

Contractor Management Program

Purpose
To establish rules and guidelines for contractors or subcontractors who may carry out work for [insert company name] or at [insert company name] workplace. 
Definitions
Contractor – A person or company hired under contract to provide materials or labour to perform a service or do a job for [insert company name]. This may include corporate cleaners, waste management personnel, IT/AV contractors, recycling/paper shredding service, printer repair services, etc.
Subcontractor – A person or company hired under contract to perform a service or do a job on behalf of [insert company name].  
Reportable Incident - An unplanned event that results in or has the potential to result in injury, illness, damage to property, process, or environment.
Orientation – A documented process that educates workers on the hazards, controls, and safety requirements of [insert company name] building.
High Risk Work – Work that involves a high likelihood of injury or illness for which the potential consequence of injury is severe (e.g., working at heights, working in confined spaces, electrical hazards, etc.)
Program Statement 
It is the policy of [insert company name] that all Contractors and Subcontractors comply with the Newfoundland and Labrador Occupational Health and Safety Act and Regulations, and with all specified health and safety standards, policies and procedures established for, and used by [insert company name].
Selection & Evaluation
Contractors will be selected and evaluated based upon the individual’s/company’s ability to provide evidence of one or more of the following:
a) being an active participant in the Certificate of Recognition® (COR®) Program and providing a current Letter of Good Standing, and/or 
b) have their own OHS Program, meeting the legislative requirements, and/or
c) is orientated to [insert company name]’s OHS Program, and
d) a current Letter of Clearance from WorkplaceNL.
Responsibilities
Contractors and Subcontractors will sign as having read, understood, and agreed to their responsibilities outlined within this policy, as per the Contractor Management Program Form, upon award of any contract with [insert company name]. Existing contracts will also fall under this program, effective immediately. The individual is signing as understanding that they must:

a) comply with all applicable health and safety legislation governing employers and workers and other directives issued by regulatory authorities having jurisdiction in the province.
b) comply with all [insert company name] health and safety rules or referenced procedures and codes that may be specified by [insert company name] and/or contained in the contract.
c) take all safety precautions and always keep their area of work clean and safe.
d) ensure all necessary safety equipment, including personal protective equipment (PPE), is used as required for safe execution of the work.
e) as soon as reasonably possible, report all hazards and/or reportable incidents (as defined above) that occur on an [insert company name] site to a member of the [insert company name] management team.
f) stop the work if conditions are such that the work cannot be performed safely.
g) in the case of contractors completing high risk or long duration work (5-days or longer), or where required by [insert company name]:
i) conduct a hazard assessment prior to commencing work. This pre-job hazard assessment must identify the real and potential hazards as well as the controls necessary to eliminate or mitigate those hazards.
ii) ensure that all necessary control measures are implemented prior to commencing work,
iii) conduct a tailboard/toolbox meeting at the commencement of the work and when the scope of the work changes,
iv) complete and submit a Sub-Contractor Monthly Checklist to [insert company name] on a monthly basis; and
v) provide documentation to [insert company name] to verify compliance with this program, and the OHS Act and Regulations.
Monitoring
Hazard Assessments - Any Contractor who are conducting work of long duration (5-days or longer), and/or work deemed as high risk, are to submit a copy of their hazard assessment to [insert company name] for review.  
[bookmark: _Hlk148560502]Training – All contractors are to ensure that all workers have been fully qualified and certified for the task, as per applicable legislation.  With any tasks that are of long duration (5-days or longer), and/or work deemed as high risk, the training certificates may be requested by [insert company name] for review. 
Reporting Hazards and Correcting Safety Deficiencies
The following procedure shall be used for correcting hazards or resolving safety concerns at the workplace, outside of the scope of their own hazard assessment:

a) if any Contractor or Subcontractor sees a safety hazard at the place of work, they shall immediately report the hazard to their supervisor and an [insert company name] Representative.
b) [insert company name]’s Representative shall discuss the hazard with the Contractor, or Subcontractor and establish a timeframe for remedial action by them.
c) if [insert company name]’s Representative decides that the hazard is sufficiently serious, [insert company name] Representative shall stop all work affected by the hazard until the situation has been rectified; and
d) should the responsible party fail to take the agreed corrective action within the time frame above and the seriousness of the infraction warrants, [insert company name] may terminate any contract involved with the work being conducted.
Incident Reporting & Investigation
The following procedure shall be used in the event of an incident in the workplace:
a) In the event of a serious injury to a Contractor or Subcontractor that is reportable under the Occupational Health and Safety Act or Regulations, or in the event of an incident having a high potential to result in such injury, the contractor/subcontractor shall immediately report the incident to the Occupational Health and Safety Division of Digital Government and Service NL and shall notify [insert company name] Representative.
b) Should the responsible party for any reason fail to report a serious injury, [insert company name] shall notify the Occupational Health and Safety Division of Digital Government and Service NL immediately upon becoming aware of such omission.
c) [bookmark: _Hlk148560814]When a Contractor or Subcontractor is involved in a reportable incident, they shall provide an incident report to [insert company name].
d) When a serious incident occurs at the workplace site, [insert company name] shall conduct an incident investigation in accordance with [insert company name] program.
e) If the nature of the incident clearly shows disregard of the safety requirements of the work by the responsible party, [insert company name] may at its discretion, terminate any contract.

This program will be reviewed annually and revised as deemed necessary. 	
   
Contractor Management Program Form 
I acknowledge that I have reviewed and understand my responsibilities as a contactor/subcontractor under [insert company name] “Contractor Management Program."

					____________________________________________
					Contractor/Subcontractor Company Name
					____________________________________________
					Company Representatives Name
					____________________________________________
					Company Representatives Position
					____________________________________________
					Date
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