
Off Contract Engagement Tool (OCET) Quick 
Reference Guide for contracting partners

Minerals Australia Contractor Management Framework

April 2019



OCET Quick Reference Guide

To ensure we have consistency in how we engage and manage contractors across our Minerals Australia operations, we 

have implemented a regional contractor management standard (or CMF) which standardises each of the critical engagement 

steps regardless of whether you (as a contracting partner) are engaged on or off-contract.

For contractors engaged for services off-contract (via direct purchase order), we have introduced an Off-Contract 

Engagement Tool (or OCET) to provide a consistent framework and process for how we scope work, and identify and 

address risks. The OCET also clearly outlines roles and responsibilities between BHP and the contractor.

All contracting partners will receive an OCET for the purposes of clarifying the scope, risks and controls of their engagement, 

and their responsibilities. In some instances contracting partners will be required to complete information in the OCET such 

as the Scope of Work and risk assessment. 

The following information takes you through each tab of the OCET. 
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OCET Summary
A high level summary of the sections of the OCET. You should refer to the detailed information on each 

section prior to completing an OCET.
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OCET Section Summary Description

0. Overview No action required There is no requirement for a contracting partner to enter any information in this tab.

1. Engagement Requirements No action required There is no requirement for a contracting partner to enter any information in this tab.

2. Scope of Work
Embed your SOW or review 

BHP’s SOW

If you are developing the Scope of Work on behalf of BHP you should embed it here. If

BHP is developing the Scope of Work you should review it.

3. Risk Identification
Review risks and embed control 

documentation

You should embed your documentation describing the controls associated with the risks 

shown in this section.

4. Contractor Summary Complete information if required
Once you have been engaged as the contracting partner, a BHP representative may 

send this section to you to complete or complete it with you.

5. Contractor Risk Assessment
Work with the BHP representative 

to complete a Risk Assessment
Assess the risks relating to this Scope of Work

6. Plan to Monitor and Verify Review
Review and understand the Plan and complete all assigned actions prior to engagement. 

You must also ensure that your team understand the risks and controls for their work.

7. Work Area Manager Approval Review
Review the details of the nominated person who will be supervising the work (i.e. 

Execution Supervisor) and Vendor Owner if this Engagement is ongoing.

8. Meeting Minutes and Actions Review
If the engagement is ongoing or a fatal risk has been identified, this section shows the 

meetings that must be conducted.



0. Overview
This section provides a description of the OCET and basic instructions.
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Overview

Off-Contract Engagement Tool (OCET) Overview

When engaging a contractor, our primary consideration must be safety. 

Off contract engagements (especially those which involve high risk work) have the potential to introduce uncontrolled risk to our business. 

By following a structured approach to engaging contractors, all parties will have the opportunity to ensure that risks related to the 

engagement are identified and controlled and understand their accountabilities during the engagement.

It is essential that the vendor is engaged as a part of the process to create this OCET, and the completed OCET is sent to the vendor. 

The OCET is a part of the Contractor Management Framework and provides a structure to:

     1. Understand the engagement

     2. Develop/Review the scope of work to ensure any changes to scope are managed

     3. Identify the risks, and understand, agree and align on the minimum controls for those risks

     4. Identify the contractor engaged for the work and document contact details

     5. Determine the safe system of work is robust enough to manage the risks

     6. Create a plan to monitor that the safe system of work is effective

     7. Have the engagement (the contractor, the scope of work, the risk assessment, and the supervision) approved by the Area Manager

     8. Link to records applicable to the monitoring and controlling activities required for the vendors engagement.

Please revise the information in the OCET so that it is up to date at all times. For example, if there are changes to the Scope of Work you 

must update the OCET and return it to the Vendor Owner / Area Manager for reapproval.

Do not include any commercial or competitively sensitive information (“CSI”) in this document. CSI includes any current, non-public 

information that may be used to affect the competitive process such as: pricing, costs, revenues, margins, market share information, terms 

of sale or purchase, production volumes and capacities, bidding intentions, employee salary and benefit information, and strategic 

information, including marketing, production, and expansion and contraction plans. Health, safety or environmental (HSE) data is not CSI.

Do not include any links to any commercial terms in this document, including any subsequent quotes or purchase orders.

Once completed save this OCET to the MAuCMF SharePoint folder for the vendor at your Asset.

The intent of the OCET is to provide clarity between BHP and our 

contracting partners relating to scope of work and risk 

management. It is essential our contracting partners are a part of 

the development of the OCET so there is a shared understanding 

of the scope and risks prior to work commencing. 

An OCET will only need to be completed once for work that has a 

Vendor Owner assigned to manage the scope

If there is a change in scope or risk during the engagement, then 

the current OCET will need to be revised or a new OCET 

completed.

There is no requirement for a contracting partner 

to enter any information in this tab.

https://spo.bhpbilliton.com/sites/GRPSUPMAuCMF/Shared Documents/Forms/AllItems.aspx?RootFolder=/sites/GRPSUPMAuCMF/Shared Documents/Vendors&FolderCTID=0x012000E2F8BDA33B5989489F4581452591A492&View={5720F815-BAE8-41E9-B62F-12B2B116024D}


1. Engagement Requirements
This section helps the BHP representative to decide if an OCET is required for the engagement.
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Asset: OD

Engagement Type: Off-contract engagement

Initiator name:

Select an answer for each of the below; these will highlight outcomes with requirements based on selection. YES/NO Considerations

Engagement Requirements

Calibration of Conveyor belt weightometors on all Mine end production conveyors

Briefly summarises the Scope of Works intended for the Vendor to provide on site. 

The Scope of Works will be detailed in tab 2 (Scope of Work).

Brief description of the job.

Select Asset and Engagement Type for the work.

Chris Vanlaarhoven

Is this a new OCET for this vendor?

For example, answer Yes if;

 - the vendor is not listed on the off-contract approved vendor list, 

 - has not previously been engaged under an approved OCET tool, or

 - the prior OCET scope of work and approvals differ to the extent that a new OCET is 

required.

Yes

Will the Contractor's or BHP's system of work apply to the execution activities?

Contractors 

Systems

If the activity is conducted with in an asset then the Asset's Our 

Requirements and Standards will always apply, selecting the 

Contractors system of work relates to specalised procedures  

created by the contractor associated with the task, Contractors 

system of work will need to be approved by the contract owner.

Who will provide the supervision for the work?

Supervision refers to the process of physically, and frequently, observing that work is 

being performed by persons within their competence and training and in accordance with 

specific written instructions/systems of work. It involves intervening if the task is not 

being conducted appropriately to ensure safe methods of work are followed.

Contractor

Supervision refers to the process of physically, and frequently, 

observing that work is being performed by persons within their 

competence and training and in accordance with specific written 

instructions/systems of work. It involves intervening if the task is not 

being conducted appropriately to ensure safe methods of work are 

Service being engaged What is the service being engaged?

Select the first from the list that applies to the engagement.

Site Services : work is performed on site or under BHP Monitoring.

Goods : goods or hire equipment are being delivered to a designated site drop off point 

where BHP will be offloading and controlling once delivered.

Labour Hire : contractor personnel filling a position in the organisational chart and under 

full BHP Supervision and Monitoring.

Visitor : contractor personnel being brought on to site as a visitor where there is no 

physical work being performed and BHP system for visitor management will apply.

Off-site Services : work is not being performed on site and work is not under BHP 

Monitoring.

Site 

Services

Scenarios for Site Services might include:

• The delivery of goods where a service is involved (such as 

entering an area exposed to a Fatal risk, unloading, 

servicing/maintaining, etc)

• The servicing of hired goods

• Engagements via CRes for work under BHP Monitoring

• Under a full service contract

• Warranty services under BHP Monitoring

Consideration should be given to scenarios where BHP Monitoring 

isn't required but where there could be a risk to Cyber Security from 

the engagement.

Approved Vendor List

Systems of Work

Based on your selections, this service engagement requires a completed and authorised OCET.

This tab will be completed by a BHP representative, as it 

prompts the person to:

• Document a short description of the Scope of Work as a 

quick reference point;

• Check for an existing OCET to use; and

• Analyse the type of engagement and provide instructions 

if a new OCET is required.

• Select which system of work is being as this influences 

who should undertake the risk assessment

There is no requirement for a contracting partner 

to enter any information in this tab.



2. Scope of Works
This section outlines the Scope of Works which all parties need to understand and be comfortable with 

to deliver.
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The BHP representative will enter the start and completion date of the 

engagement. If the engagement is proposed to be repetitive under the 

same SOW and risks, a specific BHP representative will be assigned to 

manage the ongoing engagement as a Vendor Owner.

Contracting Partner:

If you are developing the Scope of Work on behalf of BHP the content 

needs to: 

• Include a description of the work to be done and the timing expectations;

• Identify at a minimum, the risks that have the potential to cause a 

fatality;

• Provide details of the technical and quality requirements; and

• Identify who will be responsible for supervising the work (if they are from 

BHP or your company).

You can ask the BHP representative to send you a template to use, if 

required.

If the Scope of Work has already been developed, please review it to make 

sure you agree with what is to be delivered. Please contact your BHP 

representative if you have any questions or concerns.

You may be required to enter information in this tab.



3. Risk Identification
This section outlines identified risks for the scope - all parties need to understand the material/fatal 

risks and controls.
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This information will be completed by a BHP representative

This field is populated by the BHP representative, however in order to be 

able to explain how you will deploy the controls to manage material and fatal 

risks, you need to know what those risks are. This is set out here. You 

should also discuss with the BHP representative if you have any questions 

or concerns. 

If you identify additional risks associated with the scope of work, these must 

be raised with the BHP representative and documented here.

Contracting Partner:

You should embed your documentation describing the controls associated 

with the risks selected below.

BHP may have minimum critical controls for certain risks. If you disagree 

with any controls identified by BHP or have an alternative or additional 

control to suggest please raise this with the BHP representative and make 

any required update. 

You will be required to enter information in this tab.



4. Contractor Summary
This section outlines the Safety Profile of the engaged Contracting Partner.
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Contracting Partner:

Once you have been engaged as the contracting partner, a BHP 

representative may send this section to you to complete or 

complete it with you.

There is no right or wrong answers for this section, and there is no 

disadvantage if information is not available. 

This intent of this section is to understand your safety profile, and 

provides your BHP representative with guidance for setting the 

monitoring strategy.

You may be required to enter information in this tab.



5. Contractor Risk Assessment
This section outlines the risk assessment for the Scope of Works.
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If not completed in the form below the risk assessment must be inserted here.

Where the risk assessment is being completed by the BHP representative they may 

complete this form rather than embed a file above. Please note:

• Existing Controls will be the assigned critical controls for a material risk, or the 

known controls for operational risks.

• Additional controls identified within the risk assessment should be included in the 

Monitoring and Verification Plan.

You will be required to undertake a risk assessment

• BHP systems of work and BHP supervision: the BHP Representative should complete the risk assessment with input from the Contractor, or provide to the Contractor for review.

• Contractor systems of work and Contractor supervision: the Contractor is to complete the risk assessment with input from/ or reviewed by the BHP representative.

• Contractor systems of work and BHP supervision: the Contractor is to complete the risk assessment with input from/ or reviewed by the BHP representative.

• BHP systems of work and Contractor supervision: the BHP Representative should complete the risk assessment with input from the Contractor, or provide to the Contractor for review.

Regardless of who is required to conduct the risk assessment under the OCET, in order for you to comply with your WHS obligations, you may conduct a risk assessment in any event in relation to 

your scope and system of work. This will be taken into account in this risk assessment.



6. Plan to Monitor and Verify
This section outlines the plan for managing the engagement for the contracted term.
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The BHP representative will populate this section with actions from the Risk Assessment, Standard 

Field leadership activities or nominated schedules from the contracting partners HSE Policy. The extent 

of the activities to be completed will match the risk exposure of the Scope of Work, and need to be 

sufficient to manage the identified risks.

This section nominates the meeting requirements for the e.g. if fatal risks have been identified in the 

scope of work, monthly HSEC meetings will be required to measure compliance to this Plan; if the 

engagement is ongoing an Annual Management review will be required to review overall performance 

etc.

This section provides further information on the monitoring and verification plan, which you and your 

team need to understand. 

As the contracting partner, it is your responsibility to assess any sub-contractors you’re planning to 

engage as part of the work, and ensure they meet the same technical and safety standards as we 

require of you. You also need to notify BHP of the sub-contractors you intend to use. The information 

you provide on your strategy for pre-qualification and sub-contractor engagement is included in this 

section.

There is no requirement for a contracting partner to enter any 

information in this tab, however, you need understand the Plan and 

complete all assigned actions prior to engagement. This Plan will be 

reviewed and revised through the engagement.

You must also ensure that your team understand the risks and controls 

for their work.



7. Work Area Manager Approval
This sections details the assigned Supervisor and Vendor Owner, and confirmation that the Area 

Manager has approved the work.
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This section details the nominated person who will be supervising the work (i.e. Execution 

Supervisor), and can be BHP or contractor. If the engagement is ongoing or over an 

extended period of time additional supervisors can be nominated. It is important you and 

your team understand who the Supervisor is as they are the key contact on site and during 

the execution of the work, and will undertake monitoring and ongoing engagement 

routines.

If the engagement is ongoing, a Vendor Owner may be assigned and their details included 

in this section.

This section confirms approval of the work by the Area Manager.

There is no requirement for a contracting partner to enter any 

information in this tab. 

You will receive a copy of the OCET after it is approved.



8. Meeting Minutes and Actions
This section details the required meetings for monitoring and verification.
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If the engagement is ongoing or a fatal risk has been identified, this 

section shows the meetings  that must be conducted.

There is no requirement for a contracting partner to 

enter any information in this tab. 




