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Supplier/Contractor COVID Vaccination status – template letterInstructions
On company letterhead, or alternatively this correspondence could be sent via email.
This correspondence can be used if your business requires suppliers and or contractors, and their employees, representatives or agents, to evidence their COVID-19 vaccination status so as to attend your premises for any reason. 
Customise this template to your company’s specific requirements.
This correspondence should be read in conjunction, and applied with, any relevant company policies and processes.




 [insert supplier/contractor details]

[insert date]

Dear [insert relevant name]
COVID-19 Vaccination status
For over the last year and half the COVID-19 virus has had significant impacts on the lives of all Australians and the business community. The issues and effects of COVID-19 remain within the community, continue to evolve, and will remain a societal and workplace issue for some time to come.
Like you have in your business, [insert your company name] has and continues to undertake consistent and appropriate steps to protect the health, safety and wellbeing of our people, our clients, and our operations. This includes observing and complying with government health regulations and directions, including any authorised worker COVID-19 vaccination requirements, and the implementation of COVID-Safe plans. 
As a result, [insert your company name] can at this time only permit COVID-19 vaccinated employees, agents or representatives of our suppliers, contractors, sub-contractors or other service providers to enter our premises.
[bookmark: _GoBack][Optional - Additionally, any employees, agents or representatives of our suppliers, contractors, sub-contractors or other service providers that enter our premises will need to provide evidence of their COVID-19 vaccination status that is viewed by a staff member of this company before or upon entering our premises. To ensure compliance with heath record related privacy laws, [insert your company name] will only sight such evidence and not keep a record of it.]
[Additionally, and if relevant and applicable to your state jurisdiction or workplace practice - This requirement can be done in conjunction with our QR code check in requirement, or providing such proof prior to entry to our premises.]
Therefore, we require that you respond to confirm your receipt of this correspondence, agreement to the requirement, and that you have advised your employees, agents or representatives of this requirement. Further, you warrant and represent to [insert your company name] that no COVID-19 unvaccinated employee, agent or representative of your business will attend our premises for any reason whatsoever. We ask that you respond to the undersigned by [insert required date and or specific time].
Of course [insert your company name] is happy to continue our dealings and undertakings with any COVID-19 unvaccinated employee, agent or representative of your business via telephone, video or another suitable platform until further notice.
Please feel free to contact the undersigned should you have any concerns or queries over the position that [insert your company’s name] has taken on this issue.

Yours faithfully,

…………………………………………………..
Position: [Signed by appropriate officer]
Date:
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