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Contractor Management Program – Task List

Plan- Evidence 
· Copy of Contractor Management Program Policy/Procedure
· Copy of blank prequalification documents 
· Create a prequalification system
Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the contractor management program.
· Attach a copy of a completed safety talk, training all employees (office, field, and production) on the contractor management program.
· Complete a safety talk, training all employees (office, field, and production) on the Contractor Management procedure and include a copy of the safety talk and sign off sheet
· Ensure training has been completed to meet legislated requirements. 
· Send out prequalification system requirements to all:
a. Construction/Renovations
b. Snow Removal
c. Utility Service and Repair
d. Equipment maintenance, servicing, and repair
e. Janitorial
f. Pest control
g. Food services
h. Information technology
i. Security services
· Copy of filled out pre-qualification documents for minimum 5 employers.
· Copy of onboarding service/subtrade provider orientation meeting minutes
· Copy of site orientation with completed orientation forms from minimum 2-3 subtrades/services
· Copy of prequalification system
· Copy of alert for updates on prequalification system
· Copy of non-compliance with corrections stored on prequalification system.
· Copy of Subtrades/services required daily, weekly, monthly completed forms/checklists from 2-3 subtrades/services
· Copy of 5 acceptance/sign-off documentation by senior leader at subtrades/services
· Copy of third-party site/workplace safety inspections- minimum 1 time per month for duration of project. 
· Copy of follow-up by site supervisor/construction manager/project estimator of site/workplace safety inspections for every inspection submitted by way of documented and completed action plan in an appropriate timeline. 

Check- Evaluate
· Complete the Check portion. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
· Provide proof of how you did your check

Act- Make Improvements
· Complete the Act portion, Page 3 of the Topic Evaluation Form provided by Frazer Safety Service. Mentor is available to support completion if required. Contact your mentor if you need assistance.  
· Plan and timeline for addressing gaps. Provide proof of how you address this.

Story 
· Complete story using template suggestions for Plan, Do, Check, Act portions
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