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HEALTH & SAFETY COMPETENCY ASSESSMENT OF CONTRACTORS

INSTRUCTIONS TO CONTRACTORS*
Under the Health & Safety at Work etc Act 1974 and the Construction (Design and Management) Regulations 2007 the City Of Lincoln Council has a duty to ensure that we employ competent contractors.  To help us assess your health and safety competency, please complete the following questionnaire and provide sufficient detail, information and referenced documents.  Questionnaires that are incomplete or have insufficient information will not be evaluated and will be returned.   
What are we looking for:
The questionnaire is divided into two parts.  Part 1.0 details the critical criteria which you must be able to provide evidence that demonstrates the required standard has been met or that the required standard is not relevant to the work activity likely to be undertaken as a contractor for the City Of Lincoln Council.  In order for your questionnaire to proceed to the Part 2.0 assessment phase you must achieve a PASS of the critical criteria required standards.    Part 2.0 details additional health and safety expected standards the scoring matrix for Part 2.0 is detailed overleaf.
To assist each section includes a statement of the required or expected standard we are looking for, followed by a list of items that may help you demonstrate how you comply with these regulatory requirements (please feel free to add further evidence it you consider it valid).  If you believe any required or expected standard does not apply to your business, please explain why.  DO NOT LEAVE ANY SECTION BLANK.   
Companies with four or less employees:
If you are a company that employs 4 or less people you do not by law have to produce a written health and safety policy.  However, while we do not want to over complicate your procedures, we do still need to have examples of how you undertake work activities safely, which will have to be in a written format, such as risk assessments and method statements (ie how to do the job safely).

Documentation should be provided in an electronic format.
*Contractor –  is anyone who is doing work including providing a service for the Council (client), but who is not an employee of the Council.
ASSESSMENT
PART 1.0 -CRITICAL CRITERIA – HEALTH AND SAFETY REQUIRED STANDARDS 
Failure to provide evidence of the required standard in these areas will result in automatic failure of the contractor competency assessment.  

PASS– Evidence provided demonstrates required standards are being met / or evidence that 
             the section is not relevant. 

FAIL – Insufficient evidence provided to demonstrate that required standards are being met / 
            or did not answer the section.   

PART 2.0 - ADDITIONAL HEALTH AND SAFETY EXPECTED STANDARDS
Points will be awarded for each section as follows:

	Assessment
	Score
	Interpretation

	Excellent
	5
	Exceeds standard.  Exceptional demonstration that the relevant health and safety standard is being well managed and best practice adopted. Will have quality assurance systems.


	Good
	4
	Satisfies the standard.  Above average demonstration of the relevant health and safety standard is being well managed and best practice adopted.


	Acceptable
	3
	Satisfies the standard.  Demonstration of the relevant the health and safety standard is being met. Meets the minimum legal requirement there appears to no enhancement through the adoption of best practice.

 

	Minor Reservations
	2
	Satisfies the standard with minor reservations.  Some shortcomings in the demonstration that the relevant health and safety standard is being met, but not considered to be serious.


	Serious Reservations
	1
	Does not meet the standard.  Considerable reservations that the relevant health and safety standard is being met. There is a perception that serious breaches could be expected.



	Unacceptable
	0
	Unacceptable does not meet the standard.  A complete disregard or insufficient information provided to demonstrate the relevant health and safety standard is being met and managed.  There is a perception that significant breaches could be expected.


A minimum assessment score of 2 must be achieved for each of the expected standards.

If a standard is shown not to be applicable then full points will be awarded.

60% – 100% 
GREEN

PASS 
Contractor deemed to be competent
   0% -   59%
 RED

FAIL 
Contractor has failed to demonstrate competency

CONTRACTOR DETAILS
	Name of Contractor:

Address with Post Code: 
Contact Name & Telephone Number:
Fax Number:

Website Address:

Email Address: 
Number of Employees:




	Please describe your main business activity / trade / profession:
Note:  This assessment will determine, as far as is reasonably practicable, your competency to undertake these trades only.  If any activities outside this scope are to be undertaken for the City Of Lincoln Council in the future, a re-assessment will need to be carried out.  


	If you are engaged in either electrical, mechanical or gas maintenance works please indicate:

Electrical works                                         (
Gas maintenance                                      (
Mechanical maintenance                        (
Electrical and gas                                       (
All of these                                                  (
Please attach suitable evidence of professional trade memberships such as Gas Safe, NICIEC, Licensed Asbestos Contractor, HVAC etc.


Name of Person completing this document: 
Position: 

Date Completed: 
CONTRACTOR COMPETENCY ASSESSMENT FOR HEALTH & SAFETY

	PART 1.0  CRITICAL CRITERIA (section 1)

	Standard Required:


	Detail how the standard is achieved
(Please list all documents attached)
	FOR OFFICE
USE

	1.          Risk Assessments & Method Statements (leading to a safe method of work)

	1a)  Five risk assessments AND Five safe working method statements (ie how to do the job safely) relevant to the nature and type of work that will be carried out for the City Of Lincoln Council must be supplied. (Where risk assessments and method statements have been supplied in response to sections 1b & 1c below these will count towards the 5 required).

What we are looking for:
City of Lincoln Council will often keep their premises open during maintenance works and the hazards to staff and public alike must be well controlled. Therefore you must be able to demonstrate that there are suitable procedures in place for assessing risks, that there are suitable preventative measures put in place to mitigate significant hazards and that any procedures are being communicated to employees/sub-contractors which in turn are being followed.

Evidence that may support this:
· Examples of risk assessments e.g. generic and site specific, manual handling, hazardous substances (COSHH), legionella, noise, use of plant and equipment and PPE etc
·  Examples of method statements (work instructions on how to carry out the activity safely)

	
	

	Standard Required:


	Detail how the standard is achieved

(Please list all documents attached)
	FOR OFFICE
USE

	1b) Asbestos

What we are looking for:

Evidence that staff, likely to be exposed to asbestos are suitably trained, aware of the risks involved, that there is a clear procedure for controlling workers exposure to asbestos.

Evidence that may help support this:
· Examples of risk assessments
· Examples of the type of work which may involve working with asbestos containing materials (ACM’s)

· Proof of asbestos training

· Procedures for dealing with ACM’s once located

· Procedure for the identification of a suspected asbestos containing material

· Procedure for dealing with an emergency – an unexpected release pf ACM’s

· Copy of asbestos policy


	
	

	1c)  Work at Height

What we are looking for:

Falls from height are one of the major causes of death in the construction industry.  With this in mind we are looking for evidence that all work at a height is properly risk assessed and that the hierarchy of control measures as stipulated in the Work at Height Regulations 2005 are being followed.

Evidence that may help support this:

· Give examples of the type of work at height that you are involved in and methods of controlling risk (risk assessment)
· Examples of how access equipment is maintained and inspected

· Copies of inspection certificates for lifting equipment

· Examples of working at height risk assessments

· Examples of method statements (work instructions on how to carry out the activity safely)

	
	

	PART 2.0  Additional Health & Safety Expected Standards (section 2 – 9)

	Standard Expected:


	Detail how the standard is achieved

(Please list all documents attached)
	FOR OFFICE
USE

	2.          Health & Safety Policy and Organisation 

	What we are looking for:

If you have five or more staff you must have a signed health and safety policy describing the company’s commitment to health and safety.  A suitable level of detail within the policy, describing duties and roles, as well as arrangements for ensuring that health and safety is suitably provided for.

Evidence that may help support this:

· A copy of your signed and dated health & safety policy statement

· Please also attach the Organisation for Health & Safety (Duties and Responsibilities) section of your policy

· Description/examples of how this policy is communicated to staff

· Employee handbook

	
	

	3.          Work Equipment (PUWER) (LOLER)

	What are we looking for:

Both the Provision and Use of Work Equipment Regulations 1998 and the Lifting Operations and Lifting Equipment Regulations 1998 focus on maintenance and inspection procedures as well as the competence of the operators.  We are looking for evidence that equipment is properly maintained and that there are regular checks and where required by law thorough examinations as well as suitable controls to mitigate any risks.

Evidence that may support this:

· Weekly plant inspection

· Maintenance schedule

· Lifting plans

· Qualifications and training of operators 

· Examples of plant specific risk assessments

· Certificates of thorough examination

· Examples of any relevant company policies or procedures


	
	

	Standard Expected:


	Detail how the standard is achieved

(Please list all documents attached)
	FOR OFFICE
USE

	4.          Use of Sub-Contractors

	What we are looking for:
As required by the Construction (Design and Management) Regulations 2007 evidence that there is a robust framework in place to ensure the health and safety competence of any subcontractors you employ to complete work on City of Lincoln Council’s behalf.

Evidence that may support this:

· Principle contractors Health and Safety Policy with regard to management of Sub-Contractors 

· Principle contractors system to ensure sub-contractors competence. 

· Type of work sub-contractor will be involved in.
· How often will you engage subcontractors as a principal contractor for the City of Lincoln Council? 

· Example of completed questionnaires from your subcontractors 

· Arrangements for monitoring and reviewing sub-contractor performance
· Examples of completed monitoring forms

	
	

	5.          Competent advice – company and construction / sector related

	What we are looking for:

Evidence that you have access to health and safety advice and assistance from a competent source and contact with this source is regular enough to ensure that the company is informed of changes in health and safety law and given advice on areas for improvement.

Evidence that may support this:
· Name of the person or company that provides you with expert health and safety advice

· Qualifications that your safety advisor has, e.g. NEBOSH etc

· Details of experience within the construction industry both in a health and safety capacity and otherwise

· Evidence of site visits/audits

· Do employees have access to competent health and safety advice?

	
	

	Standard Expected:


	Detail how the standard is achieved

(Please list all documents attached)
	FOR OFFICE
USE

	6.         Instruction, Training & Information

	What we are looking for:
Evidence that the people who will be doing the work are sufficiently qualified, trained, experienced and provided with sufficient information and supervision to enable your employees to carry out their work safely?

Evidence that may support this:
· Training matrix
· How are method statements (written work instructions on how to carry out the job  activity safely) communicated to your staff
· Examples of current training provided

· Copies of training certificates (i.e. asbestos awareness, manual handling etc)
· Company training policy

· Examples of any trade qualifications and memberships to professional bodies i.e. CHAS, ConstructionLine, IOSH, ROSPA 
· Have you achieved any quality standards e.g. ISO 9001 for construction industry contractors

· How many operatives have completed a construction health and safety test i.e. CSCS touch screen test?
	
	

	7.          Health & Safety Monitoring (especially during site based activities)

	What we are looking for:

All contractors must have an internal monitoring procedure to provide assurance that their own health and safety standards are being met and maintained.  
Evidence that may support this:

· Examples of how site based activities are monitored.

· Examples of completed monitoring forms.

· How often does site monitoring take place and by whom.

· What evidence is there to demonstrate that unsafe practices are remedied? 

· Regular site visits and monitoring of site activities with documentation of results/findings.


	
	

	Standard Expected:


	Detail how the standard is achieved

(Please list all documents attached)
	FOR OFFICE

USE

	8.          Incident & Accident Reporting 

	What we are looking for:
We are looking for evidence that there are procedures for documenting incidences of injury, ill health and near misses.  The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) requires that certain events are reported to the HSE’s Incident Contact Centre.
Evidence that may help support this:
· Declare all RIDDOR recorded events for the last 3 years?

· Are accident investigations conducted for reportable events?

· Are there any examples of remedial actions put in place following an incident to prevent further occurrences?


	
	

	9.          Health & Safety Performance

	What we are looking for:
Evidence of a proven health and safety track record.
Evidence that support this:
· Declare the number of health and safety Improvement Notices, Prohibition Notices and prosecutions in the last 3 years.

· What was your Injury Incidence Rate for the last 3 financial years?

*Calculation of injury incidence rate

Number of reportable injuries in financial year

​____________________________________ x 100,000
Average number employed during year

	
	

	10.          References

	What we are looking for:
Please give the names and contact details for THREE operating companies or organisations for which you have carried out similar works to that which you will do for the City Of Lincoln Council.
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