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Attendance to this Training Program is mandatory for 
Managers & Supervisors who engage Sub-Contractors. The 
outcome we are aiming for Contract Managers is to 
understand: 

Thank you for attending our Contractor Safety Master Class. It is hoped that 
this Program will assist you: 

• With your understanding and perception of Contractor Safety as an 
integral aspect of our Business Operations.

• By increasing your skills in managing Contractor Safety and the 
interaction between TKE and those external parties we engage to assist 
with the installation, modernization, repair, servicing and maintenance of 
elevators, escalators and moving walkways.

• With raising your understanding and level of awareness about the 
specific TKE processes and controls around the selection, engagement, 
site commencement and ongoing monitoring and evaluation of 
Contractors.

Many thanks,

David Husoy (ANZ Managing Director)

As you work through this Master Class, be sure to 
take plenty of notes for future reference!

Welcome
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Here are a few symbols you will find helpful in navigating the Participant Guide：

Symbol Indication

Content that is a Critical Skill to effective training.

- Key points

Action Learning exercises and materials.

- Case study  /  Group Discussion  /  Role play

Quick Questions for additional consideration.

The end of a topic section.

Outcomes we are aiming for
Attendance at this Contractor Safety Master Class is a requirement of an 
Enforceable Undertaking entered into by TK Elevator Australia Pty Ltd and 
Worksafe Victoria in August 2023 and relates to an incident that occurred on 19 May 
2020. The outcomes we are aiming for in this Master Class are to raise your 
understanding and awareness of: 

•  The TKE processes around the selection, engagement, site commencement 
and ongoing monitoring and evaluation of Contractors.

• The importance of risk management activities including Pre-Start Risk 
Assessments and the development of appropriate SWMS that address “high-
risk” work associated with construction projects and when Contractors are 
working in “high-risk operational” areas such as lift shafts, pits and motor 
rooms. 

• The different obligations that exist and the distinction between Contractors 
engaged by TKE versus those engaged directly by our Customers and Clients. 

• The importance of adequate oversight in the day-to-day interactions with 
Contractors and the management of any risks associated with these 
interactions. 
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Topic 1 – Background. Why are we here?
A subcontractor from Jim’s Test and Tag was on top of an elevator car top with a TK 
Elevator employee (Employee 1) testing portable electrical equipment as part of 
annual test and tag requirements. 

The subcontractor accidently knocked the testing / tagging machine (weighing 
approximately 2kgs) that was leaning on the handrail. The testing meter fell down 
the shaft (from level 13) hitting another TK Elevator employee (Employee 2) who 
was working in the lift shaft below them. The test machine scraped the employees 
back as it fell down the shaft and hit the back of his leg. 

No medical attention was required, and the TK Elevator employee was able to 
resume his normal duties. 
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Topic 1    Background – Why are we here? 

• What were the potential consequences?

• What type of questions or concerns do you have about this incident 
with the information you have been provided so far? 

• How would you start an investigation into this incident? What types 
of things would look at or what documentation would you ask to 
see? 

• What questions do you have about the Contractor Management 
processes that were implemented with the work this Contractor was 
engaged to perform? 

Record your answers here. 
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Topic 1 – Background. Further Information

The subcontractor from Jim’s Test and Tag was unfamiliar with working in a lift shaft and was not 
inducted to the hazards and risks of working at heights and objects falling from height. The 
subcontractor was on top of the lift car testing portable electrical equipment that was temporarily 
fixed / cable tied to the car top (the lift had full top of car handrails in place). A pre-start risk 
assessment and toolbox talk was completed by the team prior to the incident occurring but this did 
not include the subcontractor and was carried out prior to his arrival. The subcontractor was 
supervised by Employees on site however no additional pre-start / other risk assessment was 
completed by the Organisation prior to allowing access to the car top.   

Testing and tagging electrical equipment whilst working at height and in the field was an unfamiliar 
task for all involved. Over previous years, testing had been conducted in the branch / warehouse 
which required the electrical equipment to be removed off site and bought into the warehouse for 
testing. A decision had been made by the organisation to arrange for the sub-contractor to test 
equipment in the field to minimise the impact on operations. A TK Elevator testing and tagging 
instruction had been issued regarding the testing and requesting that it was conducted in a ‘safe’ 
location, but this did not clearly stipulate to Field Employees the location or environment where 
testing was to be conducted on site. 
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Topic 1 – Background. Further Information

In the process of supervising the subcontractor up to the car top, communication was temporarily 
lost between Employee 1 and Employee 2 about their whereabouts and position in the lift shaft. In 
more detail: 

• On arrival, the sequence of work was discussed by the group (Employee 1 and 2 and the 
subcontractor) and it was agreed that testing would first be conducted in the basement / 
carpark and then followed by testing of equipment in the motor room and then on the car top. 
Testing then began on the equipment by the subcontractor in the basement / carpark with both 
Employee 1 and Employee 2 present.

• After completing this, Employee 1 advised Employee 2 that he would accompany the sub-
contractor to test equipment located firstly in the motor room and then on the lift car top. 
Employee 2 remained in the carpark supervising the sub-contractor’s vehicle which was double 
parked. Employee 1 and the sub-contractor then left and headed to the motor room. 

• After completing testing in the motor room, Employee 1 and the sub-contractor then headed to 
test equipment on the top of the lift car which was positioned on the 13th floor as discussed and 
agreed to earlier.  

• At about the same time, Employee 2 left the carpark and decided to go to level 1 and access the 
lift shaft to prepare for the removal of a counterweight sheave. It is assumed at this point, that 
Employee 2 thought that Employee 1 and the sub-contractor were still testing equipment in the 
motor room. 

• Employee 1 (now on the car top) was not aware that Employee 2 had left the carpark and had 
moved to level 1 on the scaffold platform in the lift shaft.    

• Employee 2 did not ‘hear’ the testing meter as it fell down the shaft nor any other emergency 
instructions from Employee 1 and the subcontractor as they assumed that Employee 2 was still 
in the basement / carpark. 

• There was no signage on either the top or the bottom of the shaft where work was taking place.  

TK Elevator Safe Work Procedures (SWP’s) and Contractor Management Procedures outline how 
work is conducted in the field including high-risk work and the processes for managing sub-
contractors. In general and in most circumstances, working above or below other persons in the lift 
shaft should never occur and only subcontractors directly involved in the servicing, modernization, 
repair, or installation of elevator equipment should work in operational areas including the lift shaft, 
pit, top of car and motor room. In this case, a SWMS which addressed the hazards of working at 
height was not prepared, a pre-start risk assessment was not conducted prior to work starting and 
the sub-contractor was not trained in TKE’s SWP’s. 

Based on this additional information, what further conclusions can you draw about the causes or 
contributing factors to this incident? 
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Topic 2    Contractor Safety – What Are Our 
Obligations? 

• What are our obligations regarding Contractors? 

• What are the existing processes / controls we have relating to 
Contractor selection and engagement, pre-start and site 
commencement and monitoring and evaluating safety performance? 

• What are the issues we need to consider or different requirements 
between Contractors engaged to conduct work in lift shafts, pits, on 
top of elevator cars and in motor rooms when they are engaged 
directly by the Customer versus those engaged by TKE? 

Record your answers here. 
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Topic 3    Contractor Selection & Engagement

• What types of things should we consider when selecting and 
engaging a Contractor for work? 

• Think about the type of work to be performed.

• Is it high-risk work?

• Where is the work to be performed? 

• Is there licensing requirements or qualifications required? 

Record your answers here. 
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Topic 3 – Contractor Selection & Engagement

HSEQ Team conducts Sub-Contractor HSE Audit prior to approval. 

Conducted prior to engagement and then every 2 years.

Must be approved before starting work. 

Reviews Contractor Safety Systems, Insurances, SWMS, Training / Qualifications / 
Licences.

Other H&S systems including incident and hazard reporting, consultation, risk 
management, PPE and plant and equipment. 
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Topic 4    Site Commencement & Pre-Start

• What things need to be done prior to starting on site and prior 
to immediately conducting work?

• What approvals need to be provided?

• What documentation needs to be reviewed prior to starting on 
site and what task is required immediately before each task or 
at the start of each day? 

Record your answers here. 
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Topic 4 – Site Commencement & Pre-Start

• Safety Induction

• SWMS Preparation, Review and Approval.

• Pre-Start Risk Assessment
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Topic 5    Monitoring & Evaluating Contractor 

Safety Performance

• How do we monitor and evaluate safety performance? 

• What internal tools do we have or can we use to demonstrate 
monitoring of Contractor Safety performance? 

Record your answers here. 
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Topic 5 – Monitoring & Evaluating Contractor 
Safety Performance

• Safety Behaviour Observations

• ISSA (Installation Site Safety Assessment)

• SLA (Safety Leadership Audit)

• Review Incident Reports / Safety Breaches 
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Topic 6    CASE STUDY (1) 

A TKE Customer has requested TKE provide access to the elevator pits 
at their building, so a plumber can complete waterproofing. There are 
multiple elevators on site and the work is estimated to take 11 days to 
complete. The Customer is engaging the Plumber directly. Ideally TKE 
would like to supervise the entire works but the Customer has just 
requested that TKE attend to provide access (open doors to access 
each pit). They are not wanting to pay TKE for 11 days of supervision. 

How should TKE manage this situation? 

What would be the minimum requirements for providing access into 
the lift shaft and complying with this request?

Record your answers here. 
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Topic 6    CASE STUDY (2) 

TKE has been approached to upgrade the elevator systems, controllers 
and machines for a customer. The Building was constructed in the 
1960’s and there is Asbestos Containing Material throughout the 
building including the lift shafts, motor rooms and in the elevator 
systems and components eg limit switches, machine brake pads, 
lagging and insulation in the lift shaft. The Customer is wanting TKE to 
manage the entire project including any work to remove or treat the 
Asbestos material. 

What risks need to be considered and what precautions / controls need 
to be implemented for the works to proceed? 

What checks, processes, documentation and approvals need to be 
completed or obtained prior to the works commencing? 

Record your answers here. 
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Topic 6    CASE STUDY (3) 

A Customer’s elevator pits have flooded following recent heavy rain. 
The lifts have been shut down by TKE with the water level in the pit 
covering some of the elevator pit equipment and circuits. The pits need 
to be drained first by a plumber to enable TKE Technicians to repair 
and replace some of the equipment. The Customer has contracted TKE 
to complete and manage all of the works required. 

What risks need to be considered and what precautions / controls need 
to be implemented for the plumbers to access and work in the lift pits?

What checks, processes, documentation and approvals need to be 
completed or obtained prior to the works commencing? 

Record your answers here. 
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Topic 6    CASE STUDY (4) 

A TKE Customer has asked TKE to provide training to their Building 
Maintenance Officer to access the lift shaft and top of an elevator car 
and to train the Maintenance Officer in driving the elevator car on 
inspection. The Building Maintenance Officer is a licenced Electrician. 
The Customer is wanting to install fire safety systems in the lift shaft 
and is hoping the Maintenance Officer can drive the elevator car to 
provide their Fire Systems Contractor with access to all levels in the lift 
shaft. 

How should TKE manage this situation? 

Is there any circumstances we would provide this type of training?  

Record your answers here. 
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