Insert Company Name Here 
Contracted Employer Management Process

Contracted Employer Selection
1. The contracted employer is responsible to complete and submit insert company name here’s Prequalification Form
2. Insert company name here is responsible to review the contracted employer’s Prequalification Form and compare information from those contracted employers bidding for the work, to determine which contracted employer will meet company and project expectations
3. Insert company name here is responsible to select a contracted employer, and send contractual documents out to the selected party
Contracted Employer Monitoring and Evaluation
1. Review contractor monthly health and safety activity reports as per project requirements
2. Communicate feedback to contracted employers to address any non-compliance.


Contracted Employer Non-Compliance
1. Contracted employers receive a warning from insert company name here. 
2. A formal meeting is arranged with insert company name here. 
3. The contracted employer’s non-compliance is recorded. 
4. Corrective action plan is developed.
5. Contracted employers meet with the senior leadership after a review has been conducted. 
6. Actions may be taken at the discretion of insert company name here.
7. Depending on the findings termination of contract may occur.
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Important Template Information
When using the templates, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.

[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete these instruction pages when finished.

Contracted Employer Selection, Monitoring, and Evaluation Process
The evaluation, selection, and monitoring of contracted employers is an important part of an employer’s HSMS as it helps to manage the contracting process and protect impacted parties from known or foreseen hazards. 
When determining the best contractor to hire through the evaluation process, an employer may ask for several different documents, such as health and safety policies, procedures, insurance information, and WCB information. When developing your process for evaluation, selection, and monitoring, keep in mind the specific requirements for your work site or project. 


3.	Monitoring, Evaluation,
and Feedback
· Monitor contracted employers
· Evaluate contracted employers
· Provide feedback
1.	Pre-Qualification 
and Selection
· Establish a process
· Determine requirements
· Assess contracted employers
· Select a contracted employer







2.	The Pre-Project Meeting
· Review scope of work
· Review project safety plan
· Collect documentation





For more information:
Module 7 in ACSA Principles of Health and Safety Management course guide
Module 2 in ACSA Principles of Health and Safety Management for SECOR course guide
ACSA Contractor Management course guide

Government of Alberta Occupational Health and Safety Starter Kit
https://ohs-pubstore.labour.alberta.ca/bp035
Alberta OHS bulletin on Prime Contractor Roles and Duties 
https://ohs-pubstore.labour.alberta.ca/li018

ACSA 2023 Audit Instrument question 2.3
ACSA 2023 SECOR Evaluation question 2.2 
(Download the current versions from youracsa.ca)
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