Health and Safety Procedures for contractors

Choosing contractors

Request Contractor competency questionnaire to be completed. However design and maintenance contractors, where work is directed by Facilities Management Directorate, will be subject to their vetting procedure.
Procedure
· Complete checklist attached

· Discuss and agree arrangements and time for delivery or collection especially for first time visits

· Provide full induction process if visitors, contractors etc if on University Farms for than 1 week
· All companies carrying out work on site to be required to produce risk assessment for their work and if during weekdays within normal working hours to report to CEDAR reception and sign in.  If out of normal working hours, instructions to be given to them as outlined on checklist.

Visitors

Reiterated all visitors to sign in at CEDAR, CRU, APRU, receive visitor information, badge and assigned area manager if necessary. Visitor information as a minimum to cover:
· Fire emergency, signs, routes, extinguishers, assembly points

· First aid, nearest first aider

· Communication, internal, mobiles, external calls

· Emergency services

· Reporting accidents, location of accident report book

· Security, out of hours

· Specific risks

Sign out on leaving premises and return badges
Out of hours

Special arrangements will need to be agreed as laid out in checklist

	Contractors competency questionnaire


	Please confirm whether you have a health and safety policy and attach a copy
	YES/NO

	Do you have written risk assessments? If so, please provide example copies of risk assessment of work related to the work you are expected to carry out on the University Farms
	YES/NO

	Please outline the main hazards that are likely to occur in the course of your work.


	

	Please detail any health and safety monitoring  system you have in place such as safety inspections and provide examples
	

	Please confirm the type of health and safety training that you provide for your staff that would be expected to work on University Farms.
	

	Please supply copies of the last 10 entries in your accident book.
	

	Please attach copies of any health and safety notices, investigations or prosecutions that your company has been subject to in the last 5 years. 
	

	Please provide examples of other work of a similar nature that your company has undertaken, and the names and addresses of two other companies for whom who have completed work, that may be contacted for referees, if required.
	

	Please confirm that you hold all legally required documentation eg electrical testing, LOLER, Pressure systems etc.
	YES/NO

	Are you members of any health and safety passport scheme, or national or corporate bodies and if so please state
	YES/NO

	Please confirm that you hold and will continue to hold on a annual basis, adequate Employer’s and Public liability insurance cover.  Please provide a copy of the current certificate(s).
	YES/NO

	Please sign below to confirm that the above information is true and correct, and that you will inform us should any of the above details change

	Name of company


	

	Address:


	

	Tel no/e-mail address
	

	Name of contact and position
	

	Signature
	

	Date
	

	Farm visitors information sheet and checklist



	Company Name
	

	Farm or unit Name and address


	

	Contact person/s name and telephone number


	

	Ordnance survey map reference


	

	Directions of best route


	

	Other useful contacts:

	Vet
	

	Water company
	

	Electricity supply company
	

	Environment agency
	

	HSE
	

	Emergency services


	

	University maintenance department
	

	University security
	

	Others:

	

	Please check that you have

❑Provided a copy of the completed appropriate risk assessment or relevant safety information to the supplier, contractor or visitor
❑Provided an appropriate loading and unloading area and equipment, including adequate vehicle access and, if possible, room to manoeuvre vehicles without reversing

❑Discussed and made appropriate arrangements for the visit and particularly that unsupervised visits have been planned in advance

❑If appropriate, provided a map indicating hazards (overleaf), including the location of overhead power lines and areas that should not be accessed
❑Discussed and agreed biosecurity measures
Provide a sketch of relevant farm details here:

Checklist:

❑Farm access

❑Office

❑Turning area or one-way system

❑Loading or unloading area and equipment
❑Overhead power lines

❑Prohibited areas
❑Cleaning and disinfection point

❑Fire fighting equipment

❑First aid materials




