

Health and Safety Request for Evidence
THIS APPENDIX SHOULD NOT BE COMPLETED AT THIS STAGE
THIS FORM AND ITS ACCOMPANYING EVIDENCE WILL ONLY BE REQUIRED TO BE COMPLETED BY THE PREFERRED TENDERER IDENTIFIED FOLLOWING EVALUATIONS

Please read the below information before you start completing the form.

This request supports Module 3 of your tender submission for the In Care Leaving Care Services for Children and Young People contract and is evaluated by the Health and Safety team in Cornwall Council. It is carried out in order to verify the claims made by your organisation in Module 3 around your Health and Safety policies, practices and procedures.
All questions should be answered and evidence submitted as requested.. 

It is important that the person filling in this form (not external H&S consultant) understands the health and safety management processes and procedures that operate within your business.  When completing this form we strongly recommend that you refer to the guidance notes and assessment standards which will help you complete it.

It is ESSENTIAL that you support your submission with relevant recent information, documents, worked examples and practical evidence, summarised in the guidance notes as requested below.  It is in your best interests to ensure that all the information requested is submitted.  Please DO NOT send original documents – copies required.  We recommend that you keep a copy of your completed form for future reference.
	
	Business Details

	
	Registered Business Name & Address (including any Trading name)
	     
     

	
	Name of Director responsible for Health & Safety

	     

	
	Number of employees


	     
     

	
	Describe your main work activities.


	     


	
	Prosecutions or Enforcement Notices

	
	Provide details of any enforcement notices or prosecutions served on your company in the last three years by the HSE or Local Authority.  A prosecution or notice will not debar your business from this process but a failure to declare one will.  If applicable, please attach details and corrective action taken.

	
	Applicable?   No     FORMCHECKBOX 
go to item 1                             Yes         FORMCHECKBOX 
provide and attach details

     


	
	1. Health and safety policy and organisation for health and safety

	
	Provide a copy of your current Health & Safety Policy including the Policy Statement and Organisation sections – it is important that it is signed and dated as this indicates when it was last reviewed.  

For organisations with fewer than 5 employees, and without a written Health & Safety Policy, you do need to demonstrate that your policy and organisation arrangements are adequate in relation to the type of activity likely to be undertaken and assessments of competence will be made easier when procedures are clear and accessible.
Describe how you tell your employees about your policy.

	
	Response:      
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 


	
	2. Arrangements for health and safety

	
	A copy of your organisation’s arrangements for the health and safety management that cover the following topics must be attached to this submission.  You must also provide practical evidence, for example, instructions, training records, assessments (including risk assessments) and inspection records that indicate your arrangements are being applied and communicated appropriately to your employees.  

For organisations with fewer than 5 employees, and without written Arrangements that form part of a Health & Safety Policy, you do still need to demonstrate that your arrangements are adequate in relation to the type of activity likely to be undertaken and assessments of competence will be made easier when procedures are clear and accessible.


	
	Topic
	Arrangements


	Practical Evidence

	
	Violence & aggression (particularly training e.g. personal safety, supervision and information)
	     
	     

	
	Referral documentation to include risk information
	
	

	
	Lone working
	     
	     

	
	Portable Electrical Equipment
	     
	     

	
	Manual Handling
	     
	     

	
	First Aid
	     
	     

	
	3. Access to competent corporate (general) health and safety advice

	
	Your company, and your employees, must have access to competent health and safety advice.  Provide details of the person acting as your ‘competent’ general health and safety adviser.

Please note:  It is likely that the person named below will be contacted as part of the tender process

	
	Name and Contact Details of Adviser or Consultant


	Name:      
Telephone Number     
Email:      


	
	Provide a copy of your internal adviser’s or external consultant’s CV in relation to health and safety.  

	
	If your competent advice comes from an external consultant please describe the role they play in managing health and safety within your company and provide an example of advice given and action taken within the last 12 months.



	
	Applicable?   No     FORMCHECKBOX 
  go to item 4                            Yes         FORMCHECKBOX 
  provide details below

Consultant Organisation:      
Details:      


	
	4. Training and Information

	
	We expect you to have a competent workforce throughout all levels of the organisation. Provide your arrangements for achieving this and practical evidence to support your claims. This would usually include training records, induction training programme details and records and sample tool box talks for example.



	
	5.  Individual Qualifications and Experience

	
	We expect your employees (including senior management) to have suitable qualifications and experience for the tasks assigned to them. Provide details and evidence of qualifications and/or experience of all staff including key people within your business (e.g. Senior Managers, Managers and Supervisors). This could include training certificates, CPD certificates and individual training records.


	
	6. Monitoring, Audit and Review

	
	We expect you regularly assess your health and safety performance. Provide your arrangements and practical evidence for example workplace/site inspection reports, completed audit reports, action plans for improvement, and discussions/reports to senior management.



	
	7. Workforce Involvement

	
	We expect you to consult with and involve your workforce on health and safety matters. Provide your arrangements and practical evidence for consulting with and involving your workforce on health and safety matters. For example, records of safety meetings or committees and/or records of health and safety system reviews that have involved employees.



	
	8. Accident Reporting and Accident Investigation

	
	We expect you to have satisfactory arrangements for recording, reporting and investigating accidents and incidents.  Your arrangements should clearly define your reporting procedures for all RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) reportable events.

Provide evidence of your arrangements and details of two recent accidents or incidents how they were investigated and actions taken to prevent recurrence.  Please ensure all personal details are blanked out on any forms submitted. 


	
	Please provide accident/incident figures for the last three years:

	
	Year Ending
	Fatal
	Major Injury or over 7 days
	Non-reportable
	Dangerous Occurrences
	Reportable ill-health
	Near misses

	
	     

	     
	     
	     
	     
	     
	     

	
	     

	     
	     
	     
	     
	     
	     

	
	     

	     
	     
	     
	     
	     
	     

	
	9. Sub-Contracting / Sub-Consulting

	
	We expect you to have satisfactory arrangements in place for appointing sub-contractors (including labour only) and sub-consultants and monitoring their performance.  If applicable, please provide completed examples of how you assess competence and monitor performance.

	
	Applicable:   Not Applicable     FORMCHECKBOX 
                      Applicable      FORMCHECKBOX 
     


	
	10. Risk Assessment Leading to a Safe Method of Work

	
	We expect you to have procedures in place for carrying out risk assessments and for developing and implementing safe systems of work.

Provide evidence of your arrangements which describe how your company identifies health and safety risks and how the risks are controlled.  You must also provide sufficient numbers of completed examples of risk assessments and the resultant safe system of work or method statements which are relevant to your work and the hazards your employees face e.g. lone working, violence & aggression.  Generic or model risk assessments may be acceptable but they must be supported by evidence of how they are adapted to match your work situation.  

Organisations with fewer than 5 employees do need to be able to demonstrate that their risk assessment arrangements are adequate in relation to the type of activity likely to be undertaken and may be asked to provide risk assessments for the work they are likely to undertake.


	
	Declaration – to be completed by a senior director of the company

	
	I, the undersigned, as the director (or senior partner) responsible for health and safety, confirm that the information given in this Health and Safety questionnaire is a true and accurate statement of my business’ health and safety system.

I understand that if any false or misleading information is submitted in support of my submission this may debar my business from this procurement process. 

I declare that my organisation will notify the Council immediately it becomes aware of any actual or potential conflict of interest which may arise between the interests of the Council and my organisation or any of our clients and that my organisation will take immediate steps to remove the cause of any such conflict to the complete satisfaction of the Council.

I understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body, and that any such action will empower such body to cancel any contract currently in force and will result in my / our exclusion from the procurement process.


	
	Signature


	     


	
	Name


	     


	
	Position


	     


	
	Date

	     



Data Protection Act

The information you provide on this form will be held by Cornwall Council and processed by us according to the principles of the Data Protection Act in a secure environment. Information is disclosed to Council Officers and Members involved in the evaluation of this submission. We also use this information for statistical analysis, management and planning in connection with our business. Your information will not be used for any other purpose by Cornwall Council and will not be passed on to any other third party without your permission. In accordance with Cornwall Council’s Record Retention Policy, the information you provide on this form will be retained for six years, after which period it will be destroyed in a secure manner.

