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TEES RIVERS TRUST 
Contractors Health and Safety Competence Questionnaire 2017

	CONTRACTORS COMPETENCE QUESTIONNAIRE 


	Please ensure you read this cover page before completion of the document.

	This application is to be completed by all contractors that are not CHAS registered, SSIP registered or accredited with another organisation that assesses health and safety standards i.e. OHSAS 18001, applying for contracts of work at Tees Rivers Trust
*Please note – prior to commencing works for Tees Rivers Trust your company must be health and safety approved and have submitted suitable and sufficient site-specific method statements and risk assessments.

Please ensure that you read all the sections carefully and ensure that only sections applicable to your company are completed.



	General

	When completing the questionnaire, you should not assume that the Assessor has any prior knowledge of your business, its undertaking, reputation or its involvement in existing services, projects or procurements.  In evaluating your submissions, the Assessor will only consider information provided in response to this Questionnaire in accordance with the conventions requested.
Where, in the opinion of the Assessor, a response is non-compliant, you may be asked for more information.  Failure to provide a satisfactory response (or any response) to key elements of the Questionnaire may result in the Assessor not proceeding further with your assessment. Where you believe a question is not applicable, or cannot be answered, this should be clearly stated and an explanation “must” be provided, however, it should be noted that some sections of the form are mandatory.  No response should be left blank.  The absence of a reply or response will be taken to mean that this information is not available.
There are some sections of the form that require a text answer to be inserted or can be marked as NA. These are highlighted as follows 

Please remember to support your application with relevant recent information, documents, worked examples and practical evidence.  Please do not send in original documents – copies required.
It is important that the person completing the questionnaire understands health and safety management processes and procedures that operate within their business. When completing the questionnaire, we strongly recommend that you refer to the guidance notes.

It is essential you support your application with relevant recent information, documents, worked examples and practical evidence, summarised in the guidance notes.

Please DO NOT SEND ORIGINAL DOCUMENTS – copies are encouraged as we cannot guarantee a return. We recommend you keep a copy of the application for future reference.



	Assessment Process

	Once the documentation has been received it will be assessed. The results of the assessment will be returned, and the contractor will either be approved or required to provide additional information.  
Reasons the assessment may fail include.
a) Inability to satisfactorily demonstrate a health and safety management system is operating effectively in the day to day management of the business;

b) Inability to demonstrate competence i.e. training undertaken or provided, is compliant with core regulations criteria, industry guidance and/ or best practice

c) Provision of insufficient relevant information or incomplete sections of the application form

d) Quality of application and documentation falls significantly below the required health and safety standards.

Contractors when approved will be approved for 2 years and Tees Rivers Trust may carry out random service monitoring 


	Section 1 – This must be completed by all applicants

	Business Details

	What is the name of the person completing this application?
	
	What is the e-mail address of the person completing this application form?

	

	Who is the person responsible for health and safety in your organisation?
	Their name?
	
	Business Registered Name?

	

	
	Their(? 
	
	Trading Name (if diff)?
	

	Has your company changed name during the last 3 years?
	If yes, please what did it change from and when?
	
	How many offices do you have in the UK?
	

	
	
	
	How many of these are “trading” addresses?

	

	What is the number of employees in your organisations?
	
	BLANK BOX

	Please describe your main work activities that apply to Tees Rivers Trust

	

	Have you within the past 24 months, successfully met the requirements of CHAS or a related scheme in membership of SSIP or been accredited by an independent third-party demonstrating compliance with BS OHSAS 18001?

	If yes, please provide evidence of this before completing this assessment. You may not be required to complete any further sections.


	Insurance Details (Please note that the assessor will not verify your insurance details however when applying for contracts/ work within Tees Rivers Trust the purchaser will verify this information and may request current, in date certificates.) 


	Employers’ liability insurance
	Insurers name:
	

	
	Policy number/ ref number:
	

	
	Sum assured (million)
	

	
	Policy expiry date:
	

	Public liability insurance
	Insurers name:
	

	
	Policy no./ ref number:
	

	
	Sum assured (million)
	

	
	Policy Expiry
	


	Prosecutions or Enforcement Notices 
Provide details of any prosecutions or enforcement notices served on your company in the past 3 years by the HSE or Local Authority. A prosecution notice will not debar your company from registration, however, failure to declare one will.

If applicable, please attached details and corrective action taken.

	Is this section applicable to your company? (Is Yes Please use this space to describe prosecution or enforcement action if applicable)


	1. Health and Safety Policy and Organisation for Health and Safety 
In this section the assessor wants to see evidence of clear commitment to health and safety from senior management and responsibilities and duties have been assigned in a clear and understandable manner. We expect you to provide a copy of your health and safety policy statement and your organisation details for health and safety.



	Required evidence: 
· General Health and Safety Policy Statement – signed and dated.
We ask you to provide a signed copy of the statement.  This is not always practicable when exchanging information electronically therefore an electronic signature is acceptable. If you have a copy of your statement on your website, you need only provide the web link address. 
 
· Responsibilities for Health and Safety.
Who in the organisation is responsible for implementing the Policy and how health and safety management is organised.

How you assign responsibilities will depend on the size and structure of your organisation.  However, we expect to see a genuine commitment from senior management to continuously improve health and safety in your business.




	2. Arrangements for Health and Safety

	This section of the assessment will focus on arrangements for carrying out your general duties.  The assessor will judge whether a particular hazard is relevant to your business and then find out if you have satisfactory arrangements for managing it.

In each of these topics we expect you to provide the procedure you have in place to ensure you are successfully managing risk.  It is important that you can demonstrate your implementation of these procedures by providing practical evidence such as records of training, inspections and assessments.

All evidence must be fully complete, blank copies of forms will not be accepted.
If you are carrying out licensed works, are removing asbestos or are working with asbestos containing materials you must provide evidence to demonstrate your competency to do so and information demonstrating how the risks will be managed.
If you feel that any area is not applicable to the activities of your company, you must justify this. 



	Asbestos in particular training, supervision and information. 

	Is this section applicable to your organisation

	Yes/No

	Required Evidence

· Procedure for managing the risk of asbestos in the workplace.
This should include information on health surveillance where appropriate, information relating to instruction and training provided to employees and the requirement to ensure suitable and sufficient asbestos management plans and risk assessments are in place.
· Training records.
Where there is the potential employees may be exposed to asbestos containing materials there is a requirement to ensure they have received suitable and sufficient training.


	If this section is not applicable, please provide details.


	Health Surveillance: 

Certain regulations concerning Health and Safety Management impose the need for health surveillance as a method of risk control. Based on a suppliers work activities the assessor will form a view as to whether a need for health surveillance is likely to be required.

The assessor will assume that your employees are potentially exposed to health risks unless you justify otherwise.  The assessor will concentrate on noise, dermatitis, respiratory and vibration risks, although other occupational health risks (for example work-related stress and skin cancer) maybe appropriate within the activities of your business.


	Noise Submit your procedure for successfully managing the risk from noise in the workplace.  Support this with examples of noise risk assessments and what you have done to reduce risk.


	Is this section applicable to your organisation
	Yes/No

	Dermatitis (inflammation of the skin caused by the skin coming into contact with certain materials) Submit your procedure for successfully managing the risk of dermatitis in your work activities.  Support this with examples of what you have done to reduce risk or identify problems in the early stages
	Is this section applicable to your organisation
	Yes/No

	Respiratory Submit your procedure for successfully managing the risk of respiratory disease (occupational asthma) in your workplaces.  Support this with examples of what you have done to reduce risk or identify problems in the early stages.

	Is this section applicable to your organisation
	Yes/No

	Vibration Submit your procedure for successfully managing the risk from vibration in your work activities.  Support this with examples of what you have done to reduce risk or identify problems in the early stages.

	Is this section applicable to your organisation
	Yes/No

	Required evidence

· Procedure for managing the associated risks
· Examples of identified and implemented control measures to reduce the risk

· Arrangements for monitoring the control measures to ensure they are effective – occupational health appointments/ health screening etc.


	If this section is not applicable please provide details.



	Display Screen Equipment
These Regulations only apply to employers whose workers regularly use DSE as a significant part of their normal work (daily, for continuous periods of an hour or more). These workers are known as DSE users. These Regulations do not apply to workers who use DSE infrequently or for short periods of time. However, the controls described in ‘How to control the risk’ may still be useful for these workers. If you have DSE users, you must: 

· analyse workstations to assess and reduce risks; 

· make sure controls are in place; 

· provide information and training; 

· provide eye and eyesight tests on request, and special spectacles if needed; 

· Review the assessment when the user or DSE changes. 


	Is this section applicable to your organisation
	Yes/No

	Required Evidence
· Information, instruction and training provided to employees.

· Procedure for undertaking DSE risk assessment, include at least one completed assessment.

· Monitoring of eye health procedures



	If this section is not applicable, please provide details.



	Work Equipment

The HASAWA requires an employer to provide and maintain, so far as is reasonably practicable, machinery, equipment and plant that is safe. The Act also requires an employer to provide adequate information, instruction and training. The Provision and Use of Work Equipment Regulations and ACoP reinforce this by requiring employers to provide suitable work equipment and to maintain and inspect that equipment. Appropriate records should be kept.

PUWER further requires employers to restrict use, restrict maintenance and provide additional training for those people designated to use equipment with specific risks.

	Is this section applicable to your organisation


	Yes/No

	Required Evidence

· Submit your procedure for successfully managing the risk from work equipment.  
· Support this with examples of risk assessments, work equipment registers and inspections and statutory testing if appropriate completed within the past 12 months i.e. hoists, lifts, boilers, fixed installation etc.

	If this section is not applicable, please provide details.



	Portable Electrical Equipment
The Electricity at Work Regulations and PUWER require all work equipment to be maintained in an efficient state, in efficient working order and in good repair. The Regulations go on to say that equipment will be constructed and maintained so as to prevent danger at all times. HSE Guidance suggests that employers should encourage users to look critically at the electrical equipment they use and look for damage to the outside of the equipment and its lead and plug before they use it, but they should NOT take the plug apart.

	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Submit your procedure for successfully managing the risk from portable electrical equipment.
· Information, instruction and training provided to employees.
· Evidence of records and inspection carried out by a competent person within the last 12 months.


	If this section is not applicable, please provide details.



	Hazardous Substances
The Control of Substances Hazardous to Health Regulations requires all employers to make a suitable and sufficient assessment of the risk to workers from hazardous substances before their use. The Regulations further require any person (whether or not an employee) who carries out work in connection with the employers’ duties to have the appropriate information, instruction and training.


	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Submit your procedure for successfully managing the risk from substances hazardous to health.

· Information, instruction and training provided to employees.
· COSHH Risk assessments for substances used in the workplace (note-materials safety data sheets will not be accepted)

	If this section is not applicable, please provide details.



	Manual Handling/ Moving and Handling of People
The Management Regulations and the Manual Handling Operations Regulations require an employer to make a suitable and sufficient assessment of all manual handling operations to be undertaken by their employees.  The MHOR establish a clear hierarchy of measures. The first of these is to avoid manual-handling operations as far as is reasonably practicable.

HASAWA and the Management Regulations require employers to provide employees with health and safety information and training.  Clearly, safe lifting techniques are required where manual handling is involved.


	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Submit your procedure for successfully managing the risk of manual handling including the moving and handling of people.

· Information, instruction and training provided to employees.

· Manual handling risk assessments – inanimate objects and/ or moving and handling person assessments

· Copies of individual risk assessments/ care plans where applicable.



	If this section is not applicable, please provide details.



	First Aid
The Health & Safety (First Aid) Regulations require an employer to make an assessment of first aid need appropriate to the circumstances of each workplace, and to provide first aid materials, equipment, and facilities to match that need. The Regulations also require employers to tell their employees about the arrangements made in connection with first aid.
	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Assessment of first aid needs

· Evidence to demonstrate adequate first aid provision

· Information and instruction provided to employees



	If this section is not applicable, please provide details.

	Fire Precautions, Fire Actions Plan & Fire Risk Assessment
The Regulatory Reform (Fire Safety) Order requires the responsible person to carry out a fire safety risk assessment and implement and maintain a fire management plan.  If you employ more than five people, you must keep a written record of the significant findings of your fire safety risk assessment i.e. the hazards you have identified, the people at risk, and what you have done about it.

An emergency plan designed for your premises, including the action you need to take if there is a fire on your premises or nearby should be in place. Records required include details of fire training and instruction provided, details of fire-fighting arrangements in place to control the fire risk, and details of fire drills carried out, including the date, evacuation time and any problems encountered.  Additionally, all equipment, e.g. fire doors or fire-fighting equipment, must be regularly checked and maintained.
	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Fire risk assessment completed by a competent person

· Information, instruction and training provided to employees

· Evidence of monitoring and review – fire evacuations, testing of fire alarms and emergency lighting etc.

	If this section is not applicable, please provide details

	Working at Height
The Work at Height Regulations applies to all work at height where there is a risk of a fall liable to cause injury. All work at height must be properly planned and risk assessed to ensure appropriate work equipment is selected and used.  All those involved should be adequately trained.
	Is this section applicable to your organisation
	Yes/No

	Required Evidence

· Submit your procedure for successfully managing the risk of working at heights.

· Information, instruction and training provided to employees.

· Risk assessments that demonstrate suitable and sufficient control measures to reduce the risk.

· Evidence of monitoring, including the maintenance of equipment.



	If this section is not applicable, please provide details.


	3. Access to Competent Health and Safety Advice
We expect your organisation and your employees to have ready access to competent advice.  This advice can come from within the organisation or from an external source.  Either way your advisor must be able to provide corporate or general health and safety advice and have suitable experience to match your work activities.

When considering your competent advice, the assessor will review the training, qualifications and experience of the person or people providing that advice.  There is a normal expectation that advice comes from an in-house source, but it could come from trades associations, building safety groups, consultants or other external sources.

If you use the services of an independent safety consultant to act as a source of competent advice you will need to provide their CV and examples of advice given by them within the past 12 months along with detail of the actions taken by you as a result.

Competency is merely a consideration, given the size and undertaking of the company whether your interpretation is reasonable.  For example, a painting and decorating company employing 10 people might consider the owner’s 25 years’ experience enough providing they have contingencies in place should they require additional support.  Alternatively, a builder with 100 employees might name an employee to act as the competent person and give him or her suitable training and the time to do it.  Both might be acceptable.  However, if at the end of, or during the assessment, the assessor’s opinion is the application is so poor they can only FAIL it, they will tell you this is the case and advise you to get the competent advice needed.


	Name and contact details of competent person
	Name:
	

	
	Number:
	

	
	E-mail address:
	

	If your competent advice comes from an external consultant, please describe the role they play in managing health and safety within your company and provide an example of advice given and action taken within the last 12 months.
Required Evidence

· CV or other evidence of competency, this can include membership of relevant professional bodies i.e. IOSH

· Where there is a reliance on experience only a statement of competence from the relevant person will be required.




	4. Training and Information

We expect you to provide all your employees with suitable training appropriate to their role and responsibilities.  In addition to formal training we expect you to provide sufficient information, instruction and supervision where necessary to ensure that they can do their job safely.

You should be able to demonstrate a positive and relevant health and safety training culture in your business.  The inclusion of example training certificates, training records or programmes, training need assessments or CPD certificates of attendance will support this.

Examples of training should be recent and relevant to your work activities.



	Practical evidence would normally include training records and certificates, induction training programmes and records, CPD certificates and sample toolbox talks. This list is not exhaustive. The assessor will likely evaluate this section alongside the training requirements of other sections that are applicable.
Required evidence

· Training certificates/ training matrix

· Evidence of employee induction




	5. Monitoring, Audit and Review

	We expect that you regularly monitor and assess your health and safety performance. We expect you to keep your health and safety management system and procedures up to date.  The audit or review of a Policy and procedures will differ dependent on the size and activities of your organisation.

In larger companies it is reasonable to expect a systematic approach described in your Arrangements.  In a smaller company it may be ad hoc in which case the assessor may ask you to consider committing to a formal approach as part of your action plan for improvement.



	Required Evidence

· Provide details your arrangements and practical evidence of workplace inspections, audits, site inspections, action plans for improvement etc.

· Show that you have checked your performance and management systems by providing examples of inspections, audits and reviews completed by local and senior management within the past 12 months.



	If you employ less than 5 people and do not have evidence, please detail your arrangements and procedures.




	6. Workforce involvement and communication 
We expect you to consult with your workforce and involve your workforce on health and safety matters. You should be able to demonstrate how consultation is achieved via minutes of meetings, letters of appointment for trade union representatives, formal communication and or consultation arrangements, etc.



	Required Evidence
· Procedures for workforce involvement and support this with examples of this e.g. minutes of meetings, memos and safety bulletins, all being issued within the past 12 months.

· Where there is no formal consultation, the assessor will ask you to consider an action plan to review how you will consult, when it will be in place and who will do it.


	If you employ less than 5 people and do not have evidence of communication, please detail your arrangements and procedures.


	7. Accident reporting and investigation

	In this section it is expected that you have satisfactory arrangements for recording and reporting all accidents and incidents, including those under RIDDOR. Your arrangements should clearly define your reporting procedures. The assessor will review the information provided to ensure an accident or incident reporting culture exists.

PLEASE ENSURE ANY PERSONAL DETAILS ARE BLANKED OUT TO ENSURE COMPLIANCE WITH DATA PROTECTION.

	Required Information

· Please provide accident statistics for the past 3 years for your employees. This is not limited to RIDDOR reportable occurrences.

	Year
	Fatal
	Major injury or “over 7 days”
	Non – reportable (minor)
	Near Misses
	Dangerous occurrence
	Reportable ill health

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	· Please explain briefly about two accidents recently investigated and what actions, if any, arose from the investigations




	8. Contractors 


	We expect you to have a suitable system of health and safety checks you make before they are appointed and that the final decision about using them is taken in agreement with a competent person.

Please submit your procedures for assessing the suitability of Sub-Contractors’ health and safety arrangements before allowing them to carry out work on your behalf.

Support this with examples of how this is achieved.  If you use a questionnaire, we expect to see suitable examples along with an indication of the assessment process completed within the past 12 months.


	Is this section applicable to your organisation
	Yes/No

	If this section is not applicable, please provide details.




	9. Risk assessment leading to a safe method of work
We expect you to have a formal system in place for completing risk assessments and that information about the assessment and the controls in place are communicated to relevant workers.  The assessor will form a judgement about the assessments you have submitted.  They will check they are relevant to the work activities of the organisation, they “belong to you” and they are “suitable and sufficient”.  If you use generic or model risk assessments the assessor will need to see how these are adapted to your actual work situation i.e. made site specific.

The assessor will want to see evidence your risk assessment has led to a safe system of work.  Sometimes the safe system of work may be short and concise where others may involve more detailed guidance.  Some method statements could be included in your arrangements section.
This section of the assessment also seeks to ensure proper consideration is given to risk assessment where they directly affect service users. 


	Required Evidence
· Please submit your procedures for identifying the hazards associated with your work, how the risks arising from those hazards are controlled and how safe working practices are established and followed.

· Support this with examples of risk assessments and method statements or safe systems of work arising from those assessments completed in the past 12 months.
· Where applicable risk assessments relating to service users are to be provided. An explanation as to how risk assessment is applied in a service users care plan is required and should include how service users can take controlled risks to widen experience and opportunity.




	10. Declaration – This must be signed before submission

	As the Director or Senior Partner (for unincorporated companies) responsible for this company or organisations health and safety arrangements in confirm that I have either.
a. Completed the application myself; or

b. Checked the content of the application and any supporting evidence.

I declare that this represents a true reflection of my company or organisations safety management system at the time of this application.

Signed: ……………………………………………………………………………………………. (an electronic signature is acceptable)

(This must be a director of the company or a Senior Partner of the organisation, not a consultant working for you.)

For and on behalf of (insert company registered name)
Dated: ……………………………………………………….




