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This pack contains information for an approved 
contractor. The contractor company and nominated 
contractor employees who will provide services or 
work at EF will read and acknowledge the information 
through completion of our contractor prequalification 
and contractor induction. 



Protect Environment

Protect Self and Others

Safe Operations

THE EF 3 GOLDEN RULES

•	 Acting with Honesty and Integrity 

•	 High Risk Work is approved 
before commencement

•	 Site establishment and security

•	 Public Interface Managed

•	 Personal Safety Managed

•	 Vehicle and Plant Safety Managed

•	 Hazardous Substances and 
Dangerous Goods Managed

•	 Dust, Noise and  Vibration 
Management

•	 Protect Land and Waterways from 
contamination

•	 Prevention of Soil/Mud Tracking 
on roads



ALL CONTRACTORS TO REPORT;
•	Personal Injuries

•	Property Damage

•	Environmental Damage

•	Security Event/Threat

•	Hazards

REPORTING INCIDENTS & HAZARDS

•	 Report to EF Contact as soon as 
practicable

•	 Report before end of shift/site 
departure

•	 Control hazards

•	 Provide First Aid

•	 Contain spills where safe

•	 Emergency Services

•	 CAR1 if Airside

INCLUDES INCIDENTS WITH MEMBERS OF PUBLIC/TENANTS



CONTRACTOR INDUCTION

Inductions are to be completed via the following link: 

linksafe.com.au/essendonfields

Please complete required inductions as per the table below: 

Evidence of completed inductions are to be retained by the contractors attending site. 

AIRSIDE/
LANDSIDE

ACTIVITY CONTRACTOR 
INDUCTION

AIRSIDE 
INDUCTION

Airside Contractors working 
airside and within hangars

Landside Contactors working 
landside only

Airside and 
Landside

Contractors working both 
landside and airside
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PREQUALIFICATION PROCESS

SELF MANAGED AND ONLINE VIA LINKSAFE

EF PROVIDED WITH EMAIL ONCE SUBMITTED BY CONTRACTOR

•	 Insurances

•	 Commitment to safe work

•	 Identify work types

•	 SWMs for identified work

•	 Identify interface with pedestrians or traffic

•	 You will receive email invite to pre-qual 
July 2024

•	 Pre-Qual Reviewed by EF (Approve/Reject)

•	 Added to Vendor List once approved

•	 PO’s can then be issued

•	 Working at EF info sent

•	 Contractor workers complete EF inductions

•	 EF to issue Authority for LRRM works



ATTENDING SITE AND CARRYING OUT WORKS

MANAGEMENT OF CHANGE

Upon arriving on site, the contractor shall: 

•	 	Notify the relevant EF representative that they have arrived (e.g. via text); 

•	 	Confirm that they have the authorisation for routine low risk activities or obtain 
authorisation to commence high risk works; 

•	 	Sign-in and sign out as follows: 

	- Landside - Via the QR code located at specific location
	- Airside – Via the web based system implemented.  

•	 	Sign out keys or access fobs from Level 2, 7 English Street; and 

•	 	Return any keys or access fobs at the time of sign-out. 

Important Note: Invoices related to the activity completed
cannot be processed if the contractor has failed to sign-in or sign-out.  

Where there is a change to how works are to be 
completed, work must stop, and the Contracting 
Officer must be notified by the contractor. A pre-start 
meeting must be held to define how the works will 
proceed and new Authority to Commence High Risk 
Work must be issued where High-Risk works are 
being completed.

Examples of change includes, change of location, 
work method, (using a crane instead of EWP), or 
new risk has been identified which had not been 
considered or mitigated in original planned works 
methods.
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AUTHORITY TO COMMENCE WORK

LOW RISK ROUTINE MAINTENANCE

HIGH RISK WORK

EMERGENCY WORKS

Authority to Commence Low Risk 
Routine Maintenance will be issued once 
contractor is prequalified.

Authority to commence work can be 
valid for 12 months depending on 
activity.

It is the responsibility of the contractor to obtain authority to commence work for a 
defined period for low risk routine activities.

Authority to Commence High Risk work 
each time a contactor attends site to 
complete high risk activities. 

Contractor to advise EF representative 
where Low Risk work changes to high 
risk.

EF Representative attends pre-start with 
contractor to review required documents 
and approves work commencement.

Contractors engaged to undertake works 
in an emergency must be escorted by a 
nominated EF Facilities Team member 
at all times and do not need to obtain 
authorisation.

NOTE: for planned and emergency 
works Airside, contractors will always be 
escorted.

Contractor manages own PTW and 
rescue plans

•	 HV works – provide Elec Safety Manual

•	 Fault Response/Outage – Pre-start/
SWMS provided post work completion
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Note: If lifting activities are required, (including use of cranes or concrete pump booms), 
notification is required in advance to the Aviation Team.  This must occur to ensure air 
space is not impacted by your works.  Your Essendon Fields contact can assist you with 
making this notification.

WHAT DO WE CLASSIFY AS HIGH RISK WORK?

Ground Disturbance

Wall or Floor Penetration

Lifting/Lowering activities (use of 
crane)

Working at height

Work in confined space

Fire Impairment

Hot works

Electrical and other Energy Isolations

•	 HSE-F-007 Authority to commence 
high risk work required

•	 Contractor supported to collate 
information ahead of works

•	 Arrange EF to attend prestart to 
approve before works commences

•	 Review required docs 

•	 EF to Authorise

•	 If information is missing, work 
cannot commence

•	 Contractor manages own rescue 
plans and ATW permits (site these 
only)

HSE MONITORING AND ENGAGEMENT

We will be increasing our 
monitoring activities to 
validate compliance with 
contracted requirements 
and Golden Rules

•	 Audits

•	 Inspections

•	 Observations

•	 Works greater than 1 day = HSE Observation

•	 Works greater than 5 working days = HSE Audit

•	 Contractor with service agreement – Annual HSE 
Audit, HSE observations monthly

•	 Emergency Works – HSE observation

•	 Principal Contractor Major Works – Monthly HSE 
Audits & Observations

PRINCIPLE CONTRACTORS

Our Principle Contractors will also be participating in our enhanced monitoring 
activities
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For questions regarding these upcoming 
changes, please contact:

Corey Wilson
Senior Facilities Manager

cw@ef.com.au

+61 411 268 007

Josh Renehan
HSE Manager

j.renehan@ef.com.au

+61 432 170 839

CONTACT

COMPLETION OF WORK

CONTRACTORS WORKING AIRSIDE

Contractors will be responsible for providing evidence of completed works. Note that the 
nominated EF representative will only process the invoice once evidence of satisfactory 
completion of work is provided. 

At the completion of works, the contractor is responsible for;

•	 Closing any permits to work issued;

•	 Reinstatement of the worksite to safe condition, this means de-isolation of power, 
removal of traffic management/barricading or signage, filling of any excavations 
etc where such has occurred removal of any plant, tools used as part of the works 
completed.

•	 Rectifying and repairing any damages which may occurred.

•	 Returning any keys or fobs obtained for site access.

•	 Reporting any hazards identified which have not been controlled.

•	 Reporting any incidents which may have occurred.

Signing out of the site attendance register/QR Code

Contractors working airside have to comply with specific EAPL procedures and are 
escorted and monitored by airside staff at all times.  

Additional requirements / approvals may apply to contractors working Airside. These 
include requirements specified within:  

•	 OPS-FOR-025 Contractor Vehicle Usage Form; 

•	 OPS-FOR-014 Airside Contractor Checklist is completed by the Project manager prior 
to works commencing and provided to Aviation Operations Manager for approval; and 

•	 OPS-TMP-001 LAWP to remain in force for the duration of works which is approved by 
GM Aviation. 
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