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Purpose
A written contractor safety policy establishes guidelines to be followed by contractors working at our company. The policy is designed to ensure that contractor employees understand the safety orientation, coordination and practices. We strive to:
· provide a safe working environment
· guide our relationships with outside contractors
· ensure that contract employees and our employees are trained to protect themselves from all potential and existing hazards

Administrative Duties
The Safety Manager and Director of Facilities are responsible for developing and maintaining the program. Employees may review a copy of the plan that can be found on intranet. In addition, the Maintenance Department is responsible for maintaining any records related to the contractor safety program.  

OC Tanner Company Responsibilities
The OC Tanner Company has specific responsibilities to protect contract workers when they work on the OC Tanner campus. Our Company will:
1. Hire and use only contractors who meet our company’s safety standards. 
2. Informs the contractor of known potential fire, explosion, or toxic release hazards related to the contractor’s work.
3. Explain all parts of the emergency action plan that apply to the contractor, and require that the contractor give that information to all contract workers at this site.
4. Develop and implement safe work practices to control contract employee entry into hazardous work areas.
5. Modify safety and health requirements when unanticipated hazards are discovered. 
6. Retain the right to stop work or remove a contract employee from the site if safety hazards are discovered and not corrected.

Guidelines for Contractor Selection
The following are the standard procedures for evaluating and choosing contractors who will work on-site at this company.

Frequently used contractors annually obtain copies of: 
· Current certificate of insurance for worker’s compensation and general liability coverage
· Required permits, licenses or certifications pertinent to the contractor’s work
· The completed and signed “Contractor Safety Compliance” document (see attached)

When desired, the OC Tanner Company may request from the contractor:
· Employee injury records or OSHA Log for the past three years, and/or the contractor’s past safety record in performing jobs of a similar nature
· Written safety program and training system


Before Contract Work Begins
The OC Tanner Company must:
1. Choose a representative to coordinate and communicate all safety and health issues with the contractor. The OC Tanner representative will: 
· Complete an “OC Tanner Representative Contractor Safety Checklist.
· Give copies of Contractor Safety documents to the contractor: “Contractor’s Checklist,” “Emergency Response,” and “OC Tanner Representative Contractor Safety Checklist.”
· Understand all the safety and health aspects of the work, or know whom to call to get this information. 
2. Conduct an inspection of the proposed work area before the walk-through with the contractor. Be aware of any known on-site hazards, including non-obvious hazards. 
3. Conduct a walk through with the contractor’s representative. Communicate hazard information to the contractor.
· Inform them it is the contractor’s responsibility to convey this information to its employees. 
· Review preparation of work site before work begins. 
· Identify connect-points for all services, such as steam, gas, water, electricity, etc. Define any limitations of use of such services. 
4. Review all contract work safety and health requirements with the contractor’s representative. Inform the contractor that the OC Tanner safety and health policies must be followed. 
5. Inform the contractor what to do in case of an emergency:
· Explain the emergency evacuation alarms and how to respond if they sound.
· Explain what to do if the contract work causes an emergency situation.
· Explain what to do for first aid treatment and other medical situations.  
6. Make sure that all affected employees at this company are informed of all hazards that may be created by the contract work. 
7. If requested, keep copies on file of all forms related to the contract work, including documentation given to you by the contractor, such as training records, accident reports, etc. 

During the Contract Work
The OC Tanner Company must:
1. Limit, as necessary, the entry of company employees into contractor works areas.
2. Periodically monitor the contractor’s compliance throughout the duration of the work. Document any negligent or unlawful act or condition in violation of safety requirements, and bring them immediately to the attention of the contractor’s representative. However, if an unsafe act or condition is creating an immediate danger of serious injury, take immediate steps to stop the unsafe act or condition. Do not allow work that is in violation of a regulation to continue.
3. Document all discussions regarding safety violations by contractor employees, including place, time, and names of contractor employees in attendance. This applies only for the frequently used contractors. 
4. Approve the contractor beginning work each day, unless it is routine service or maintenance work, or periodic outdoors service or maintenance work.
5. The contractor is required to provide the necessary tools and equipment. Do not allow loaning of tools and equipment to outside contractors and their subcontractors unless the Maintenance representative has given approval in advance.
6. We have right to obtain a copy of each OSHA recordable injury report from the contractor or subcontractor. Investigate and report to the facility manager all personal injuries to contractor and subcontractor employees.

Contractor Responsibilities
Contract employees must do their work safely, and follow state and federal regulations, and OC Tanner safety policies. Contractors often perform specialized and potentially hazardous tasks, so their work must be controlled. The contract employer will:
1. Provide a current certificate of insurance for worker’s compensation and general liability coverage, before work can begin. Payment will be withheld if not provided.
2. Provide and use the necessary Personal Protective Equipment (PPE). If PPE has to be provided by the OC Tanner Company, the cost will be deducted from the payment to the contractor.
3. Ensure that contract employees are trained in the necessary safe work practices. 
4. Make sure that its employees follow all state and federal safety requirements, and all OC Tanner safety rules. Require that all subcontractors follow the same rules.
5. Make sure that contract employees understand the potential fire, explosion, or toxic release hazards related to his or her job.
6. Make sure that the contract employee knows what to do in an emergency.
7. Document contract employee training.
8. Follow the Security and parking policies.
9. Follow the company smoking policy and dress code. 

Before Contract Work Begins
The contractor must:
1. Choose a representative to coordinate all safety and health issues and work with the OC Tanner Company’s chosen representative.
2. Agree to not reveal the trade secrets relating to this company’s processes.
3. Tell the OC Tanner representative, and any sub-contracted employees, about the safety and health hazards related to the contracted work, including hazardous chemicals or materials they plan to use. Explain how to avoid the danger from those hazards. Provide MSDS for chemicals the contractor will use on site.
4. Get from the OC Tanner Company any safety rules for the work site, or possible hazards that may affect the contractor’s work.
5. Train contract employees on hazards related to the work, including hazard information given to the contractor by the OC Tanner Company’s representative.
6. Keep the OC Tanner Company’s representative fully informed of any work that may affect the safety of this company’s employees or property. 
7. Know who to call and what to do in emergencies. Know where first-aid services are located. 
8. Train employees on where to obtain first aid and medical services. 

During the Contract Work
The contractor will:
1. Make sure that all contract employees and subcontractors are following the terms of this plan.
2. Establish safe practices to permit work without endangering this company’s employees and property. This includes, but is not limited to, barricading, sign posting and fire watches.
3. Make sure that any equipment, chemicals, or procedures used by the contractor meet all OSHA requirements.
4. Be held responsible and accountable for any losses or damages suffered by this company and/or its employees as a result of contractor negligence.
5. Provide its employees with medical care. The OC Tanner Company will provide first-aid treatment only, if desired. For other medical treatment, the contract employee will be referred to the Contractor’s preferred provider.
6. Follow all OC Tanner Security instructions. The contractor also will ensure that each contractor employee is issued and wears some form of easily seen identification.
7. Provide supervisors and employees who are competent and adequately trained.
8. Provide all tools and equipment for the work, including personal protective equipment (PPE). The equipment must be in proper working order. Employees must be instructed in its proper use. If tools or equipment must be borrowed from OC Tanner, the contractor must get approval from the OC Tanner representative before work begins.
9. Maintain good housekeeping in the workplace.
10. Follow instructions given by the OC Tanner Company if emergency alarms are activated.
11. Notify the OC Tanner 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 OC Tanner representative.
12. Receive and follow the OC Tanner Company’s written Contractor Safety documents, including the Emergency Response form and the Contractor Checklist.

At the end 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.

Recordkeeping Requirements (Records should be kept for at least one year)
The contractor will:
1. Keep records of all training done with contract workers and all documentation provided to the contracting company regarding such training.
2. Keep copies on file of all forms or statements related to the contract work that are required by the company to be filled out before or during contract work.
3. Have on file information regarding emergency response.
4. Have copies on-site of all material safety data sheets (MSDSs) or other required information about chemicals relevant to the work on-site.
5. 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. 

Contractor Safety Policy Related Documents
· Contractor Safety Compliance
· Contractor Safety Violation Form
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