
[CONTRACTOR NAME]
[ADDRESS
[DATE]

RE:  CONTRACTOR SAFETY AND COMPLIANCE REQUIREMENTS
Xxxx Real Estate is continuously reviewing its obligations and requirements in relation to contractors working for us and other people visiting our premises and work sites.  We have revised and upgraded a number of our safety procedures and associated documentation in the contractor control area, in line with increasing compliance requirements imposed under State and Federal legislation and duty of care and other statutory/civil responsibilities and liabilities, including insurance cover.
Please find attached our latest/updated ‘Contractors’ Safety Acknowledgement Form – OHS/WHS Other Requirements’, which has been prepared to help ensure Xxxx Real Estate meets it’s duty of care and other legal/civil obligations to it’s contractors.  We would ask that you carefully read this document before signing the acknowledgment at the bottom and returning it to us promptly.  
The key points and requirements you need to be aware of are:-
· Copies of “certificates of currency” are required for the relevant insurances as noted on the form, as applicable to you and your business;
· We request that the Safety Acknowledgement form be signed/acknowledged at the bottom by the key person responsible for safety in your organisation. This person for example could be the CEO, the Operations Manager or the owner of the business;
· [bookmark: _GoBack]Ensure all of your employees, sub-contractors or other persons under your control or direction are made aware of these new requirements. These rules must be complied with at all times when carrying out work for Xxxx Real Estate;
· All incidents/injuries/equipment failures and unsafe equipment must be reported immediately to Xxxx Real Estate person in charge of the area in which they are working;
· Thank you in advance for your assistance in meeting these requirements.  We look forward to working with you in a safe and productive manner into the future.  Should you require further information or have any questions regarding any of the abovementioned matters, please feel free to contact me on xxxxxx

Yours sincerely,

xxxx
Officer in Effective Control
xxxx

