Guidance Notes for the completion and use of the Document

“Contractor Work Control”
Job Detail

In this section the following information must be given: 

1. The job to be undertaken

2. Where and when the job is done

Assessment of competence / performance
In this section you are to consider if the contractor is suitably qualified to undertake the job. Do they have any suitable qualifications? Are they members of a trade body?  E.g. A roofer may be a member of the National Federation of Roofing Contractors.

Health, Safety and Environmental issues when setting down working methods / assessments needed.
Identify all hazards that require control measures to be written into the method statement/ risk assessment, e.g. working two metres above the floor, working in or near the river.

Local rules on site
The contractor is to be informed of any arrangements TBS Fabrications have in place, relating to the task to be undertaken, e.g. The fire evacuation and spill response procedures should be explained

Items necessary for Health, Safety and Environment
Identify if any equipment such as PPE, edge protection, spill kit etc. is required.

Special Hazards
Inform the contractor of any special hazards on site, e.g. FLT traffic, chemicals etc.

Site Access / Use of plant / Control of equipment
The visitor logging in procedure must be explained to the contractor. It should be agreed if TBS Fabrications will supply any plant or equipment to the contractor. Any plant / equipment brought on by the contractor, must be tested against relevant legislation, e.g. Portable electrical testing for electrical tools and leads.

Planning the Work

Local Operations

Explain to the contractor what tasks are being undertaken, in the area he is to work.

Assess Organisation / Arrangements / method statements
A written method statement must be obtained from the contractor so that we can determine whether the way the job is done, will be undertaken in a safe manner, and will comply with current Health, Safety and Environmental legislation.

Who is in charge?

Record the person from the contractor’s company, who is in overall charge on site.

Control on Site

Competent Person to liase with contractors

This will normally be the person specifying the job, but may also be any “competent person”
Finalise arrangements on site / Place of work / Restricted area

It is important that the final meetings before work commences, are held on site. Record the date and times of the meetings/discussions, and all persons involved. As the person doing the job may not be the person who has discussed the arrangements, it is imperative that the contractor on site, actually doing the job, is given all the relevant documentation. The place of work and any restricted areas, must be made known to the contractor on site.

Monitor performance
The TBS Fabrications responsible person should periodically check that the work is being done as per the approved method statement. This check must be made at least once per day, as the work progresses. If you are unhappy about any aspect of the work being done, contact the company Safety Advisor.
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