business. 
 
All contractors and sub-contractors engaged to perform work at Scouts NSW premises or locations 
are required to comply with WH&S and environmental legislation, as well as the policies, procedures 
and programs of the Association.  Following accepted Safe Work Practices is mandatory and 
contractors should observe directions on health and safety from the Management team of our 
organisation and/or their primary contact. 
 
You are required to ensure all personnel under your control have appropriate qualifications, valid 
licences, permits or certificates of competency for the work being undertaken. Your licence or 
certificate must be in your possession at all times and must be available on request. No apprentices 
are to be on site without the supervision of a Qualified Tradesperson. 
 
Prior to any work commencing, all Contractors must produce licence and permit details and advise 
the Management of all Public Liability Insurance details. 
 
Equipment owned by Scouts NSW is not to be used without permission of the Site Manager. 
It is your requirement to ensure any language barriers are addressed, and all workers attending  
Scouts NSW sites understand and comply with all aspects of safe work systems and processes. 
 
Prior to the commencement of routine maintenance activities, a Work Method Statement or 
Standard Operating Procedure must be available for review.  If works extend beyond routine 
maintenance, a risk assessment is required to be produced. 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

 
Our rules are simple- no licence, no work! 

 
 

We value your safety and will ensure you are fully licensed before 
commencing work for us. 
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Advisory Signs and Barricades 

 
Advisory signs are shown are used in many locations to highlight hazards.  All advisory 
signs posted around the site must be obeyed.  Note that lack of presence of an 
advisory sign does not mean that hazards do not exist.  Contractors must clearly sign 
areas where work is taking place and keep the work area cordoned off as appropriate. 

 
Barricades must be used where practical and as a minimum as required to prevent 
access to hazards or work areas were persons may be exposed to danger including fall 
risks (from heights or excavations).  Consideration must be taken into visibility of 
hazards including the use of additional control measures such as warning notices and 

lights.  All persons are required at all times to obey warning signs displayed on site. Personnel must 
not enter restricted area unless authorised to do so by Management or designated site contact. 
 

  Signs must be clearly visible, clean and legible. 
• Barricading must be maintained as required and removed immediately following control of 
hazards.  It must be correctly stored when not in use. 

Asbestos  

Due to the age of buildings on some Scout sites, the site contact should be asked for 

clarification on the presence or suspected presence of asbestos in the work area. 

 

Child Protection Policy and Contractor Working With Children Certification  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

Our Commitment to Child Protection 
 

Scouts Australia NSW prides itself on providing a child safe and child 
friendly environment for its young people. We uphold our obligation 
under the Child Protection (Working with Children) Act 2012 (NSW)  
and Child Protection (Working with Children) Regulation 2013 to 
conduct Working With Children Checks on employees and 
volunteers.   
 
In some circumstances, Contractors working on Scouts NSW sites 
may be required to produce evidence of  Working with Children 
status and photo identification before commencing work if children 
are present on site. 
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Drug & Alcohol Policy 

In accordance with the Scouts NSW Drug and Alcohol Policy (Section 18 Scouts 
NSW Work, Health and Safety Manual), being in possession of illicit drugs is 
strictly prohibited on any Scouts NSW site.  No Alcohol is to be consumed on a 
Scout site, without the prior consent of the Chief Commissioner.  No person is to 
present themselves for work under the influence or adversely affected by alcohol 

and/or illicit or prescription drugs.  
 

Lock Out & Tag Out ‘LOTO’ & Electrical Safety  

 

Lock Out & Tag Out 'LOTO' 

  
Lock out and tag out procedures are a crucial part of a strong safety program and 
must be followed where access is required to machinery, plant and equipment to 
prevent injuries from exposure to energy.  This is of particular importance during 
cleaning, maintenance, repair or installation projects and where removal of 
guarding is required. 
 
Whenever power driven machinery or equipment, electrical apparatus or pipelines 

are being repaired, examined or adjusted, isolating switches or levers must be set in the “OFF” 
position and a “DANGER” tag must be securely hung on the isolating switch lever or valve by the 
person carrying out the work. 
 
The tag should detail the name of the company carrying out the work and must remain in place till 
the work is completed  
 

If a danger tag is attached to equipment you must not use it. It is an offence to 
knowingly use equipment labeled with a danger tag.  There should not be any 
unauthorized removal of these tags. 
 
Removal of the LOTO device must be by the individual who applied the device, or in line 

with legislative guidelines ensuring the absolute safety of the individual who applied the device.   
Guarding is to be replaced upon completion ensuring all interlocking and fittings are fully operational 
and safe. 
 

Electrical Isolation & Equipment 

 

NO WORK IS ALLOWED ON LIVE ELECTRICAL EQUIPMENT 
 

Isolation of electrical supply on the Switchboards is only to be carried out by a 
qualified/authorised person after approval from Management. 
 
Main switches, circuit breakers or fuses must be tagged, with an approved tag 
stating reasons for isolation and signed by the authorised person. 

 
All equipment must be fully tested prior to the tag being removed and the circuit energised. Only the 
person who tagged the equipment may authorise the removal of the tag and energising of the 
system. 
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Disruption to Services 

 
Permission must be obtained from Site Management or designate before any contractor turns off 
ANY service at the venue. 

Dust Generation 

 
All legislation related to minimisation of dust generation must be adhered to.  Should the nature of 
the work be such that dust, fragments of metal etc. may be generated, the Contractor must erect an 
effective screen that will prevent any nuisance to the public and protect the venue from excessive 
dust.   Consideration must also be made into wearing of Safety Glasses to prevent eye injuries. 

Electrical Safety 

 
All electrical works must be completed by a qualified electrician. All contractors need to 
inspect electrical equipment, including portable leads before use. Inspection tags must 
be fitted on all leads and tools.  Double adaptors may not be used on any Scouts NSW 
site.  Power boards must have regulatory compliance marks present and may be used 
within their load limits (2400 watts). 
 

When connecting or disconnecting power, the power switch must be OFF before inserting or pulling 
out the plug.  Only authorised people are permitted to open marked electrical enclosures. 

Emergency Procedures 

 
Every major Scout site has documented emergency procedures such as 
emergency evacuation and spill control procedures. For small, Scout Group 
controlled sites, your site contact will advise the emergency procedures prior to 
commencement of work and as requested.  For the major camp sites and 
activity centres, these will be advised to you as part of your induction when you 

attend the site.  
 
In the event of an emergency: 
 
• Leave the building by the nearest and safest exit. 
• Remain in the assembly area unless you are instructed to do otherwise by the Chief Warden. 
• Do not re-enter the building until the all clear has been given by the Chief Warden. 

Entry to Site 

 
 
Contractors are only permitted on site for the purpose of their agreed work.  All other 
access is restricted.  Arrangements are to be put in place for access to the Venue 
including if appropriate, the issue of keys. 

Fire Safety 
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Contractors are to be familiar with the location of all fire protection equipment. Fire 
protection equipment, including hose reels and hydrants, is not to be used for any 
other purpose than minor fire protection. 
 
Where the nature of the work is such that fire is a risk, contractors must supply their 
own, appropriate fire protection equipment. 

 
Reduce the risk of fire by maintaining good housekeeping and notifying Management of any fire 
hazards you come across at our Sites.  In the event of a fire, immediately raise the alarm and report 
the fire to the Site Manager. 
 
You should only attempt to extinguish the fire if it is safe to do so.  Fire extinguishers are only 
intended to be used on small fires or as a life saving device to enable escape. 
  

First Aid, Hazard and Incident Reporting 

 
Contractors are advised that assistance from a qualified First Aider may not 
be available on Scout Group controlled sites and small office sites, therefore, 
contractors should carry their own First Aid kit to all Scout Sites and the 
means to contact external assistance, emergency assistance, or 000 in the 
event of an injury or emergency requiring ambulance or medical assistance.    

Contractors using Hazardous Chemicals must bring appropriate First Aid equipment, including eye 
wash kits.  Showers are generally available on major sites, where chemicals are more likely to be 
used. 
 
Major sites are first aid kit equipped and a trained First Aider may be present.  If a contractor has an 
incident on a major site, you must report it immediately to Management who can assist to facilitate 
first aid treatment and complete the appropriate paperwork. 
 

Contractors must report all near misses, incidents, hazards and safety and 
environmental issues to the appropriate Manager and complete the Incident and/or 
Hazard reporting form, available on request, on site. Incidents will be investigated and 
control measures implemented as necessary to prevent recurrence.   
 
Notify us promptly of any incident, injury or hazard as this will assist in our incident 

prevention and hazard reduction program. 

Hazardous Substances 

 
Hazardous substances must not be introduced onto any Scouts NSW site without a 
Safety Data Sheet and prior approval of Management. This includes, but is not 
limited to solvents, cleaning agents and flammable gases. 
 
All hazardous substances must be labeled in accordance with current legislation and 

appropriately stored.   
 
If hazardous substances are required to be used in the work being done by the contractor, the 
hazardous substance must be removed from the work location each day upon completion of work 
unless special arrangements have been made with Site Management.  Where applicable, a register 
of hazardous substances stored on site can be made available on request. 
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If you are splashed or injured in a chemical spills 
 
• Utilise Eye wash kits immediately. 
• Contact First Aid Officer or emergency services for further treatment and assistance. 
 
 

Housekeeping and Storage 

 
Basic housekeeping is the responsibility of every worker and contractor and is critical to 
the efficient functioning of our workplaces. 

Work areas are to be kept clean at all times.  Ensure the area is clear of slip, trip, or fall 
hazards. 

Contractors are to remove waste on a daily basis, or more frequently if required to keep everyone 
safe. In public areas special attention must be paid to workplace safety and housekeeping in general.   
 

Noisy Works 

 
Prior to commencing any structural or noisy drilling works obtain approval from the 
Site manager or their nominee. 
 
 
 

Personal Protective Equipment (PPE) and Apparel 

 
Suitable clothing shall be worn at all times, at a minimum unless otherwise 
specified, a shirt and shorts/trousers and fully enclosed shoes.  
Appropriate protective equipment must be worn as required to prevent injury: 
gloves for protecting hands from substances or impact damages, high visibility 
clothing for most aspects of work and hearing protection, safety glasses, hard hats, 
etc. 

These are general guidelines only and it should be noted that certain tasks require specialized safety 
equipment and apparel in line with Workcover NSW requirements. 

Plant & Equipment Safety 

 
All plant and equipment (hand and power tools, ladders etc.) provided by the 
contractor will be under the control of and responsibility of the contractor at all 
times. These items must be suitable for the task and operated, maintained and 
stored in accordance with the manufacturer's instructions and the appropriate 
safety legislative requirements and standards. Ladders must comply with Australian 
standards and be used in accordance with the manufacturers recommendations. 

 
 
Equipment and materials: 
 
• Must not be left unattended or within the reach of children or unauthorised users. 
• Must be kept out of the paths of egress at all sites and 

  Should not be placed in a way that impedes access to emergency exits. 
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Protecting our Environment 

 
All generated waste is to be disposed of in the correct manner. 
 
All precautions must be taken to minimise the generation of environmental hazards 
such as dust, fumes, gases and vapour. 

Removal of Scout Property from Site 

 
No goods or materials belonging to the site are to be removed from the premises. 
 
 
 

Safe Manual Handling 

 
Safe manual handling is paramount to prevent injuries. 
 
NEVER risk an injury, perform the task safely and follow safe manual handling techniques 
every time! 

 

Security, Behaviour & Work Standards 

 
Appropriate behavior is expected at all times especially in public areas. Any worker whose 
conduct is offensive or disruptive in any way will to be removed from the site 
immediately. 
 
Contractors must adopt a professional code of conduct while on site, appropriate dress, 

language, noise and respect of others in the area. 
 
Security passes or keys issued must be returned each day and never given to anyone else nor allow 
unauthorised access. 
 
Anyone noticing unauthorised persons on site must notify management immediately. Where 
provided ID cards/contractor badges, contractors must display them at all times whilst on Scouts 
NSW premises. 
 

Site Manager 

 
At Scouts NSW State Activity Centres, the Site Manager is responsible for all facility 
requirements and repairs. The Site Manager is also responsible for all matters 
relating to facilities, maintenance and trade contractors while they are working on 
site. 
 

At Region, District or Group controlled sites, the term “Site Manager” may be used to refer to either 
the volunteer, or employed staff member, designated to be the contact for contractors working on 
the specific site. 
 



12 Scouts Australia NSW Contractor Safety Handbook v 5.0   Frebruary 2018  

Slips, Trips and Falls  

  
Slips, trips and falls cause injuries. These injuries can be prevented by:- 
 
1. Good housekeeping 
2. Reporting hazards 
3. Wearing appropriate PPE 

 
These injuries can be prevented by looking out for spills, keeping the floor clear of obstacles and by 
wearing the correct safety shoes. If you see something which could potentially cause a slip, trip or 
fall don't walk past it, do something about it. 
 

Smoking 

 
There is a strict NO SMOKING policy on all sites owned and controlled by Scouts 
NSW.  Contractors and their workers are not permitted to smoke on site.  Please 
discuss an appropriate off site smoking area with the site manager prior to 
commencing work.  Larger sites may have a designated smoking area. 
 

Spills 

 
Spills must be reported and cleaned as quickly as possible but only when it 
is safe to do so and in line with appropriate clean-up methods. 
 
 

 

 If you cause or find a spill raise the alarm and treat  as a potential safety hazard and alert     
management  who will ensure appropriate clean up and disposal occurs.  

 Unless it is unsafe to stay (such as a hazardous spill) do not leave a spill unattended as it is a 
hazard to pedestrians and forklifts. 

 Use spill kits where available to contain hazardous substance spills (locations of spill kits to 
be confirmed during induction). 

 If at all possible stop spills from spreading. 

 Bring attention to a wet area with Signage before cleaning it up. 

 Leave signage in place till the area is completely dry. 

 Hazardous chemical spills must be correctly managed- refer to Management if uncertain of 
correct procedures. 

 Be aware that electricity and liquids do not mix.  Pay extra attention to spills in areas of 
concentrated electricity. 

Traffic Rules 

 
Drivers of vehicles travelling on Scouts NSW sites must be vigilant, as young children 
may be on the site in pairs or groups and could be out of immediate reach of a 
supervising adult at the time a vehicle passes. 
 
 

 

 Site speed at all Scouts NSW sites is 10 kph, unless signposted otherwise. 



13 Scouts Australia NSW Contractor Safety Handbook v 5.0   Frebruary 2018  

 Observe speed limits and traffic signs.  

 Take extra care when reversing. 

 Always park properly and in the designated area.  
 

Working at Heights 

 
A working at heights permit is required for working at more than 2 metres off the 
ground. Unless a risk assessment establishes an alternative safe work practice, fall 
protection must be provided for all persons exposed to a fall of 2 metres or greater.  
All statutory regulations relating to scaffolding must be observed at all times. 

 
 
The use of safety harnesses, lanyards and inertia reel equipment is mandatory when 
working within 3 metres of any roof edge where there is a risk of falling from one 
height to another and sustaining injuries. 
 
Areas below work at height must be made safe by erecting barriers, "workers 

overhead" signage work signs etc. 

Working in trenches or confined spaces 

 
Confined spaces must only be entered by trained personnel who hold an appropriate 
High Risk Work licence and who have also completed appropriate Risk Assessments and 
a work permit.  All trenches must be barricaded and clearly signed at the top and before 
a worker enters a confined space, a standby person must be assigned to continuously 

monitor the wellbeing of those inside the space, if practicable observe the work being carried out 
and initiate appropriate emergency procedures when necessary 
 

Work Permits 

 
All High Risk work permits must be completed in line with Legislative requirements and authorised 
by Management at the Site (Site Manager or other designated manager). Eg. 
 
• Confined Spaces Entry Permit 
• Working with Asbestos 

 High Risk Work Permits 

 Electrical Work 

 
The Contractor must respond by hand to the questions below  
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Can I use Scout equipment for my job? 

Who is responsible for my plant and equipment?  

Can I smoke on Scout sites?  

What ID & documents do I need to provide?  

Who is responsible for facility requirements and repairs?  

Work Plan, Scope and Variations 

 

A full work plan a including safe Work Method Statements and time line must be submitted to Site 
Management prior to the job commencing outlining, among other things: Hours of Work, plant and 
machinery to be brought on site and the expected duration of the job.    It is expected that once a 
job commences work will be continuous except in the case of inclement weather.  
 
Both parties will sign the submitted quote which will serve as the “Scope of Works” for the job in 
question.  
 

The Contractor …………………………………………………………………….. Agrees to these Terms and Conditions 
by signing this document: 
 

Signature:…………………………………………………………  Date: ……………………………………………………….. 

 

I, ………………………………………………………..Site Manager at …………………………………………………………………… 
acknowledge that I have sighted all relevant licences, permits and insurance documentation as 
required in this handbook. 
 

Site Manager:……………………………………….   Date: ………………………………………………………… 

 
These guidelines do not and shall not be deemed to waive or modify any statutory obligations 
imposed on Contractors. They are intended to be complimentary to such obligations and to ensure 
the highest possible standards of safety at all times. They are intended for Contractors, who will be 
given a copy of these guidelines, working at Scouts NSW managed sites.  Requirements under the 
WHS Act (2011), Workcover NSW Regulation and Codes of Practice are to be observed at all times, 
these are guidelines only. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


