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1.0 INTRODUCTION 

As [insert shopfitter name] you are about to take possession of your tenancy for tenancy fit out works. As your 
tenancy is within an occupied construction site, you are required to be inducted into the applicable site HSE rules. 
As part of these requirements, there are a number of documents you will need to provide to indicate that you are 
managing the health and safety of workers, subcontractors and stockists within your tenancy accordingly.  

This Information Pack details these requirements. 

This document should be read in conjunction with the following: 

– [insert relevant documents] 

 

2.0 DEFINITIONS 

Base Build means the construction of the base building by Probuild in preparation for fit-out by Shopfitter’s on 
behalf of the tenant. 

Base Building Subcontractor – Appointed by base building Contractor (Probuild), to undertake tenancy 
related works under supervision and direction from the Shopfitter. 
Plant – Plant and Equipment refers to powered mobile plant and lifting equipment, as noted in but not limited to 
Attachment 1 – Common Plant and Equipment List. 
 
Client means [insert Client detail] 
Probuild means Probuild Constructions (Aust) Pty Ltd. 

Probuild Site Induction – General site induction detailing emergency procedures, evacuation procedures, 
energizing and isolation requirements, amenities, supplementary First Aid, deliveries, unloading, waste 
removal and permit requirements. 

Shopfitter means the Principal Contractor appointed by the tenant leasing the tenancy to oversee and complete 
the shop fit-out.  

Tenancy Subcontractor – Appointed by the Shopfitter to undertake works within the tenancy. 
Client Shopfitter Induction – Induction undertaken by the Shopfitter in accordance with the OHS 
Regulations. 

3.0 SITE INFORMATION CONTACT LIST 

[insert site information contact list] 

 APPOINTMENT OF TENTNAT’S SHOPFITTER 

4.0 I 

It is the responsibility of the Tenant to formally engage a licensed / registered shopfitter or builder to undertake their 
fitout works on site. 

3.05.0 SHOPFITTER INDUCTION & HANDOVER REQUIREMENTS 

STEP 1 Prior to induction and physical commencement of works on site, a Prestart Interview is to be conducted 
by Probuild for the Shopfitter. This Shopfitter Site Information Kit details the requirements required of the 
Shopfitter. 

STEP 2 Shopfitter HSE Documentation 
As the Principal Contractor for your tenancy you are required to provide the following preferably by email 
or hardcopy 5 days prior induction: 
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The following subcontractors are to be utilised on this tenancy fit-out and reporting to me as the Principal Contractor 
(Shopfitter) of this tenancy.  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

Subcontractor:  Task:  

 
 

Reviewer: 

Name:  

Signature:  

Date:  

 
All documentation is to be submitted to the [insert appropriate person] for review, 5 days prior to the site 
induction. 

Incomplete or inadequate documentation may result in the Tenancy Subcontractor not being allowed to 
commence work on site. 
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TENANCY SUBCONTRACTOR DOCUMENTATION CHECKLIST 

TENANCY NAME  

CONTRACTOR NAME:  

SUBCONTRACTOR TO: (IF APPLICABLE)  

ON SITE HSE CONTACT NAME AND PHONE  

COMPANY HSE CONTACT NAME AND PHONE:  

RTW COORDINATOR NAME AND PHONE:  

 
DOCUMENTATION REQUIRED  TICK DATE 

Completed copy of the HSE Documentation Pack including: 
– Completed hazard assessment on contract scope of works (Not Required by Probuild) 

  

– Completed SWMS for immediate ‘High Risk’ tasks (other SWMS to be provided as the contract 
works progress) (Not Required by Probuild) 

  

– Completed Hazardous Substance and Dangerous Goods Register   

– Current MSDS’s for identified Hazardous Substances and Dangerous Goods   

– Plant Review Form for any nominated plant to be used   

Certificates of Currency 
Copies of certificates of Currency MUST be supplied for the following: 

Workers Compensation  Expiry Date:   

Public Liability ($20M) Expiry Date:   

 
Reviewer:  

Shopfitter:  

Name:  

Signature:  

Date:  

 
All documentation is to be submitted to [insert appropriate person] for  review, 5 days prior to the site 
induction.  

Incomplete or inadequate documentation may result in the Tenancy Subcontractor not being allowed to 
commence work on site.  
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< insert company name > 
< insert name > 
< insert address >   
 
Dear Sir/Madam 
 
RE: [Workplace] 
HANDOVER AND INDUCTION NOTICE 

You are referred to your pending occupation of Tenancy Unit _____ located at [Workplace]. 

Probuild implements a formal Occupational Health and Safety Management Plan on all 
projects, and rigorously enforces the application of that Plan in full accordance with its 
obligations pursuant to the relevant OHS Act and Regulations. By taking handover of the 
tenancy the tenant/shopfitter agrees to the following: 

On < insert date> the noted tenancy will be made available to you, and you shall become the 
occupier of that tenancy. 

As detailed in the Principal Contractor / Shopfitter site information kit a Prestart Interview is 
required to be undertaken with Probuild Constructions (Aust) Pty Ltd prior to undertaking the 
general base building (Probuild) Induction.  

Until the Principal Contractor / Shopfitter completes and qualifies the Prestart interview, no 
booking of the Shopfitter inductions through Probuild can be undertaken and no works can 
commence on site. 

Probuild shall provide a general (Probuild) induction to all Shopfitter’s site personnel entering 
the Shopping Centre Redevelopment construction zone to again access to the tenancy. 

It is the responsibility of the Shopfitter’s nominated representative to ensure all individuals 
undertaking works within the tenancy complete the general (Probuild) induction prior to 
commencement of their works.  

Your nominated Shopfitter’s representative is responsible for your obligations pursuant to the 
relevant OHS Act and Regulations by undertaking all further Principal Contractor / Shopfitter 
specific site inductions or procedures relevant to your tenancy. 

By signing this Handover and Induction Notice below you acknowledge both receipt of this 
letter and confirmation of acceptance of the above conditions.  

Probuild wishes you well with the execution of your relevant works. 

 
Yours sincerely 
PROBUILD CONSTRUCTIONS (AUST) PTY LTD 
 
For and on behalf of [insert tenancy name], I confirm acceptance of the conditions of 
handover of the tenancy as outlined in this letter. 
 
Signature:      
 
Name:       
 
Position:       
 
Date:  
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(Insert site map) 
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