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Organization Name
Contractor Safety Program
[bookmark: 001A]Purpose
At Organization Name, we not only value the safety of our employees, but the safety of our contractors and their employees as well. This document informs interested persons, including employees, that we have developed a procedure to transmit safety information between the company, our employees, contractors, and the contractor’s employees. This written program standardizes information transfer to make sure everyone concerned has the information they need to work safely. 
The effectiveness of the “Contractor Safety Program” depends upon the active support and involvement of all employees. This plan is intended to implement a program to ensure that all contractor work practices are carried out safely to minimize the possibility of injury or harm to the contractors' employees or our own employees. It is intended to serve as an additional tool in safeguarding the health and safety of employees.
This written “Contractor Safety Program” establishes guidelines to be followed when contractors are working at our company. These guidelines serve the following purposes.
· To provide a safe working environment. 
· To govern facility relationships with outside contractors. 
· To ensure that contractor employees and our employees are trained to protect themselves from all potential and existing hazards.	 
Administrative Duties
[bookmark: 003A][bookmark: 004A][bookmark: 005A]The Organization Name Job Title, Safety Professional Name, and Job Title, Safety Professional Name, are responsible for developing and maintaining this program. A copy of the program may be reviewed by employees. Its location is indicated in the following table. 

Table1. Program Location
	Facility
	Program Location
	Person in Charge 
of Keeping Program

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name



[bookmark: 003B]In addition, Organization Name’s corporate office is responsible for maintaining any records related to the “Contractor Safety Program.” If, after reading this program, you find that improvements can be made, please contact the Job Title, Safety Professional Name. Because we are committed to the success of our safety program, we encourage all suggestions. We strive for clear understanding, safe behavior, and involvement from every level of our company.
Contractor Safety Responsibilities
Company Responsibilities
We have specific safety responsibilities when hiring contractors to come to the worksite, grounds, or our buildings or facilities to perform work. Our responsibilities when hiring contractors include:
· Taking steps to protect contract workers who perform work on or near a potentially hazardous process.
· Obtaining and evaluating information regarding the contract employer's safety performance and programs.
· Informing the contractor of known potential fire, explosion, or toxic-release hazards related to the contractor's work and process.
· Explaining applicable provisions of the emergency action plan to the contractor, and requiring that the contractor disperse that information to all workers who work for our company.
· Developing and implementing safe work practices and procedures to control contract employee entry into hazardous work areas.
· Maintaining a contract employee injury and illness log.
· Periodically evaluating the contract employer's fulfillment of his or her responsibilities under this policy.
· Hiring and using only contractors who meet contractor selection criteria as listed in the next section of this policy.
· [bookmark: 006A]Assuring that the contract employee is trained in the work practices necessary to safely perform his or her job.
· Instructing the contract employee on the potential fire, explosion, or toxic release hazards related to his or her job and the process. 
· Assuring that the contract employee knows the applicable provisions of the “Emergency Action Plan.”
· Documenting contract employee training.
· Informing contract employees of the safety rules of the facility, particularly those implemented to control the hazards of the contracted process during operations.
· Requiring that all subcontractors abide by the same rules to which the contractor is bound by this section.
· Abiding by the facility smoking rules. Smoking is prohibited in certain areas of some facilities. Therefore, permission must be requested before the contractor’s employees are allowed to smoke in any area.
 
Contractor Responsibilities
Contract employees must perform their work safely. Considering that contractors often perform very specialized and potentially hazardous tasks, such as confined-space entry and non-routine repair activities, their work must be controlled. Contractor responsibilities when accepting contracts with Organization Name include:
· Assuring that the contract employee is trained in the work practices necessary to safely perform his or her job.
· Instructing the contract employee in the potential fire, explosion, or toxic-release hazards related to his or her job and the process.
Assuring that the contract employee knows the applicable provisions of Organization Name’s “Emergency Action Plan.”
· Documenting contract employee training.
· Informing contract employees of the facility’s safety rules, particularly those implemented to control the hazards of the contracted process during operations.
· Requiring that all subcontractors abide by the same rules to which the contractor is bound by this section.
· [bookmark: 007A]Abiding by the facility smoking rules. Smoking is prohibited in certain areas of some facilities. Therefore, permission must be requested before the contractor's employees are allowed to smoke in any area.
Contractor Selection Criteria
Standard procedures for evaluating and choosing safe contractors who will work on-site at this company include:
· When selecting a contractor to perform any type of contract work that might bring them into contact with any hazardous chemical or process on the premises of this company, obtain and evaluate information regarding a contractor employer's safety performance and programs.
· To determine a contractor’s past safety performance, the individual selecting the contractor will consider the contractor's:
· Employee injury records, such as Experience Modification Rate (EMR or MOD) for workers' compensation for the past three years, and the contractor's past safety record in performing jobs of a similar nature 
· OSHA log, which includes the injury and illness rates (number of lost-time accident cases, number of recordable cases, number of restricted workday cases, and number of fatalities) for the past three years 
· Incidence rates for lost-time accidents and recordables for the past three years
· Written safety program and training system
· [bookmark: 008A]For contractors whose safety performance on the job is not known, obtain information on injury and illness rates and experience and obtain contractor references.
· Contractor work methods and experience should be evaluated. For the job in question, ensure that the contractor and its employees have the appropriate:
· Job skills 
· Equipment 
· Knowledge, experience, and expertise 
· Any permits, licenses, certifications, or employees with skilled trades necessary to perform the work in question
[bookmark: 010A]The contractor must be willing and able to provide a current certificate of insurance for workers' compensation and general liability coverage with Organization Name.
Each contractor must be responsible for ensuring that its employees comply with all applicable local, state, and federal safety requirements, as well as any safety rules and regulations set forth by our company.
Ways we determine past compliance with such safety regulations include:
· Request copies of any citations for violations occurring within the last three years to determine the frequency and type of safety laws violated. 
[bookmark: 012A]Have all bidding contractors describe, in writing, any infractions, accidents, and workers' compensation claims within the last three years. This information will provide Organization Name with a solid background on that contractor's safety performance and adherence to safety rules and regulations.
· [bookmark: 013A] Search public domain OSHA records. 
The following employees are responsible for evaluating and choosing contractors:
Table 2. Employees Responsible for Choosing Contractors
	Location/Division Name
	Employee Name
	Employee Contact Number

	Location
	Safety Professional Name
	Phone Number

	Location
	Safety Professional Name
	Phone Number

	Location
	Safety Professional Name
	Phone Number




	
Guidelines for Information Exchange
Company Guidelines for Information Exchange
Before Contract Work
Before contract work begins, we must:
1. Designate a representative to coordinate and communicate all safety and health issues with the contractor. The designated representative will have a copy of the work document and be knowledgeable on the safety and health aspects of the work. The designated representative is responsible for ensuring that all company responsibilities listed below are carried out. The following table outlines Organization Name’s designated representative:


Table 3. Designated Contractor Safety Representative Table
	Location/
Division Name
	Employee Name
	Employee Contact Number

	Location
	Safety Professional Name
	Phone Number

	Location
	Safety Professional Name
	Phone Number

	Location
	Safety Professional Name
	Phone Number



2. Conduct an inspection of the proposed worksite area before the prestart-up meeting, so any known information about on-site hazards, particularly non- obvious hazards, are documented and thoroughly communicated to the contractor.
3. Work directly with the contractor's designated representative, with whom all contacts should be made.
4. Provide a copy of the facility's written safety policies and procedures to the contractor. 
5. Review all contract requirements related to safety and health with the contractor's designated representative, including but not limited to rules and procedures, personal protective equipment (PPE), special work permits, and specialized work procedures. Advise the contractor that the facility safety and health policies must be followed. A copy of our Organization Name Safety Manual must be furnished to the contractor.
6. Inform the contractor of any emergency signals, alarms, and procedures in areas where the contractor's employees are working. The contractor should be given the telephone numbers of the nearest hospital, ambulance service, and fire department.
7. Conduct a pre-start up meeting (walk through) with the contractor's designated representative and a supervisor from each area of the plant involved in the contractor's work.
8. Communicate thoroughly with the contractor's designated representative any safety and health hazards (particularly non-obvious hazards and hazard communication issues) known to be associated with the work, including those in areas adjacent to the worksite. Tell them it is the contractor's responsibility to convey this information to his or her employees.
9. Review preparation of worksite before contractor begins initial work.
10.  Identify connect-points for all services (such as steam, gas, water, electricity, etc.). Define any limitations of such services.
11. Ensure that all affected employees at Organization Name receive training on all hazards to which they will be introduced by a contractor.

[bookmark: 014A]During Contract Work
During the contract work, Organization Name must:
· Limit the entry of company employees into contractor work areas as necessary.
· Monitor the contractor's compliance with the contract throughout the duration of the work. When checking contractor work during the project, note any negligent or unlawful act or condition in violation of safety standards or requirements. Any items noted should be brought immediately to the attention of the contractor's designated representative in writing, with a copy of the notice sent to the contractor's home office concurrently. However, if an unsafe act or a condition is noted that creates an imminent danger of serious injury, immediate steps should be taken with the contractor's designated representative, or in his or her absence, the contractor's employees, to stop the unsafe act or condition. Do not allow work that is in violation of a regulation to continue.
· Document all discussions, including place, time, and names of contract employees in attendance.
· For work for which this company has developed specific and generally applicable procedures, make sure contractors and their subcontractors follow the same procedures.
· Do not allow loaning of tools and equipment to outside contractors and their subcontractors. The contractor is required to provide the necessary tools and equipment.
· Contact the nearest medical facilities, where available, in emergency situations where severity of the injury dictates immediate attention.
· Obtain a copy of each OSHA recordable injury report from the contractor and subcontractor. Investigate and report to the facility manager all personal injuries to contractor and subcontractor employees.
· Investigate and report any property losses. 
· [bookmark: 016A][bookmark: 017A]Maintain a Contractor Accident Report file.
· Conduct periodic on-site visits to check on work progress. 
[bookmark: 018A]Contractor Guidelines for Information Exchange
Before Contract Work
Before the contract work begins, the contractor must perform the following steps:
1. Designate a representative to coordinate all safety and health issues and communicate with our designated representative.
2. Provide documentation of any necessary safety training (as described in the “Training Requirements” section of this policy) to our designated representative.
3. Sign a confidentiality statement to protect Organization Name’s proprietary data.
4. Provide information to the designated representative on the safety and health hazards that may arise during the course of the contractor's work at Organization Name, and the means necessary to avoid danger from those hazards, including Hazard Communication and all other potential hazards.
5. Obtain copies of Organization Name’s safety rules and regulations in effect at the site or potential hazards present that may affect the contractor's work.
6. Be aware of any emergency signals and procedures that may be put into operation in areas where the contractor's employees are working. The contractor should be certain to have the telephone numbers of the nearest hospital, ambulance service, and fire department.
7. Advise and train its employees on the hazards of the work to be performed, including any hazard communication or other hazard information provided the contractor by our designated representative.
8. Keep our designated representative fully informed of any work which may affect the safety of our employees or property. This includes complying with the state and federal right-to-know legislation and providing the designated representative appropriate Safety Data Sheets (SDSs) or other required information about chemicals the contractor will bring onto the site.
9. [bookmark: 020A]Know who to call and what to do in emergencies, including where first-aid and medical services are located. 
During Contract Work
During the contract work, the contractor will:
· Have a designated Site Safety Coordinator present and attentive to the work being carried out by contractors and/or subcontractors.
· Ensure that all subcontractors are abiding by the terms of this program
· Perform work while the plant is operating, if necessary, and establish necessary safe practices. This includes but is not limited to barricading, sign-posting, and fire watches.
· Make sure that any equipment, chemicals, or procedures used by the contractor to perform contracted work meet all OSHA requirements.
· Be held responsible and accountable for any losses or damages suffered by Organization Name and/or its employees as a result of contractor negligence.
· Provide its employees with medical care and first-aid treatment. Organization Name’s first-aid facilities may be used only in case of emergencies.
· Use only the plant or building entrance designated. The contractor also will ensure that each contractor employee is issued and wears some form of easily-seen identification.
· Provide supervisors and employees who are adequately trained in all health and safety aspects of the work involved in the contract.
· Provide all tools and equipment for the work, including personal protective equipment (PPE), and ensure the equipment is in proper working order and employees are instructed in its proper use. Contractors are not allowed to borrow Organization Name’s tools and equipment.
· Maintain good housekeeping in the workplace.
· Follow specific instructions supplied by this company should emergency alarms be activated.
· [bookmark: 022A][bookmark: 023A]Notify the designated representative immediately of any OSHA-recordable injury or illness to contractor or subcontractor employees occurring while on the site of this company. Provide a copy of each accident report to the designated representative.  
· After conclusion of the contract work, the contractor is responsible for cleaning all work areas and disposing of any discarded materials in a proper and legal manner.
Training Requirements
[bookmark: 024A]Company Training Requirements
Organization Name makes sure affected company employees receive training on all hazards to which they will be introduced by a contractor. The following table describes our facilities’ manner of training and the management designee responsible for this training.	



[bookmark: _GoBack]Table 4. Contractor Safety Employee Training Methods
	Location/Division Name
	Designated Trainer
	Training Method

	Location
	Safety Professional Name
	Method

	Location
	Safety Professional Name
	Method

	Location
	Safety Professional Name
	Method


[bookmark: 025A]In addition, we emphasize that it is the contractor's responsibility to convey to its employees any safety information provided by Organization Name. 
[bookmark: 026A]Contractor Training Requirements
The contractor must:
· Train all workers on all safety and health hazards applicable to the type of work being done.
· [bookmark: 027A]Train employees on where to obtain first-aid and medical services.
· Assure that the contract employee is trained in the work practices necessary to safely perform his or her job.
· Train all employees on safety rules of the facility, particularly those implemented to control the hazards of the contracted process during operations.
· Abide by the facility smoking rules. Smoking is prohibited in certain areas of some facilities. Therefore, permission must be requested before the contractor’s employees are allowed to smoke in any area.
· Provide documentation of such training to this company's designated representative.
Recordkeeping Requirements
Company Recordkeeping Requirements
Organization Name’s designated representative, Organization Name, will:
· Have a copy of the contract on file and be thoroughly familiar with its contents and with the safety aspects of the work.
· Keep records of all training done with company workers regarding hazards caused by the contracting company.
· Keep copies on file of all forms or statements related to the contract that is filled out before or during contract work.
· Keep an OSHA recordable injury and illness log for the project, as well as copies of accident reports on all accidents that occur in the course of the project.
· Keep a daily log regarding pre-work start-up inspection findings.
· Keep records of all documentation of any sort given to you by the contractor.
· [bookmark: 028A]Keep records of all documentation of any sort you give to the contractor. 

Contractor Recordkeeping Requirements
The contractor will:
· Keep records of all training done with contract workers and all documentation provided to Organization Name regarding such training.
· Keep copies on file of all forms or statements related to the contracts that are filled out before or during contract work.
· Have on file the telephone numbers of the nearest hospital, ambulance service, and fire department.
· Have on-site copies of all Safety Data Sheets (SDSs) or other required information about chemicals relevant to the contract work.
· [bookmark: 029A]Keep an OSHA recordable injury and illness log for the project, as well as copies of accident reports on all accidents that occur in the course of the project.
Program Evaluation
[bookmark: _Hlk485993399]Although it is not possible to eliminate all hazards associated with contract work, we try to remove as many problems as possible to provide a safe environment for our employees and all contract workers at our facilities. By having the Job Title, Safety Professional Name, thoroughly evaluate and revise our “Contract Safety Program” as necessary, we can eliminate problems effectively.
At Organization Name, program evaluations, performed annually by the Job Title, involve the following: 
· Conducting evaluations of the workplace as necessary to ensure that the provisions of the current written program are being effectively implemented and that they continue to be effective.
· Regularly consulting contractors and employees working with or around contractors to identify issues. Any problems that are identified during this assessment must be corrected. 




 Next Annual Review Date
	Title
	Name
	Date

	
Ex: Originator

	Safety Professional Name
	Date

	Ex: Mfg. Rep.
	Safety Professional Name
	Date

	Ex: QC Rep.
	Safety Professional Name
	Date

	Ex: Logistics Rep.
	Safety Professional Name
	Date

	Ex: Maint./Eng. Rep.
	Safety Professional Name
	Date

	Ex: QA Rep.
	Safety Professional Name
	Date

	Ex: Health and Safety Specialist
	Safety Professional Name
	Date
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