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[bookmark: _Toc449611892]PURPOSE:  To define the process for ensuring work performed by contactors is adequately controlled. This includes contractor selection, induction and supervision.
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1. [bookmark: _Toc449611894]RESPONSIBILITIES: 
1.1. The person that engages the contractor (known as the ‘Responsible Person’) is responsible for ensuring the contractor:
Is competent (sufficient skills, knowledge and experience) to safely complete the work.
Supplies a satisfactory completed supplier questionnaire and relevant documentation.
Undergoes the Contractor Induction process and supplies all relevant documentation.
Is adequately supervised whilst on the job.
The H&S Manager will:
Review the supplied documentation to ensure is suitable and sufficient for the task.
DEFINTIONS
Contractor - A person / firm that undertakes a contract to provide materials or labour to perform a service or do a job.
FREQUENCY:
A separate questionnaire and induction must be completed for every different task a contractor performs due to task-specific competency requirements and risks. 
The validity for each induction will be 12 months. Contractors must repeat the induction process after 12 months elapses.
PROCEDURE:
PREPARATION
1. The Responsible Person must clearly identify all work activities involved in the task. Ensure the preparation and completion phase is included.
SELECTION
1. The contractor must be competent (sufficient skills, knowledge and experience) to complete the job to a satisfactory standard without any risks to health and safety.
2. The Responsible Person must ensure the contactor completes the Contractor Questionnaire and supplies the required documentation prior to arriving on site.
3. The supplied documentation pack must be reviewed by the H&S Manager & Responsible Person to ensure that the Contractor is competent.
4. The Responsible Person will inform the contractor about the decision.
5. The document pack must be forwarded on to reception for filing.
PRE-ARRIVAL
1. The Contractor must provide the following documentation prior to arrival on site:
· Risk Assessment 
· A Method Statement (if applicable) 
· The Safety Data Sheets (MSDS) for any substances which will be used / stored on site for the purposes of the activity. 
2. The documentation must be reviewed by the H&S Manager & Responsible Person to ensure it is suitable and sufficient to complete the task.
SITE INDUCTION
1. The Responsible Person must complete the contractor induction procedure with all new contractors using the Contractor Induction form. 
SUPERVISION
1. The provision of sufficient supervision is the responsibility of the contractor.
2. The Responsible Person should make contact with the Contractor’s Site Supervisor at least once per day to check on progress, etc.
3. The Contractor’s Site Supervisor should inform the Responsible Person immediately of any incidents that occur on site. Events which should be reported to the Responsible Person at the first available opportunity are:
· Any Accidents involving injury
· Pollution of the environment, whether or not effectively contained
· Damage to plant or equipment.
4. When work is to be carried out outside of normal working hours at evening or weekends then the Responsible Person is required to inform the area supervisor that the Contractor will be working at a specific location between certain times and dates and the name of the Contractor’s Site Supervisor so checks can be made. The Responsible Person should also provide their contact details
5. All contractors on site should be on the Plan Of The Day, with all relevant information filled in my the responsible person
[bookmark: _Toc449611895]REFERENCE DOCUMENT(S):
· BS OHSAS 18001 (Element 4.3.1)
· ISO 14001:2015 ( Element 7.2)
FORMS AND RECORDS
· Contractor Questionnaire
· Contractor Induction
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