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1. Health & Safety - Basic Retainer Services 
 

 

Health & Safety: Basic Retainer Services  

Service Activities LabourNet Responsibility Client Responsibility 

Project clarification 
meeting 

• Project plan discussed, company structure and 
organogram reviewed 

• Scope of work identified 
 

• Ensure that top management, along with the Responsible Person, 
participate in the project clarification meeting. 
 

Generic OHSMS 
file 

• LabourNet to review the client’s current OHSMS and 
provide generic template documents where required  

• Responsible person to customise generic OHSMS template 
documents  

• Responsible person to ensure relevant documents are adopted and 
signed by individuals within the organisation 

Quarterly 
compliance 
inspections 

• LabourNet to conduct four onsite inspections per annum 
with the purpose of each visit being to review overall 
compliance to the OHS Act & Regulations 
 

• Ensure that key employees, including top management, are available 
and participate productively during the onsite visits.  
 

Support 

• LabourNet will provide ongoing online, e-mail & 
telephonic support to the client if and when required. 
This will include support in the event of an onsite 
incident and a Department of Labour inspection.  

• The Responsible Person will provide LabourNet with the necessary 
information and ensure all information is accurate and complete and 
will do so in a timely manner. 

Service Value 
• The Client’s monthly retainer is based on the number 

of service hours required monthly. All additional items 
are billed at a pre-determined hourly rate. 

• Should the Client want any additional services outside of those 
covered in the monthly retainer, it will be charged on an ad hoc basis. 
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1. Health and Safety – Provision of Health & Safety Files  
 

 

Health & Safety: Provision of Health & Safety Files 

Service Activities LabourNet Responsibility Client Responsibility 

Project Specific 
Information Sheet 

(PSIS) 

• Issue the Client with a Project Specific Information 
Sheet template and explain the document to the client 

• Client to make time available for awareness session on the Project 
Specific Information Sheet  

Safety File Request 
by Client 

• LabourNet consultant receives and acknowledges 
receipt of Project Specific Information Sheet & Client 
H&S Specification via email. 

• LabourNet has 7 days to complete the required file. 

• Ensure the Project Specific Information Sheet is completed in full per 
individual safety file request. 

• Project Specific Information Sheet signed off by Director / CEO or 
Contracts Manager per individual safety file request. 

• Client to send through the H&S specification along with the Project 
Specific Information Sheet per project 
 

Health & Safety Plan 
• LabourNet consultant to develop a Health and Safety 

Plan based on the Client’s scope of work and Project 
H&S Specification. 

• Client to submit a detailed method statement based on the project 
activities illustrating what tools / equipment/ material would be required 
per individual task activity. 

• Client to sign off on method statement 

Risk Assessment 

• LabourNet consultant to develop a baseline risk 
assessment based on the scope of work and method 
statement received. (Required for site file approval) 
 

• Client to submit a detailed method statement based on the project 
activities. 

• Client to develop Issue based risk assessments prior to work starting 
on site 

• Client to continuously update risk assessments on site 

• Client to signoff the baseline risk assessment 

Safe Work 

Procedures 

• LabourNet consultant to develop SWP’s on the highest 
risks identified from the Baseline Risk Assessment. 

• LabourNet to include SWP template for the Client 

• Client to develop SWP’s on any new risk identified once on site. 

• Client to signoff SWP’s and implement on site. 

HSE Policies 

• LabourNet to develop the following policies; 

• Health & Safety 

• Environmental 

• PPE 

• LabourNet to ensure that the Client approves and 
signs off the policies. 

• Client to induct employees on policies prior to starting work on site 

• Client to ensure that completed training register is placed inside the 
file 

• Client to approve and sign off the policies 
 

Legal Appointments 

• Populate organogram  

• Develop and populate the relevant appointment letters 

• Check that appointees have the required competencies 
as required by the OHS Act and Regulations 

 

• Check that necessary signatures have been completed by appointees. 

• Place signed appointments in file 

• Client to send through all relevant qualifications/ competencies 
required for the project 
 

Incident 

Management and 

Emergency 

Evacuation Plan 

• LabourNet to develop appointment letter for incident 
accident investigator and incident investigation forms 

• LabourNet to develop SOP for the reporting of 
incidents and accidents. 

• Site Emergency Plan drafted as per information 
received from the Client.  
 

• Emergency Evacuation pictogram drafted and available 

• Employees inducted on emergency evacuation plan 

• Emergency evacuation drills held every six months 
 

Delivery & signoff of 

H&S File 

• LabourNet to work through the complete file with Client 
before signing off the file handover document.  
 

• Client to make time and responsible person available to work through 
the file. 

• Client to signoff file handover document 

Service Value 
• The Client’s retainer is based on the number of service 

hours required monthly. All additional items are billed 
at a pre-determined hourly rate. 

• Should the Client need any additional services outside of those 
covered in the monthly retainer, it will be charged on an ad hoc basis. 
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1. Health and Safety - Comprehensive Retainer Services 
 

Health & Safety – Comprehensive Service 

Service Activity LabourNet’s Responsibility Client Responsibility 

1. Project clarification 
meeting 

• To draft a project plan that will be customised according to 
the Client’s needs 

• LabourNet consultant to co-sign the finalised project plan 
with Director / CEO 

• Ensure that all key members of top management participate 
productively in reviewing, amending and adopting the project 
plan 

• Project plan signed off by Director / CEO 

2. Presentation of 
provisional OHSMS.  

• Present and highlight key features of the generic OHSMS 
Manual & OHS Policies 

• Clearly explain what is expected from the Client in terms of 
the policies 

• Signed Policies to be placed in file 

• Ensure that all key members of top management participate 
productively in reviewing, amending and adopting all relevant 
documentation 

• Copy of signed policies to be placed on notice boards 
 

3. OHS Act 
Appointments  

• Facilitate awareness session(s) with employees regarding 
the establishment, implementation and maintenance of the 
OHSMS.   

• Facilitate the nomination, election and appointment of worker 
representative(s) for OHS. 

• Populate organogram  

• Check that necessary signatures have been completed by 
appointees. 

• Place signed appointments in file 
 

• Client to make time available for awareness session and 
signing of legal appointments. 

• Formally amend and/or create, as appropriate, employment 
contracts, job descriptions, position appointments, 
performance appraisals, incentive programmes and 
disciplinary codes of practice to include and promote OHS 
management whilst removing any barriers to achieving good 
OHS performance. 

• Make time available for Responsible Person and H&S 
Representatives to undergo training related to the 
appointment 

4. Safety training  
• Identify the requisite legislative training for the Client 

including, Risk Assessment, Incident Investigation, SHE 
Representative, First Aid and Firefighting. 

• Provide time for learners to participate in the respective 
training courses.   

• Provide the learners with time and other resources to enable 
the successful completion of the workplace assignments that 
may be required as part of the training 

5. OHS Induction 
• Compile a health and safety induction presentation aligned 

with the clients scope of work. 

• Facilitate induction training sessions with client employees. 

• Provide suitable venue for the facilitation of the Client’s 
health and safety induction. 

• Provide time for attend and participate in the health and 
safety induction training. 

6. Safety Committee (if 
applicable) 

• Coordinate the first OHS Committee Meeting with the Client  

• Prepare OHS Committee Members and all key members of 
top management regarding the proper functioning of the OHS 
Committee. 

• Facilitate the scheduling of the OHS Committee Meetings; 

• Facilitate the drafting and distribution of the Agenda and the 
minutes of the first committee meeting.  

 

• Provide suitable venue(s) for the OHS Committee Meetings. 

• Ensure that OHS Committee Members review (and amend if 
necessary) the draft Minutes and accept the Minutes, within 2 
weeks of receipt. 

• NOTE: The OHS Committee Chairman to sign copies of 
Minutes, to reflect acceptance on behalf of the OHS 
Committee. 

• Keep on file and distribute copies of the Minutes of the OHS 
Committee Meeting to OHS Committee Members, key 
members of management and all employees. 

• Support and assist the OHS Committee Chairman (and OHS 
Committee Members) to achieve the agreed actions.  

7. Baseline Risk 
Assessment 

• Facilitate the development of a baseline risk assessment 
based on the scope of work supplied by the Client. 

• Facilitate the development of safe work procedures based on 
the highest risks identified 

• Facilitate the development of generic registers for controls 
identified in risk assessment 

• Develop job observation checklist for the Responsible Person 
to make use of. 

• Ensure that risk assessments and safe work procedures are 
signed off by management  

• Client to make time available for interviews of employees 

• Responsible Person must form part of the risk assessment 
process. (Practical component) 

• Responsible Person to develop Issue Based Risk 
Assessments & additional SWP’s 

• Responsible Person to complete job observation checklists  

• Responsible Person to ensure that registers are being 
completed as per schedule. 
  

8. Continuous Risk 
Assessment  

• Develop a risk assessment action plan 

• Assist the Responsible Person in terms of the development 
of further risk assessments as per action plan  

• Responsible Person to develop Issue Based Risk 
Assessments & additional SWP’s 

• Responsible Person to complete job observation checklists  

• Responsible Person to ensure that registers are being 
completed as per schedule. 
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Health & Safety – Comprehensive Service 

Service Activity LabourNet’s Responsibility Client Responsibility 

9. Site Emergency Plan 
customised 

 

 

• Premises Emergency Plan drafted as per drawings and 
information received from the Client.  

• Emergency Evacuation pictogram drafted and available 

• Employees inducted on emergency evacuation plan  

• Emergency evacuation drills held every six months 

• Appoint Emergency team  

• Client to provide copies of premises drawings 

• Client to ensure that evacuation pictogram is displayed 
throughout the premises 

• Client to make available time for emergency evacuation 
training and emergency evacuation drills. 

• Ensure that emergency evacuation team is available during 
normal working hours. (Replacements available when 
working overtime or team members are off sick / on holiday) 

10. Fire Fighting 
Equipment 

 

• Develop a fire equipment asset / inspection register 

• Check that the locations of extinguishers and placement of 
signage is correct 

• Develop appointment letters for Fire Extinguishers Inspector, 
Emergency Co-ordinator and Fire Team Member 

• Client to ensure that fire equipment is maintained as per 
manufactures specification 

• Client to provide adequate and sufficient firefighting 
equipment on the premises 

• Responsible Person to ensure that all equipment is inspected 
as per schedule. 

11. First Aid System 

• Develop First Aider appointment letter 

• Develop first aid contents list 

• Develop injury issue register and first aid box inspection 
register 

• Assist with placing boxes and signage in strategic locations 

• Required to procure first aid boxes depending on the amount 
of first aiders required 

• Send first aiders for training 

• Responsible Person to ensure that boxes are stocked as per 
minimum requirements and that all boxes have been 
inspected on a monthly basis. 

12. Hazardous Chemical 
Agents  

• Develop HCS Co-ordinator appointment, inventory register 
and training register 

• Assist in sourcing Safety Data Sheets (SDS) 

• Conduct awareness session on HCA 

• Advise on medical requirements of employees exposed to 
HCA 

• Advise on safe disposal of HCA 

• Responsible Person trains employees on the applicable 
SDS’s 

• All training records, medicals, safe disposal certificates and 
SDS’s are uploaded onto a document management system 

• That where applicable employees are sent for occupational 
medicals 

• All safe disposal certificates are kept on file 

13. Reporting recording 
and investigation of 
accidents and 
incidents 

• Develop appointment letter for incident accident investigator, 
incident investigation forms, and injury statistics tracking 
document. 

• Develop SOP for the reporting of incidents and accidents. 

• To advise Responsible Person on any IOD related questions 

• Provide management with a quarterly report on incidents at 
the workplace. 

• Responsible Person to notify LabourNet of any incidents that 
took place at the Client 

• The Responsible Person investigates all incidents at the 
workplace  

• Upload all investigation reports onto the document 
management system 
 

14. AIA survey 
requirements 

• Advise the Client on any surveys that are applicable to the 
workplace and the frequency of those surveys. 

• Co-ordinate surveys on behalf of the Client. 

• Client to arrange with Authorised Inspection Authority to 
conduct surveys. AIA and AIA survey costs are not 
included in the retainer. 

15. Legal compliance 
audit 

• Plan, organise, lead, control and coordinate (manage) the 
Legal Compliance Audit process.  This includes in particular: 

a) confirmation in writing of the agreed schedule and 
outline of the programme, and 

b) indication of whom the main participants / 
interviewees are likely to be, as well as their 
respective roles / involvement. 

• Carry out the Legal Compliance Audit to identify the status of 
OHS compliance in the business.   

• Prepare and present the Audit Report to the CEO and/or 
Principal Subordinate and/or other individuals responsible for 
OHS in the business.  

• Communicate top management’s commitment to the Legal 
Compliance process to all employees. 

• Ensure the highest level of cooperation and access is 
afforded to LabourNet – so that a valid, fair and reliable 
assessment can be made and maximum benefit can be 
derived from the process. 

• Provide a suitable member of management to act as the 
principal representative / assistant during the process. 

• Provide any other participants / interviewees that may be 
required, and, inform them of their roles / involvement.  

• Provide the time and other necessary resources (including 
physical) to ensure that the process is effectively and 
efficiently completed. 

• Provide meeting time for the CEO / MD and/or Principal 
Subordinate OHS Responsible and/or other OHS 
Responsible(s) for the presentation of the Audit Report. 

16. Visual representation 
of workplace. 

• Develop monthly safety talks and distribute the talks to 
Responsible Person or OHS Representatives 

• Ensure that SHE committees meeting minutes are finalised 
and sent to Responsible Person. 

• Assist with displaying Safe Work Procedures in hazardous 
locations identified in the risk assessments 

• Responsible Person to ensure that safety talks are held and 
training registers are maintained 

• Responsible Person to ensure that posters are displayed on 
notice boards 

• Responsible Person to ensure that SWP’s are displayed in 
the locations identified by the LabourNet consultant. 

17. OHSMS Management 
Review 

• Schedule an annual review with management of the OHSMS 
focusing on the highs, lows and areas for improvement 

• Ensure that top management carry out the OHSMS 
Management Review since they have the authority to make 
the necessary decisions about actions and resources. 

• Ensure that the necessary information is available for top 
management to evaluate the continuing suitability, adequacy 
and effectiveness of the OHSMS. 

 

http://www.labournet.com/
mailto:support@labournet.com

