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HR Administrator 


Change the title if appropriate or allocate the responsibilities to another role.
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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Organisations should include this section in their policy’s arrangements section unless there is no possibility of contract work being undertaken under their control. This document applies to contract work carried out on premises under your control rather than work you might arrange to take place on other people’s premises.





Note that it may not be necessary to have in place such a detailed policy as this one, as this will depend to an extent on the nature and scale of your premises. However, this template is based on established practices and HSE guidance for the control of contractors. Although some types of contract work may seem unlikely e.g. use of a mobile crane, it is important to ensure that when unusual activities take place which represent a high risk, that those risks are adequately controlled.  





Alter and add to this as necessary.





Introduction





We recognise that when we engage contractors to work on our premises, we have obligations to plan, monitor and control their work for the safety of everyone who could be affected by their activities. The contracting organisation also holds similar responsibilities and it is therefore our policy to work together with our carefully selected competent contractors to ensure that our workplace remains safe and without risk to health.





The majority of contract work falls within the definition of ‘construction’ and as a client we recognise our responsibilities under the Construction (Design and Management) Regulations 2015 (CDM) for:	�


notifying the HSE of a project if it is one which is expected to last longer than 30 working days and have more than 20 workers working simultaneously at any point, or, exceed 500-person days;


assembling the project team, including checking the competence of all appointees;


issuing a client brief outlining the purpose, aims and expectations for the work;


ensuring there are suitable management arrangements for the project including the provision of welfare facilities for use by contractors/staff and the drawing up of a construction phase plan (where required) before work starts;


ensuring that arrangements for the management of health and safety are maintained and reviewed throughout the project;


allowing sufficient time and resources for all stages of the project;


providing pre-construction information as soon as is practicable to designers and contractors;


for projects involving more than one contractor:


appointing a principal designer (PD) and principal contractor (PC) as soon as is practicable, and in any case before the construction phase begins.  (If we fail to appoint a principal designer and principal contractor then we recognise that we, as the client, must fulfil the duties of those ourselves);





taking reasonable steps to ensure that the PD and PC comply with their duties;


ensuring the principal designer prepares a health and safety file; and


keeping the health and safety file up to date and available for inspection at a later date and passing it to a new owner if the interest in the structure is disposed of.





We also have obligations to control contract works under other legislation including the Management of Health and Safety at Work Regulations 1999.





Overview of Procedures for Control





When planning work to be undertaken by contractors we ensure that a single person has overall responsibility for planning and coordinating the work. This individual is normally our ___________________________________ [job title]. Note that this is good practice and assists in providing a high level of control but is not a legal requirement. 





This individual undertakes a thorough evaluation of the work required to evaluate the scale of the project.  














If the project will involve more than one contractor, the individual:


ensures that the _____________________ [e.g. Managing Director] is promptly made aware, and coordinates arrangements for the appointment of a competent Principal Contractor and Principal Designer, taking into account information on competency set out within the guidance to the Regulations;


oversees that the PD and PC comply with their duties; and


ensures that a health and safety file is prepared by the PD and then is kept and maintained up to date by the client.





If it is likely that the project will be notifiable, he or she will ensure that the project is notified via the HSE website. (Note that such projects are those expected to exceed 30 working days and have more than 20 workers working simultaneously at any point, or, exceed 500-person days).





For all ‘construction work’, no matter what scale, this individual personally takes responsibility for ensuring that: 


a written or verbal client brief is issued to contractors and designers, outlining the purpose, aims and expectations for the work;


the work does not begin until there is an adequate construction phase plan in place (where required), and suitable welfare facilities for workers;


any contractor or individual appointed to work on the project is competent;


there are suitable management arrangements for the project including the documenting of risk assessments and method statements where required;


they monitor the execution of the work to ensure that it is being carried out safely;


sufficient time and resources are allowed;


any design or specification work undertaken by our organisation on our behalf is undertaken by competent persons who are able to eliminate hazards and control risks within the design and meet their obligations under the Regulations;


the contractors’ work is segregated from the other activities taking place on site where necessary for health or safety - either by scheduling the work out of hours or by physical separation;


they obtain and provide essential health and safety information about the site, the activities, the work (including any residual risks identified by designers/specifiers) and safety rules, to enable the contractors to take this ‘pre-construction information’ into account in their tender;


compliance with our health and safety requirements forms a contractual obligation;


if the work is particularly hazardous there are arrangements for issuing permits to work; Note that whilst not legally require in most cases, permits to work are good practice and enable the client to provide a higher degree of control where there is a risk of death or serious injury;


hazards that are likely to be introduced by the work are identified and any risks arising from our business that may affect the contractors are adequately communicated and that measures are taken to eliminate or reduce the risks;


they undertake or review risk assessments for the workplace to determine any new or changed risk controls to be introduced for the duration of the work and after it is completed;


a responsible person is appointed to meet the contractor’s representatives, ensure that they sign in/out and brief them with essential health, safety and emergency information; and


a contract review is undertaken to ensure that any problems are identified and recurrence is prevented by changes to procedures etc.�


In the case of any documentation referred to above, it will be proportionate to the level of risk and complexity of the project.  





If it is likely that the project will be notifiable, he or she will ensure that the project is notified via the HSE website. (Note that such projects are those expected to exceed 30 working days and have more than 20 workers working simultaneously at any point, or, exceed 500-person days).





Further details about these arrangements are given in the remainder of this document.
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Detailed Arrangements





Competence Assessment





We select contractors based on technical competence, experience, and suitability for the work to be done.  In particular our assessment process involves a review of requested information from the contractor including:





track record of experience in similar contracts;


membership of reputable trade bodies or approved contractor schemes;


legally required registrations (e.g. Gas Safe Register);


health and safety policies and practices;


recent health and safety performance (e.g. enforcement action etc.);


qualifications, training and skills of their staff and supervisors/managers;


selection procedures for sub-contractors;


example safety method statements and risk assessments for similar work;


supervision arrangements; and


references from previous clients. 





Note that if your company uses an approved contractor list such as Construction Line, CHAS or Safe Contractor to cover off generic issues, you should describe here how you use that and amend the list of items above which you check in respect of individual projects.





If you have a specific form for undertaking these contractor reviews (such as the Hettle Andrews Contractor Health & Safety Questionnaires), you may wish to include it as an appendix to this policy.  In any case it is recommended that you cross refer to it here.





We also review the HSE’s notices and prosecution database (� HYPERLINK "http://www.hse.gov.uk/enforce/index.htm" �www.hse.gov.uk/enforce/index.htm�) to determine if the potential contractor has been subject to any formal legal sanction.





Any claim that a contractor is a member of a trade or professional body or an approved contractor scheme is verified directly with the body to ensure the membership is current and covers the work being offered.





If applicable, describe the approved list of contractors which you maintain.





Essential Information Provided to Contractors





To enable contractors to take account of all issues affecting health and safety within their tender, we provide essential health and safety information including:





for any design or specification work already undertaken, any information about risks which could not be eliminated at the design stage;


any restrictions on the time or location in which the work is done;


access, parking and road traffic rules;


information about other people who could be present in the premises, or could be at risk in the vicinity [including more vulnerable persons such as children, the elderly, the disabled and those with special educational needs- amend as applicable];


restrictions which will apply to the storage of goods, materials, skips, site huts and storage containers;	


rules regarding the storage of waste awaiting collection, and where applicable for removal of waste from site;
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smoking restrictions;


rules about work on the electrical installation and the use of electrical equipment;


requirements for work on the gas system;


general rules about the need to maintain escape routes and access to fire equipment plus any specific rules in relation to the project;


rules requiring the use of personal protective equipment when required as a result of the hazards of the work [and as required within designated hearing protection/head protection/safety footwear/hi viz areas – delete or amend as applicable];


any particular hazards within the premises such as the presence of asbestos within work areas likely to be used by the contractors, fragile roofs, overhead or underground services, confined spaces, reversing vehicles at loading bays etc, anticipated hazards from the work activities undertaken or other contractors, machinery or hazardous substances;


restrictions on the introduction of certain high hazard equipment or processes except where agreed in advance and subject to a permit to work, e.g. hot work, excavations etc.;


restrictions and rules about the use of hazardous substances or generation of noise/dust/fumes;


rules about work at height including roof work, scaffolds, mobile elevating work platforms and suspended access equipment when applicable;


restrictions on the use of our facilities e.g. toilets, washing facilities, catering facilities, equipment e.g. fork lift trucks;	


requirements for supervision and quality assurance;


restrictions or rules on the use of sub-contractors;


the need for contractors to provide their own first aid arrangements/ the availability of our first aid facilities and personnel;	


any specific qualifications required for particular parts of the job;


security clearance/safeguarding arrangements – delete if not applicable;


requirements to report all accidents, incidents, near misses and/or occupational disease to the Client representative; and


the contact details of our representative responsible for coordinating the work who can be contacted for further information.





Note that it is recommended that you have a standardised set of rules and information provided for your premises covering generic issues which would apply to most contract work (i.e. Rules for Contractors document). Once you have this in place, cross refer to it in this section.  You may find with such a set of rules in place that you can reduce the list above to reflect only those items to be covered on a project by project basis.�


Receiving Information from Contractors 





Once the contractor is selected, detailed work plans are discussed and the contractor’s risk assessments and method statements are reviewed.  





Any risks created by the contractor affecting other persons on the premises are taken account of in our own risk management arrangements for the duration of the project.  





Authorisation/Permits





Contractors’ representatives are required to sign in on arrival and out on leaving at [specify location/procedures]. If you provide identification badges for contractors, state this here.  





Each representative is briefed on essential health and safety requirements and is required to sign that they understand our Rules for Contractors (a Hettle Andrews Contractor Health & Safety Induction Checklist is available to assist with this). 





For particularly hazardous work, a Permit to Work is required.  This includes:
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hot works;


confined space work;


work at height/work on roofs;


work with asbestos containing materials;


work on or near water; and


work on live electrical equipment.








Tailor this list according to your workplace needs.  Include any other situations where a permit would be applied (e.g. use of cranes, use of explosives etc.).





Our representative identifies work which will require a permit and completes the document with details of the work to be undertaken, foreseeable hazards, the precautions to be implemented by the contractors, and the start and finish time of the permit.  Both parties sign to indicate that particular work methods and precautions have been agreed.  





Contractor’s representatives are required to keep a copy of their permit at the place of work which may be inspected by our managers. At the end of the permitted time, the permit is closed by sign off from both parties to indicate that the work is finished and the work area is safe.





Note that pads of duplicate permit to work forms are available from commercial suppliers if you do not have your own versions. In addition, template permit to work forms for a variety of works are available in the Hettle Andrews client hub.





Contracts 





In the conditions of contract, we stipulate that the contractor and all of their employees must: 





adhere to the Rules for Contractors which we have issued;


comply with their own method statements and risk assessments or where this is not practicable for any reason, to agree changes with our client representative in advance; and


comply with all health and safety laws applicable to the work undertaken.





Briefing





As described within the Authorisation/Permits section above, on arrival at our site, contractor’s representatives are questioned and briefed by ____________________________ [name or job title] in relation to the following matters:





Note: Here is a basic list.  Alter it as necessary to reflect the matters applicable to your business:


parking arrangements;


any hazards that the contractor may create for other building users e.g. use of chemicals or flammable liquids, obstructing access, power tools;


any hazards arising from our own activities on that day which may affect him/her;


the location of any asbestos containing materials and procedures for accidental disturbance;


agreed safe working method to protect the contractor and others;


the importance of the contractor not doing any work which has not been previously agreed;


the fire procedure including: raising the alarm, sound of the alarm, assembly point, exit routes etc.;


smoking/vaping rules; 


the need for the contractor to report any accidents, incidents, near misses and/or occupational disease;


arrangements for waste removal if necessary;


toilet locations and any other welfare facilities for their use;
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the need to sign in on arrival and sign out before leaving; and


specific activities requiring a permit to work and how this will be issued and by whom, before the contractor commences work.





Monitoring





All work by contractors is monitored periodically by ____________________________ [name or job title] to:





review progress;


check quality of workmanship;


check that the workers on site are those expected and who have signed in;


identify any problems or unanticipated risks at an early stage;


check that work is restricted to the areas anticipated and not creating additional risks by spreading beyond the agreed area or involving unauthorised work; and


check that method statements and risk assessments are being followed, that the contractors are complying with the Rules for Contractors and that they are generally working in a safe manner.    





The degree of monitoring depends on the type of work involved for example, [regular contract work activities such as window cleaning are checked a few times per year, whereas building alterations might be checked several times in a day – change to include relevant examples to your business].	��Where monitoring detects poor standards, this is addressed with the contracting company concerned and, if necessary, monitoring frequency is then increased.  Where appropriate, work is stopped whilst a solution is found. 	��Contract Review





On completion of works our ______________________________ [name or job title] ensures that we receive required certification, operating instructions, product guarantees and other necessary health and safety information. He/she also ensures that ongoing inspection and maintenance requirements of new equipment are identified and scheduled.





He/she also leads a contract review process to evaluate satisfaction with the contractor’s work and identify any other concerns which may have arisen.  The review covers in particular:�


quality of the work;


compliance with the Rules for Contractors and with the method statements/risk assessments;


effectiveness of communications


decision whether to add or delete the organisation from the preferred contractor list- delete if not applicable; and


any improvements required to the policy and procedures for control of contractors.





This process takes place on completion of the work or, in the case of contracts for regular work, takes place at least every ______________________ [e.g. six months].  





Where the review indicates that the contractor’s standards are below those required, we would normally ________________________ [describe action taken to avoid using the contractor for future work e.g. remove them from our approved list of contractors].













