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User Guide: Contractor Safety Policy 

Policy Statement

This purpose of this policy is to ensure a safe and healthy working environment for all PCB employees and visitors to our facilities while contract work is being performed on-site.  The goal is to minimize PCB’s exposure to risk in any project including, but not limited to, additions, alteration or maintenance of the buildings, grounds or services infrastructure. This policy does not pertain to leased employees, temporary staffing agency employees, or Internship employees.
1. Responsibilities

. Responsibility of PCB

PCB has a general duty of care to provide a safe workplace for all employees, contractors, and visitors. Consequently, all work to be performed by contractors, as defined above, shall be authorized and managed by a PCB Representative.  In most cases this will be the Operations Technical Director or Maintenance Team Leader.  No work on PCB premises is permitted without the appropriate authorization as set forth in this policy.  Further, PCB will ensure that contractors are given a copy of the Contractor’s Safety Guidelines and complete the Contractor’s Job Safety Agreement and Contractor’s Job Safety Review prior to performing any work at PCB.

A. Responsibility of Contractor

The duties of a contractor at the workplace are to undertake the work in a responsible and safe manner and as outlined in the Contractor’s Safety Guidelines, Contractor’s Job Safety Agreement and Contractor’s Job Safety Review (as set forth below).

A. Policy Requirements

A. Prior to Commencement of Work

Prior to the commencement of any work the Contractor will:

. Be given a copy of PCB’s Contractor Safety Guidelines (Appendix A). 

. Review, sign and return the Contractor’s Job Safety Agreement (PE035A) to the authorized PCB Representative to indicate that they understand the procedures expected to be followed while undertaking work at PCB. These need to be completed and provided to the PCB Representative prior to the commencement of each new project at any PCB location. Current insurance certificate(s) must also be provided to the PCB Representative.
Prior to the commencement of any work the authorized PCB Representative will:

. Provide the Contractor with details regarding the hazards that PCB is aware of with respect to working at a specific site. 

. Ensure PCB has received the Contractor’s Job Safety Agreement, as well as the necessary insurance certificate(s).

. Forward all insurance certificates to the Accounting Department. 

. Ensure the Contractor’s Documentation requirements are up to date, and if not, obtain new forms from the Contractor.

. Submit completed Contractor’s Job Safety Agreement to Human Resources.

It is not the responsibility of PCB staff to provide instructions on how to undertake work tasks, training, or supervision in the activities for which the Contractor has been engaged to undertake or would be reasonably assumed to have knowledge or control.

B. Planning and Design

Prior to any work being undertaken, the Contractor shall take appropriate steps to ensure that adequate planning and design of the systems of work and processes have been carried out to avoid any foreseeable safety and health issues (e.g., erecting warning signs and barriers). The Contractor shall ensure that adequate supervision of its employees or Sub-Contractors undertaking the work is provided and that staff are appropriately trained for the tasks which they are required to undertake. This includes, but not limited to, possessing all relevant certificates of competency and training.

C. Deviations from the Original Contract Scope.

If the Contractor needs to undertake any work which deviates from the original arrangement as outlined in the Contractor’s Job Safety Review, and the deviation is major such that if not noted there is a potential to cause personal harm, injury, or structural weakness to the construction at any site, then the Contractor must, before undertaking the deviation, obtain approval to proceed from the PCB Representative who authorized the work to be done. 

A. Selection and Approval of Contractors

In order to be considered and approved for contract work at PCB, contractors generally need to be:

· Suitably experienced to perform the tasks. 

· In possession of all necessary licenses, permits, registrations and insurance required to perform the works safely and in compliance with appropriate regulations. 

· Able to meet and comply with all of PCB’s safety and health requirements.
If the contractor has met these requirements and has completed and submitted all of the required documentation (e.g., Insurance certificates, Contractor’s Job Safety Agreement) they will be added to the Approved Contractor’s List.

4. Removal of Approved Contractors

Contractors that fail to meet PCB’s safety and health requirements, or who fail to correct issues brought to their attention during the course of the contract work, may be removed from the Approved Contractors List and will not receive further contracts at PCB until they can demonstrate compliance with these policies.

5. Reporting Procedures Prior to Commencing Work

Upon initial arrival at a PCB facility to perform work, the Contractor is to report to the locations reception area to sign in.  The Receptionist or authorized designee will:

· Contact the primary PCB Representative that they have arrived and are about to commence work. 
· Give out Contractor badge(s) and door access (should it be needed). 

· Have the contractor sign the Contractor’s Job Safety Agreement (PE035) if not already done so. 
If a Contractor is to be on-site for more than one day they will not need to sign the visitor log every day, but they will need to return their visitor badge or contractor badge upon completion of the project. In the event of an emergency evacuation it is the PCB Representative’s responsibility to make sure the contractor and all their employees are evacuated accordingly.
6. Procedures on Completion of Work

a. Contracted Work Fully Completed

When the contract work is fully complete the contractor is to notify the PCB Representative for a final inspection to ensure that the work has been completed to PCB’s satisfaction.

The Contractor and its employees are to ensure that the work site is left free from hazards and presents no risk of injury to any person who comes into contact with the site. This includes making sure that all materials are removed from the site upon completion of the work.

Contractors are responsible for returning their Contractor badges to the Atrium receptionist upon completion of the contract work.

Should there be waste left at the site upon completion of the contract work, the Contractor will be required to remove it from PCB at their expense in a non-hazardous, environmentally friendly manner. If the Contractor fails to make a work site safe and free of hazards and waste at the completion of a contract it will be charged for cleanup, and may be removed from the Contractors’ List.

b. Contracted Work Not Fully Completed

If the Contractor, Sub-Contractor, or their employee(s) advise the PCB Representative that the contract work is not complete and that they are leaving PCB, the contractor is to ensure that the work site is left in a clean and safe condition free from any hazards that may affect PCB staff, students and/or visitors. 

APPENDIX A

CONTRACTOR'S SAFETY GUIDELINES

1.
All contractors must submit a current certificate of insurance before work can begin. 

2.
Contractor personnel will sign in at the beginning of each work day unless told otherwise (i.e. receives a contractor badge)
3.
Smoking is only permitted in designated areas.

4.
Eating or drinking is only permitted in designated areas. 

5.
Contractors are required to have and use their own equipment, tools and materials.

6.
Any hot work involving flame or sparks from grinding, welding, cutting or use of a torch on site must include fire safety precautions.  Flammable liquids or combustible materials must be removed or protected 


from accidental ignition.

7.
Contractors are responsible for compliance with all applicable OSHA safety regulations and requirements while on site.

8.
Contractors are solely responsible for supervising their personnel regarding safety and health hazards and precautions while on site. 

9.
Unsafe work practices or conditions are not acceptable and may be stopped by any management personnel. 

10.
Fall protection equipment or safeguarding is required if working at elevated heights. 

11.
Personal protective equipment is required to be worn if working in areas where such protection is required of PCB employees. 

12. 
Contractors must protect PCB employees from any known safety hazards by taking appropriate safety precautions, including, but not limited to the following:


a.
Work areas must be roped off or marked with suitable barricades.


b.
No work is permitted above employees without adequate guarding.


c.
Welding flash must be shielded from nearby employees.


d.
Irritating or hazardous quantities of fumes, gas or dust must be exhausted or contained.

13.
In the event of fire: use a nearby fire extinguisher or if an alarm sounds, exit the building or work area with   PCB employees. Check in with a supervisor at an evacuation staging area. 

14.
Material Safety Data Sheets (MSDS’s/SDS’s) are available for any contractor who is exposed to any hazardous chemical product found on site. Contractors are to have MSDS/SDS information readily available for any hazardous chemical product brought on site that PCB employees may be exposed to.

15.
Any work related injury to a contractor on site must be reported to a PCB supervisor or contact person as soon as possible. An Incident Report must be completed by a PCB supervisor or designated representative.

16.
Contractors may not enter restricted areas marked by blue lines without proper protective equipment, authorization and instructions from the Contractor’s primary PCB contact.

17.
Contractors may not enter Clean Rooms without the proper protective equipment, authorization and instructions from the Contractor’s primary PCB contact.
18.   Contractors are to clean up the work area daily unless barricaded from access by PCB employees.  Clean up is required when the job is completed. 
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