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SHE Training for Managers of Contractors and non-STFC Workers
Outline programme
** Please note timings are approximate and will be adjusted to suit progress through the course material **

	09:00 to 09:30
	Introduction and course programme

	09:30 to 10:45
	STFC Contractor H&S performance overview
Types of contractor
Legal implications for contractor management

	10:45 to 11:00
	Break

	11:00 to 12:30
	The requirements of STFC Code 15: Management of Contractors
Contractor management timelines

	12:30 to 13:15
	Lunch

	13:15 to 14:45
	Practical contractor timeline

	14:45 to 15:00
	Break

	15:00 to 16:15
	CDM Regulations 2015
Supervision

	16:00 to 16:45
	Course assessment
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[bookmark: _Hlk68790329]Exercise 1: Guidance for types of contractor review
Individually, look at sections 3.2 and 3.3 of the STFC Code 15 and Appendix 2 of the STFC Health and Safety Management Arrangements.
In Groups, discuss the use of non-STFC workers of any description that you are personally involved in or that you are aware of in your working environment.
Use the table provided to summarise the collective result from your Group. As a group, do you think any additional type descriptions would be useful?
Be prepared to summarise your findings to the rest of the course.
	Category
	Examples

	Formal term contract
	

	Formal paid contract for specified works with or without contractor selection
	

	Formal unpaid agreement with another employer for specific works or activities with or without selection
	

	Informal or no agreement between STFC and another employer or individual
	

	Other description


	


[bookmark: _Hlk68790449]Exercise 2: Guidance for contractor management timeline exercise
For the purposes of this exercise, imagine you are preparing a summary of all the safety management activities required throughout the life of a contract perhaps involving multiple contractors over the period of a few weeks.
First, read through the HSG Guidance document ‘Using Contractors’ provided and then STFC Safety Code 15 ‘Management of Contractors’ (they are in the ‘slides and supplementary materials’ pdf document).
Using the information in these documents and the proformas provided, prepare bulleted summaries of the actions required during each phase of the project by:
· Staff Letting Contracts (SLC)
· The Contract Supervising Officer (CSO)
· The Contractor
To conclude the exercise, each Group will be asked to prepare a short flip chart presentation for delivery to the whole course summarising the responsibilities of one of the three actors in contract management listed above.
Summary of activity:
Individual reading of the two documents						
In three groups, discuss and complete the proformas taking full account of STFC Code 15       
Preparation and delivery of a short presentation to the group				        


STFC Contract Management Timeline Diagram: Activities BEFORE the contract starts
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STFC Contract Management Timeline Diagram: Activities at the START of, DURING and AFTER the contract
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[bookmark: _Hlk68790545]Exercise 3: Practical application of the contractor management timeline
Prepare contractor timeline based on Appendix 8 for either a project known to yourself or one of the following activities:
· An engineer coming to site to service some equipment or carry out some testing
· An engineer coming on site to install and commission a new system
· An STFC collaborator visiting site and bringing some equipment for use in an experiment
Using this information, your knowledge of your department’s contractor management process, and the proformas from Appendix 8, develop a set of safety activities for the:
· Staff Letting Contracts (SLC)
· The Contract Supervising Officer (CSO)
· The Contractor
Consider what should be done prior to the work taking place, when the contractor is on site working, and when they leave, including:
· identify who carries out the SLC and CSO duties (it may be more than one person)?
· what happens if those undertaking the SLC and CSO roles are not available?
· what sort of information do we need at each stage?
· when will the documents in the Appendices be used - if not, why not?
· what should be done before the contractor arrives and when they actually arrive?
· what do the parties need to do whilst they are on site working regarding monitoring and in normal and abnormal circumstances?
· what needs to happen when they leave and afterwards?
The emphasis should be on determining examples of evidence for each stage, and how these documents are stored and controlled.
Also, determine any shortfalls in you contractor management processes based on Appendix 8
To conclude the exercise, each Group will be asked to summarise the responsibilities of the three actors in contract management listed above.

STFC Contract Management Timeline Diagram: Activities BEFORE the contract starts
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STFC Contract Management Timeline Diagram: Activities at the START of, DURING and AFTER the contract
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Exercise 4: Dealing with problems exercise
You are the Contract Supervising Officer for a firm coming on site to replace some old-fashioned wooden benches in an offline laboratory with a modern facility suitable for chemical sample preparation.
The asbestos register has been consulted and indicates that no asbestos is known to be present, but further checks are necessary when some of the old equipment is moved.
Other activities continue in the lab and cleanliness is very high priority
The new installation includes fume extraction cupboards
On day 1
You discover that the team attending has not seen the RAMs that were agreed in the planning stage and consequently have no information on the lab access arrangements and the nature of other work taking place.
You discover that one member of the team of three is not on the list of names provided in the planning stage
On day 3
They are making good progress but have scant regard for cleanliness and are generating large amounts of dust. This was foreseen and it had been agreed that FFP3 face masks would be used, and great care would be taken to stop the problem spreading to the rest of the lab. Neither of these requirements is happening.
You have noticed that one of their electric drills is 230V, has a badly worn cable, and has no sign of a test label – despite assurances given in the planning stage that only 110V tools with an up-to-date test records would be employed.
In groups, discuss the issues that need to be raised at the day 1 and day 3 meetings. 
· What preparations are needed immediately prior to the meetings? 
· What questions will you ask?
· How will you respond in the event of inadequate answers? 
Be prepared to summarise your response in an exercise wrap-up.
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