Co-operation with contractors – Checklist

	1. 
	Contract reference/number/title: 



	2. 
	Contract Starts:
	Ends:



	3. 
	Research centre liaison with contractor:

Contract superintending officer:

	4. 
	Contractors liaison with Research Centre:



	5. 
	Research centre Safety Policy statement to contractor:


	(date)

	6. 
	Following documents received from contractor:

a. Safety Policy Statement (if applicable)

b. Risk Assessment (may be completed as co-operative effort)

c. Code(s) of practice

(Both 5 and 6 should be completed before contract starts)


	(date)

	7. 
	Contractor informed of:

· Fire alarm/emergency procedures

· Accident reporting procedure

· Local first-aid/medical facilities

· Any restriction on access

· Permit-to-work system

· Vehicle routes, parking arrangements

· Security arrangements
	(date)

	
	(A record of documents issued under heading 7 should be kept with the record file)


	(date)

	
	Assessment made or contractors assessment checked:



	
	Inspections carried out:



	
	Research centre staff informed:




Permission to work document

	Staff requisitioning any maintenance work by external contractors have the responsibility to ensure:

a) That any contractors working on Site adhere to the Site Health and Safety policies.

b) That staff are informed in advance of any requirement to disrupt power or water supplies for the requisitioned work to be carried out.

c) That the equipment to be serviced is free from chemical, radiological or biological contamination which might present a Health and Safety hazard to the contractor.



	1. To be filled in by staff requisitioning the work.



	A representative of the contractor indicated below will be visiting the Site to carry out work within the building on the date indicated. The local contact should be informed by reception of their arrival and the representative asked to complete Part 2 of this form. Completed forms should be retained by the section requesting the work.



	Company:



	Brief job description:



	Location of job:



	Date of visit:



	Duration of job:



	Local contact name:



	I confirm that the equipment to be serviced is free from chemical, radiological or biological contamination, which might present a health and safety hazard to the contractor.



	Signature
	Date:



	2. To be read and signed by the visiting contractor’s representative



	I have been told that:

a. a copy of the Sites Safety Policy Statement is held at reception.

I have received:

b. information concerning fire alarm,  emergency and security procedures

c. the accident reporting procedure

d. a permit to work (if necessary)



	I confirm:

a. that my company has a Safety Policy Statement

b. that risk assessments have been carried out for the job requested

c. that the work carried out will conform to identified risk management Procedures.



	Name of contractor’s representative:

	Signature:

	Date:


