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Health and Safety Questionnaire 
In order to provide a service to North Norfolk District Council, you are required to complete this questionnaire which relates to how you manage health and safety within your company.  Where indicated, please attach copies of relevant information to the completed questionnaire.  If you require additional space, continuation sheets may be attached.

If you require any help or need clarification when completing this form please contact Property Services on 01263 516210

Company Details

	Registered Company Name
	

	Registered Head Office address
	

	Company Registration No
	

	Date
	

	Number of employees
	

	Contact Name
	

	Contact Tel No
	

	Contact E Mail
	

	Please describe briefly your firms principle fields of activity
	


Insurance Details

	Name of Insurer
	

	Policy No
	

	Insurance cover description and level
	

	Expiry date
	


	Enforcement Action - Has any enforcement action been taken against your company by the Health and Safety Executive or Local Authority? If yes, please give details along with the actions taken to avoid a reoccurrence of the incident:


	


Health and Safety: Safe Management of Contractors Policy

1. Purpose

North Norfolk District Council uses a variety of different contractors to provide goods, works and services on its behalf. A contractor is defined as anyone who the Council uses to do work, that is not directly employed by the Council i.e. not an employee or member. Examples include the contracting of companies to provide a domestic waste collection service, maintenance of sea defences, construction of new build premises, leisure services, catering facilities and building maintenance. 

Under health and safety legislation, the “employer” takes the main responsibility for the health and safety of employees and others, such as members of the public. In Council/Contractor situations, the main responsibility will remain with the contractor. 

However, the Council still has a responsibility to manage the safe working of such contractors by ensuring that it appoints competent companies, and manages them effectively. As North Norfolk is also an enforcing authority for health and safety, it is expected that we take an exemplary approach in the way we manage our contractors.

This policy sets out the arrangements that the council will implement to manage contractors and their activities in terms of health and safety.

2. Scope

This policy is intended for use by council officers who are involved in engaging and managing contractors. The document sits beneath the main Health and Safety Policy and supersedes all previous health and safety guidance in relation to the management of contractors’ health and safety. 

Where necessary, it should be read in conjunction with procurement policies and financial standing orders in relation to tenders and contracts, to ensure that the full range of corporate risks are covered during the procurement process.

For certain building/construction works the Construction (Design and Management) Regulations 2007 (CDM) will apply. If this is the case, responsible managers must follow the requirements laid down, over and above this policy. This will include the appointment of a CDM Co-ordinator whose engagement will be subject to this policy.

3. Procedure

There are three steps that must be followed to ensure that contractors operate in a safe manner. The responsibility for completing these falls to the manager responsible for the procurement. 

1. Pre Contract Approval (general health and safety) 

2. Post Contract Assessment (contract specific health and safety)

3. Monitoring (in service or during contract)


NB Not all contracts will be formally tendered but assessments will still apply to contracts not subject to tender. 

4. Additional Considerations 

Sub Contractors: There may be occasions when the main contractor decides to sub contract the work out to another contractor. In these circumstances, the sub contractor has a legal responsibility to plan and conduct the works safely and the contractor has a duty to manage this process and satisfy himself that the sub contractor is doing all that he needs to, to operate safely. Sub contractors must have their health and safety arrangements verified by the contractor in the same way that North Norfolk District Council approves its own contractors. This information must be made available to NNDC on request.
	1
	Health & Safety 

	Health and Safety Advice



	1.1
	Who provides your business with competent Health and Safety Advice?



	1.2
	What qualifications does this person/company have in relation to health and safety?



	1.3
	Describe the role that they play within your company in providing health and safety advice. 



	1.4
	If Health and Safety advice is provided by an external agency, describe the level of their involvement with your company over the past year.



	Health and Safety Policy



	1.5
	Do you have a Health and Safety Policy (this is not required if you employ less than five people) and YES please attach a copy to this completed questionnaire.

	Yes / No

	1.6
	Does your organisation have a written Health and Safety at Work system*?
	Yes / No

	1.7
	If no to either of the above please explain why:



	1.8
	If yes, how is your health and safety policy communicated to your employees?



	1.9
	Training - Do you provide health and Safety training to your employees? If yes, please provide details of training relevant to the work for which you are applying.



	Risk Assessment



	1.10
	Have you completed risk assessments for the activities undertaken by your employees (written risk assessments are not required if you employ less than five people)? If yes, please provide, with this questionnaire, examples of risk assessments relating to the area of work for which you are applying. 



	1.11
	If you employ less than five people, please describe how you communicate the outcome of your risk assessments to your employees.


	Control of Substance Hazardous to Health (COSHH)



	1.12
	Do you use substances hazardous to health (written assessments are not required if you employ less than five people)? If yes, please provide an example of a COSHH assessment with this questionnaire. 


	1.13
	If you employ less than five people, how do you communicate the outcome of your risk assessments relating to the use of hazardous chemicals?



	Manual Handling



	1.14
	Do your work activities involve employees undertaking manual handling (written assessments are not required if you employ less than five people)? If yes, please provide examples of your manual handling assessments with this questionnaire. 



	1.15
	If you employ less than five people, how do you communicate the outcome of your risk assessments relating to manual handling activities, to your employees?



	1.16
	If your employees undertake manual handling activities, do you provide manual handling training to your employees? If yes, describe the contents of the training. 



	1.17
	Consultation with Employees - Please describe your arrangements for consulting health and safety issues with your employees.



	1.18
	Portable Electrical Equipment - Describe your inspection, testing and maintenance regime for portable electrical equipment. 



	1.19
	Noise - Do you use equipment that requires you to undertake a noise at work assessment? If yes, would you be able to provide an example of such an assessment if requested?



	1.20
	Work Equipment - Describe your arrangements for the inspection, testing and maintenance of your work equipment. 



	1.21
	First Aid - Describe your arrangements for first aid provision.



	Health Surveillance


	1.22
	Do you carry out any work that requires you to undertake health surveillance? E.g. where work involves exposure to vibrating tools, lead, working with asbestos etc.



	1.23
	If yes, what arrangements do you have in place to undertake health surveillance?



	Accident/Incident Reporting



	1.24
	Describe your reporting and investigating arrangements for injuries, diseases and dangerous occurrences.



	1.25
	Please provide your accident/incident statistics for the past three years along with any actions taken to avoid a reoccurrence of the incident:-

	Year
	Fatality
	Major Injury
	Disease
	Over 3 Day Injury 
	Non Reportable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Actions taken to avoid reoccurrence of incidents:

	1.26
	Subcontractors - If appropriate, please describe your arrangements for the safe management of subcontractors.



	1.27
	Monitoring / Auditing - Describe any monitoring and auditing that you undertake to ensure compliance with your health and safety management system. If requested, would you be able to provide examples of any site inspections that you have undertaken, showing any corrective action that resulted?



Summary of enclosures

	
	(

	Health & Safety Policy
	

	Risk Assessments
	

	COSHH Assessments
	

	Manual Handling Assessments
	

	Site Inspections
	




What Happens Next 

Please return this completed questionnaire and supporting documentation to: 

Maxine Collis

Property Services

North Norfolk District Council

Council Offices

Holt Road

Cromer

Norfolk

NR27 9EN

Should any queries arise regarding your documentation, you may be contacted for clarification.  
Your responses will be assessed and a decision made as to your suitability to appear on our approved contractors list.  Should you wish to remain on our contractors list your details and arrangements will be reassessed the following year and every three years after that, providing a good record of health and safety is maintained.
In addition to providing the above information, if you are successful in tendering, more in depth health and safety information may be required in the form of specific, contract related, risk assessments and method statements.  The Council may also request documentary evidence to support the answers given within this Health and Safety module. To ensure the health and safety of our employees and others that may be affected by the contracted work, site audits may also be appropriate.
Thank you for completing this form.  If you need clarification or any assistance please contact Property Services on 01263 516210.
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