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Instructions for using this document.

Prior to engaging labour hire personnel, the University Contract Manager should:

1. complete the job description details below;

2. ensure the worker suits the job requirements;

3. ensure the actions on the checklist are signed off when completed;

4. send a copy of this form to the labour hire provider (via fax or email); and

5. retain a copy for its records.

	Job title:
	

	Hours of work:
	

	Intended duration of contract:
	

	Name of host company and address of work:
	

	Physical location of work (e.g. plant number):
	

	Summary of tasks or job:
	

	Supervisor (name and contact details):
	

	Supervision provided: Continuous / Frequently (hourly) / Occasional (every few hours) / Minimal (daily) / None

	Qualifications (licences, etc.) that the worker must possess:
	

	Experience the worker should possess:
	

	Other selection criteria (e.g. medical):
	

	Training provided: Induction / On-the-job / Formal (ongoing) / None

	Personal protective equipment (PPE) provided by: Labour hire agency / Host employer

	Please outline any hazards or other issues in the work and workplace that have the potential to cause injury to labour hire staff (including but not exclusive to):

( Slippery or cluttered floors 
( Loud noise
( People and forklifts in the same areas
( Lifting
( Falling objects 
( Heavy loads

( Dangerous machinery 
( Stretching or reaching
( Vehicles
( Electricity
( Unguarded equipment 
( Chemicals

( Occupational violence & bullying

( Other


	Risk control plan attached? Yes No

	Completed by:
	

	Contact details:
	


