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1.0 
Purpose:

To ensure that subcontractors contracted by EMCOR Mechanical and Facilities Services are selected, managed and evaluated in systematic manner consistent with OSHA, EMCOR, and Client safety requirements. This SWP should be followed in conjunction with SOP-EFS-1057, Subcontractor Pre-Qualification and Management Process.
2.0 
Scope:
This process applies to all subcontractors contracted by EMCOR Mechanical and Facilities Services.
3.0 
Definitions 
· DART – Days Away, Restricted Time

· EMR – W/C Experience Modification Rate (Should be less than 1.0)
· I & I Rate – [(Injury + Illness cases) x (200,000 hrs.)] / (Total hrs. worked)

· Lost Workday Case Rate – [(Lost workday cases) x (200,000 hrs.)] / (Total hrs. worked)
· LOTO – Lockout Tagout

· NFPA 70E – Standard for Electrical Safety in the workplace

· OSHA – Occupational Safety and Health Administration

· PPE – Personal Protective Equipment

· PTG --  Pre Task Planning Guide

· QA/QC – Quality Assurance and Quality Controls

· Safety representative – Project competent person responsible for evaluating work safety conditions, holding safety meetings and authorized to stop work and take corrective actions for all safe work activities.

· SDS – Safety Data Sheets
· SIC/NAICS – Standard Industrial Classification / North American Industry Classification
4.0 
Responsibilities:

Responsible managers, along with EM&FS operating unit Safety Directors, must ensure that this procedure is implemented and operated at EMCOR Mechanical and Facilities Services companies.
4.1 Project Managers, Site Supervisors, or Procurement Staff are responsible:
· to conduct all pre-bid, orientation, pre-project, and on-going meetings.

· to ensure that proposed subcontractors complete all of the Pre-Qualification forms and provide Certificates of Insurance, Hold Harmless Agreements, all appropriate licenses, registrations and other required record documentation.
· to continually ensure that the selected subcontractor utilizes a Pre-Task Planning Guide (PTG) associated with performance of contracted work.
· Upon subcontractor selection, provide communication, guidance, and monitoring of subcontractor performance
· to know if their subcontractors are planning to hire subcontractors.  No subcontractors of EFS shall be allowed to work onsite without having completed the Subcontractor EHS Qualification Form and Subcontractor Safe Work Plan Form.  

4.2 
The operating unit Safety Director is responsible for:
· Reviewing all of the Pre-Qualification forms submitted by the subcontractor.
· Approving or rejecting the procuring of proposed subcontractor per completion of customer and/or EFS company required Subcontractor EHS Qualification Assessment Form
· may attend any or all pre-bid, orientation, pre-project, and on-going meetings.
· Working in accordance with operating company procurement staff for subcontract execution. 
5.0
Pre-Qualifications

All proposed subcontractors will be required to comply with all federal, state and local laws pertaining to the safety and health of their employees and must meet the client and EMCOR minimum Environmental, Health & Safety criteria, including but not limited to:
· Review of safety programs

· Review of employee training

· Review of hazard communication program

· Review of PPE

· Review of OSHA documents
5.1     Pre-Bid Meeting of Proposed Subcontractors
Pre-bid meetings are important because they set the site expectations and our requirements to proposed subcontractors.  The jobsite Project Manager/Supervisor shall conduct the pre-bid meetings.  Other jobsite employees, including the Safety Director, may attend. The pre-bid meeting is designed to instruct all qualified subcontractors that are looking to competitively bid on the proposed subcontract. The pre-bid meeting is to intelligently inform the work scope and requirements such that subcontractor proposals will be accurate and competitive in their pricing.  During this meeting, the jobsite Project Manager/Supervisor will discuss and request that Subcontractors complete the Pre-Qualification forms: Subcontractor EHS Qualification Form; Subcontractor Safe Work Plan Form; and any other required documents. 
All proposed subcontractors will submit their Pre-Qualification forms to the operating unit Safety Director for review and approval. If further review is required, it should be obtained from the EMCOR Regional Director of Safety and/or the Vice President of EM&FS Operations. 
5.2     Subcontractor Review

The operating unit Safety Director will approve or reject a proposed subcontractor prior to performing work onsite based on a review of the subcontractor’s overall safety performance and subcontractor’s submission of Subcontractor EHS Qualification Form and Subcontractor Safe Work Plan Form.  The Safety Director’s approval or rejection of the proposed subcontractor will be indicated on the Subcontractor EHS Qualification Assessment Form.
· All contractors/subcontractors that are hired should have an EMR of 1.0 or less.  If a subcontractor exceeds that level, and they are the only subcontractor that performs that particular activity, they will be required to have an on-site dedicated safety representative regardless of the number of employees.
· All contractors/subcontractors should also have an OSHA Total I & I Rate and DART below the industry average for their SIC/NAICS code.  Those rates are usually based on the subcontractor’s previous three years of work activity.  If a subcontractor exceeds that level, and they are the only subcontractor that performs that particular activity, they will be required to have an on-site dedicated safety representative regardless of the number of employees.
· Any subcontractor who has received OSHA citations or has had fatalities in the last five years shall be personally called by the Local Operating Company Safety Director for an explanation if they are being considered for work.
· All subcontractors with less than 10 employees but whose work is critical or high risk shall have a dedicated safety representative to assure compliance to all safety and health regulations are upheld.
· All subcontractors with 10 or more employees shall have a dedicated safety representative on site to monitor all contracted work being performed.
· All subcontractors MUST report all project work related injuries to their EFS contact person within 8 hrs of being aware of the injury along with corrective actions to prevent reoccurrence.
The operating unit Safety Director will return the completed Subcontractor EHS Qualification Assessment Form to the initiator of the request.

The Subcontractor EHS Qualification Assessment Form must be approved by both EHS and Purchasing before a subcontractor can perform work at any EMCOR site.

· Any variance in the subcontractor criteria whether Purchasing or EHS must be approved or rejected by a Senior Manager of the Operating Unit.

6.0
Selected Subcontractor

Pre-Job Meeting:
Upon Pre-Qualification approval, a pre-job meeting with the selected subcontractor will occur.  The Operating Company’s Project Supervisor/Lead will lead a pre-job meeting with the Subcontractor (subcontractor under contract). 
Attendees should be: Operating Company’s Project Manager (or Representative), Supervisor’s, Lead Engineers, Site Safety, Subcontractor Manager/Lead, Supervisors, and Subcontractor Safety.

Minimum Topics of Discussion: Permits, Signs and Barricades, Fall Protection, LOTO, NFPA 70E, PPE, SDS’s, Housekeeping, Safety, QA/QC Controls, Scope of Services, Recordkeeping Requirements for EMCOR Facilities Services, and Personnel Proof of Licensing/Certifications, if required.  

Site/Client Requirements: Restricted Areas, No Smoking Areas, High Level of Security, Entry Procedures (Security Passes, Sign In/Out), Dress Code, Addressing Client Personnel.  

All subcontractors are required to utilize pre-task planning guide within their work.  Contractor/Subcontractor pre-task, Job Hazard Analysis (JHA), or Job Safety Analysis (JSA) forms are acceptable.  If contractors/subcontractors do not have appropriate forms for this purpose, an electronic version of the Pre-Task Planning Guide (PTG) (see SWP140c – EMFS Pre-Task Planning Guide) will be made available to them for use.    

The Operating Company’s Subcontract Manager/Supervisor will make certain contractors/subcontractors that are required to have dedicated safety representatives have them on site for the length of the job. If the dedicated safety representative is not on site, all associated workers will not be permitted on site until the dedicated safety representative is present. The dedicated safety representative may be one of the subcontractor’s supervisors or foreman, or a subcontractor approved competent person.   
Other discussion topics include:
· Review the subcontractor’s overall safety program, hazard communication program, respiratory protection program, emergency action plan, quality assurance program.
· Review subcontractor’s site-specific safety plan.

· Request copies of subcontractor’s competent person certifications, appropriate licenses, registrations and other required documentation.

· Discuss key issues that are relevant to the job, such as communications, upcoming mobilization schedule, site utilization, reporting requirements, submittals, payment application, changes, and subcontractor safety.

Orientation Meeting:
Prior to any subcontractor employee beginning work on the jobsite, he/she shall attend and complete an orientation program. This program shall include, but not be limited to the following:

· Completion of required drug and/or alcohol testing.

· Completion and signature of all employment forms.

· Indoctrination of all EMCOR general and site specific requirements. These requirements must be explained to the subcontractor employee in such a manner that he/she easily understands his or her expectations and responsibilities while on the job site.

· The subcontractor representative conducting the orientation must explain to the employee their need for compliance with all project requirements.

Mobilization:
· The Operating Company’s Subcontract Manager/Supervisor will verify all Subcontractors’ Certificates of Insurance and Hold Harmless Agreements before work begins. 
· The Operating Company’s Subcontract Manager/Supervisor will advise specific jobsite reporting requirements before any work begins. These requirements shall be communicated to, and written acknowledgement received from, every subcontractor before any work begins.
· Subcontractors shall ensure employees meet job competency requirements and complete training identified for their position and job activities.
· Operating Company’s Project Managers and Safety Representatives shall monitor subcontractors to ensure compliance of jobsite requirements/regulations and OSHA standards.
· Subcontractors will participate with EM&FS during regular jobsite inspections and be included in weekly safety and toolbox topic meetings. Documentation of both will be forwarded to the company Safety Director.
· Subcontractors will be included in regular job safety inspections and participate in job hazard analysis.

· The subcontractor must notify Operating Company’s Project Managers and Safety Representatives of the individual(s) responsible for the implementation of its safety program.
· Sub-Contractors safety and loss performance will be included in post contract reviews. Subcontractor will develop action plans for any deficient safety, loss area and implement corrective actions prior to being awarded future work.
Communication of all site related loss control requirements internally with project management and field supervisory staff and externally with those subcontractors working under EM&FS control is essential to controlling site and financial loss exposures to the project.

In order to control this loss exposure to the greatest extent possible, the procedures listed below are to be implemented prior to any work beginning on the site.
7.0 Basic Needs- Administrative


Project site start up packet including:

Dept. of Labor site required forms including: labor hour and wage poster, proof of insurance postings, OSHA form # 300, accident reporting forms for both state and EMCOR reporting requirements, initial supply of job site inspection forms, initial supply of “ Tool Box talks”, copies of all Loss Control programs applicable to the project.


8.0 Basic Needs- Equipment


The following Personal Protective Equipment must be on all projects prior to staffing.
Eye protection, including eyeglasses and shields.
Hard Hats
Hand Protection

The subcontractor representative assigned to the project must meet with the project estimator and/ or project manager prior to beginning work to determine what additional personal protective equipment, if any, is needed.

If additional PPE is needed, it must be on the site prior to work beginning.
