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Page 4 of 10	Management of Service Providers/Contractors Policy v0.1
[bookmark: _Toc34403381]1.0 Introduction 
Westham Parish Council has a duty under the Health and Safety at Work Act (HSWA) 1974 to assess the risks posed to the health and safety of its employees, volunteers and to anyone else who may be affected by its activities. This duty extends to managing the risks associated with works undertaken for the parish council by service providers / contractors. This policy sets down the framework for managing the health and safety of all service provider / contractor activities for the parish council. This policy applies to all service providers / contractors and therefore all persons responsible for engaging service providers / contractors are required to comply with this policy.

[bookmark: _Toc34403382]2.0 Application 
This policy applies to all activities using service providers / contractors to undertake a variety of different tasks.  The policy applies to all persons engaging or controlling service providers / contractors on behalf of the parish council and aims to prevent:
· Any adverse effects on the health, safety or welfare of members of the parish, or are affected by the service providers / contractors’ activities associated with the parish;
· Damage to the reputation of the parish;
· Negative impacts upon the operations of the parish (such as service provider / contractor incidents or property damage).

Persons engaging service providers / contractors (contract manager) to carry out work on behalf of the parish council should consider the hazards and risks of work planned and choose proportionate and appropriate systems to control the work planned.

[bookmark: _Toc34403383]3.0 Legislation 
By adhering to the management of service providers / contractors’ policy and guidance, the parish council will be able to demonstrate that health and safety is proactively managed in accordance with legislative requirements, such as:
· The Health & Safety at Work etc. Act 1974
· The Management of Health & Safety at Work Regulations 1999.
· The Construction Design and Management Regulations 2015 (CDM15)
· The Regulatory Reform (Fire Safety) Order 2005
[bookmark: _Toc34403384]4.0 Definitions

CDM15 – Construction (Design and Management) Regulations 2015.
Contractor / service provider means an individual, company or organisation engaged or commissioned by the parish council to carry out work for gain or reward.
Contract Manager – any person who contracts/engages/commissions a company or person who is not directly employed by the parish council to carry out work on their behalf.
Construction contractors are individuals, companies or organisations employed by the parish council to do construction work that would come under the CDM regulations.
Construction work – as defined by CDM15 means:
the carrying out of any building, civil engineering or engineering construction work and includes— 
(a) the construction, alteration, conversion, fitting out, commissioning, renovation, repair, upkeep, redecoration or other maintenance (including cleaning which involves the use of water or an abrasive at high pressure, or the use of corrosive or toxic substances), de-commissioning, demolition or dismantling of a structure; 
(b) the preparation for an intended structure, including site clearance, exploration, investigation (but not site survey) and excavation (but not pre-construction archaeological investigations), and the clearance or preparation of the site or structure for use or occupation at its conclusion; 
(c) the assembly on site of prefabricated elements to form a structure or the disassembly on site of the prefabricated elements which, immediately before such disassembly, formed a structure;
(d) the removal of a structure, or of any product or waste resulting from demolition or dismantling of a structure, or from disassembly of prefabricated elements which immediately before such disassembly formed such a structure; 
(e) the installation, commissioning, maintenance, repair or removal of mechanical, electrical, gas, compressed air, hydraulic, telecommunications, computer or similar services which are normally fixed within or to a structure,
But does not include the exploration for, or extraction of, mineral resources, or preparatory activities carried out at a place where such exploration or extraction is carried out.
Method statement - is a statement prepared by the contractor detailing how work operations are to be carried out.
Permit to work - is a formal written system used to control certain types of work that are potentially hazardous.
Responsible person/competent Person - individuals who have sufficient training and experience or knowledge and other qualities that allow them to assist you properly. The level of competence required will depend on the complexity of the situation and the particular help you need.
Risk assessment – a risk assessment is a careful examination of what, in your work, could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm.




[bookmark: _Toc34403385]5.0 Responsibilities

[bookmark: _Toc34403386]5.1 Persons engaging service providers / contractors (Contract Manager)
Persons commissioning works on behalf of the parish council shall be responsible for ensuring that the contractors (or sub-contractors) under their control: 
· Are competent to undertake the works for which they are engaged; 
· Have been provided with suitable and sufficient information and instruction regarding the local hazards that exist in the areas in which they will be working; 
· Have received information detailing the parish council’s arrangements for health and safety; 
· Will provide suitable and sufficient supervision of their contractors whilst they are on site; 
· Are aware of and comply with the parish council’s management of contractor’s procedures. 
· Staff and the contractors they engage are aware of the need to report any contractor-related incidents, including near misses, and that appropriate actions should be taken to prevent a recurrence, so far as is reasonably practicable;
· Sufficient time is allocated to the contractors under their control to plan and undertake works safely and in accordance with best practice standards, as set out in HSE 159 Managing Contractors;
· Responsible for planning work in such a way as to minimise the disruption to the normal operations of the parish;
· Consider if the work to be undertaken has an impact on fire safety arrangements;
· Consider the need for a permit to work arrangement;
· Where approved construction works are notifiable to the Health and Safety Executive (hereafter called notifiable projects) that relevant appointments have been made and that those appointed are competent to undertake their duties.

[bookmark: _Toc34403387]6.0 Arrangements
[bookmark: _Toc34403388]6.1 Identify and plan the work
The contract manager must identify all aspects of the work to be undertaken by the service provider / contractor. They must consider the health and safety implications of the work and produce a clear job specification that can be provided to the service provider / contractor.
Specific works may require a permit to work, such activities requiring a permit must be risk assessed before the permit is issued. (See 6.7 permit to work section)

[bookmark: _Toc34403389]6.2 Selection of a service provider / contractor
Before service providers / contractors are engaged, adequate checks must be undertaken to ensure that they are competent to carry out the planned works or activities in relation to health and safety requirements.  Before works/activities commence it is essential that adequate information is given to the service provider / contractor regarding risks associated with the environment/location. 

[bookmark: _Toc34403390]6.3 Plan the work
The specific/detailed health and safety requirements should be agreed with the appointed service provider / contractor as part of the planning and preparation phase of the contracted works. This is to be done in conjunction with the contract manager and other relevant parties as necessary and includes, but is not limited to aspects such as: 
· Fire safety arrangements;
· CDM requirements;
· Risk assessments; 
· Method statements; 
· Welfare and first aid provision; 
· Induction and training requirements; 
· Supervision arrangements; and 
· Waste management arrangements.

[bookmark: _Toc34403391]6.4 Service providers / contractors working on site 
Service providers / contractors must be made aware of any known potential hazards in the area in which they are working. 

When a service provider / contractor has been authorised to carry out work then it is the responsibility of the contract manager to ensure suitable and sufficient induction for service provider / contractors takes place and this should be proportionate to the work being undertaken.

[bookmark: _Toc34403392]6.5 Supervision
Once work has started the contract manager must ensure that there is adequate monitoring arrangements in place to confirm the work is progressing against what has been agreed within the job specification. Where unsafe practices are observed at a service providers / contractors worksite, service providers / contractors should be advised by the contract manager that unsafe practices are not acceptable and may lead to them not being eligible for future work. The contract manager must ensure the unsafe condition/practice is stopped.

On completion of the work, the contract manager must ensure the work has been completed to a satisfactory standard as planned/required.

[bookmark: _Toc34403393]6.6 Reviewing the work
Once work has been completed by the service provider / contractor, the contract manager should review how the safety arrangements performed and feedback any improvements into future planning of projects.

[bookmark: _Toc34403394]6.7 Permit to Work (PTW)
A ‘permit to work’ is a more formal system stating exactly what work is to be done and when, and which parts are safe. A competent person should assess the work and check safety at each stage. 

Permits to work are required for the following:
· Hot work such as welding and grinding.
· Confined space or vessel entry. 
· Access permit to restricted areas.
· Work that requires mechanical isolation.
· Working on live electrical circuits.
· Work on gas services.
· Work involving excavation (permit to dig).
· Work on pressure systems.
· Fire alarm isolation.
· Adjustments to any means of escape.

Permits to work should only be issued and closed by competent persons, usually the service provider / contractor.

[bookmark: _Toc34403395]7.0 Guidance

[bookmark: _Toc34403396]7.1 Five phase approach
Following HSE guidance on managing contractors, the five phase approach should be used in order to successfully manage service providers / contractors and ensure safe working. These five phases are:  
Phase 1 - Planning the work  
Phase 2 - Selecting the right contractor  
Phase 3 - Pre-work commencement  
Phase 4 - During contract work  
Phase 5 - Reviewing the work on completion 
  
Phase 1 – Planning the work  
· Define the job  
· Identify hazards  
· Assess risks  
· Eliminate and reduce the risks  
· Discuss  with contractor (once selected)  
  
Phase 2 - Selecting the right service provider / contractor  
· What safety and technical evidence is needed? Ask questions / get evidence  
· Go through information about the job, the site, including site rules  
· Ask for a safety method statement if appropriate  
· Decide whether subcontracting is acceptable. If so, how will health and safety be ensured?  
 
Phase 3 - Pre-work commencement  
· Name a parish council contact  
· Reinforce health and safety information  
 
Phase 4 - During service / contract work  
· Assess the degree of contact needed  
· How is the job going? Is it as planned?  
· Are they working safely and as agreed?  
· Any accidents?  
· Any changes in personnel?  
· Are any special arrangements required?  
 
Phase 5 - Reviewing the work on completion  
· Review the job and the service provider / contractor  
· How effective was your planning?  
· How did they perform?  
· How did the job go?  
· Record any lessons learned  
  
[bookmark: _Toc34403397]7.2 Selection of a service provider / contractor  
 
The parish council requires all service providers / contractors to have compliant health and safety policies and procedures and be fully engaged in training its staff and enforcing safety policy and procedures.  
 
The parish council should only engage suitably competent, financially viable service providers / contractors to undertake works on its behalf. Competence can be evidenced through registration with an approved body, such as, Safety Schemes in Procurement (SSIP), Contractor Health and Safety Assessment Scheme (CHAS) accreditation, Gas Safe registration, or other such necessary certification. 
 
Responsibility for engaging service providers / contractors includes ensuring: 
· the professional competence of service provider / contractors  
· they hold adequate insurance cover  
· they demonstrate health and safety competence  
· they demonstrate arrangements for engaging sub-contractors (if relevant)
· they have suitable arrangements in place for the reporting of accidents and incidents.  
 
Appendix 1 has an example checklist for the selection of a service provider / contractor. 

[bookmark: _Toc34403398]7.3 Risk Assessment and Method Statements 
 
Contract managers must ensure that safe systems of work are provided for all tasks. This involves an analysis of the task and the associated hazards, the production of a risk assessment by the contractor and, where the risks are significant, a method statement which indicates how the work is to be organised and hazards controlled to minimise the risks.  
Areas for consideration in a safe system of work or method statement should include:  
 
People and the work:  
· competency of contractors;  
· the work activity being carried out; 
· the duration and timing of the work; 
· proximity of other people in the area;  
· the resources required to carry out the task; 
· lone working;  
· physical status of the workers such as pregnancy or person with health conditions; 
· controls required (e.g. PPE, LEV, air sampling etc.) 
 
Equipment:  
· suitability of equipment for task;  
· effect of equipment on people or environment (noise/vibration etc.);  
· the equipment to be used, its inspection and maintenance;  
· control of possible falling objects or unstable equipment 
 
Materials:  
· condition and stability of work surfaces such as fragile materials, slippery surfaces, hot, cold, sharp, heavy etc.;     
· how they dispose of waste (will they have their own contractor skip);  
· who transfers their waste (are they registered as a waste carrier with EA/NRW/SEPA)  
· Provide evidence of waste contractor, waste carriers license etc.  
· Management of any hazardous waste  
 
Environment / location:  
· the location in relation to the presence of hazards; 
· the working environment with regard to weather, wind or lighting; 
· safe and appropriate control of hazardous substances (e.g. dusts, chemicals, etc.);  
· safe means of access and egress; 
· frequency of access;  
· prevention of access by unauthorised persons;  
· details of how the work might affect or be affected by other work in the area and how that will be controlled (e.g. warning signs, fencing etc.).  
 
Fire safety arrangements: 
· how the means of escape will be protected; 
· how the fire compartmentation integrity will be kept; 
· any impacts on the fire alarm systems; 
· emergency lighting, ensuring adequate illumination of the means of escape.
 
Emergency procedures:  
· details of fire and first aid procedures;  
· how to deal with possible spills;  
· reporting of incidents and near misses.  
 
[bookmark: _Toc34403399]8.0 References 
 
Health and Safety at Work etc. Act 1974  
http://www.legislation.gov.uk/ukpga/1974/37/contents 
  
Management of Health and Safety at Work Regulations 1999 - Approved Code of Practice and guidance L21  
http://www.hse.gov.uk/pubns/books/l21.htm 
  
Managing Contractors - A Guide for Employers, HSG 159, 1997  
http://www.hse.gov.uk/pubns/books/hsg159.htm 
  
The Construction (Design and Management) Regulations 2015 
http://www.legislation.gov.uk/uksi/2015/51/contents/made 
Occupiers Liability Act 1957  
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[bookmark: _Toc34403400]9.0 Monitor and review 
The implementation of the policy will be monitored by Westham Parish Council.
The policy will be reviewed in three years unless significant changes have occurred.


[bookmark: _Toc13560983]Appendix 1 – Service Provider/Contractor Selection Checklist

This checklist should be used by those selecting contractors to gain assurance as to the competence of prospective contractors to manage health and safety matters effectively. 

Name of organisation: ............................................................................................................ 
Address: .................................................................................................................................. 
.................................................................................................................................................. 
Contact for further information:.............................................................................................. 
E-mail: ...........................................................Tel no: .............................................................. 

General policy 

	1
	Can they provide a copy of their health and safety policy (only applicable to companies with 5 or more employees)?
	

	2
	Can they provide an outline of their organisational structure for health and safety management? Who is responsible for H&S matters?
	

	3
	Can they provide copies of their public & employer’s liability insurance certificate?
	

	4
	Can they provide 3 year summary performance in relation to company accidents, injuries, and dangerous occurrences?
	

	5
	Can they provide details of any letters of contravention, enforcement or prohibition notices, or prosecution(s) undertaken against their company or individuals employed by their company for breaches of H&S legislation within the past 5 years, and a summary of actions taken as a result?
	




Organisation 

	7
	Can they provide details of H&S training programmes undertaken by their employees: courses, providers and dates?
	

	8
	Can they provide the names and qualifications of H&S advisers, internal staff or external consultants, used by their organisation?
	

	9
	Can they outline how they maintain their H&S management systems in the light of developing H&S legislation and industry good practice?
	

	10
	Are employee H&S (Trade Union) representatives appointed (if applicable)?
	

	11
	Do they have a H&S committee for consultation?
	




Planning and monitoring 

	12
	Does the contractor undertake post-contract H&S reviews?
	

	13
	Details have been given on how the contractor will co-ordinate the sharing of information between: Contractor and Client 			
                                  Contractor and Sub-contractors?
	

	14
	Details have been given on the competence of staff and sub-contractors to undertake work proposed.
	



