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	INTEGRATED
	Supplier and Subcontractor Control
	



This document covers the requirements for the approval and monitoring of suppliers & sub-contractors who provide products and services, which are critical to our end product/service.
	Item
	PROCEDURE
	Responsibility

	A
	APPROVAL 
	

	Approval Levels

Any company may only be utilised if they are listed on the Approved Supplier / Contractor Database. 

Potential new company’s will initially be located via word of mouth recommendation, trade directories or internet search.

The level of risk associated with the work will determine the level of assessment that is undertaken. 
Level 1 Companies: e.g. suppliers of low risk proprietary items e.g. stationery, computer hardware / software / peripherals, utilities, electrical consumables (supply only – not manufacture), fasteners and fixings; hand / power tools and accessories; safety signs, PPE (Note- PPE Manufacturers would be Level 2). 
For these types of company, no formal approval process shall be followed and they shall be selected solely on a value for money basis.

Level 2 Suppliers / Contractors: e.g. chemical suppliers / calibration companies / inspection companies / agency / contract labour suppliers / training providers / maintenance and servicing contractors / site accommodation suppliers / Plant Hire suppliers / Skip Hire, waste collection and disposal / Electrical equipment and consumable manufacturers (e.g. relays / cable / terminations), Compressed Gas suppliers / contractors undertaking low risk work, typically work that is not covered by the Construction (Design and Management) Regulations (CDM). 
For these types of company, a level 2 Supplier / Contractor Assessment Form (IN4.1.7A) shall be completed and the information supplied reviewed and a decision made to approve / decline the use of the organisation.
Level 3 Supplier / Contractors:  e.g. Design consultants or companies / contractors undertaking work on construction sites undertaking medium to high-risk work, typically work covered by the CDM Regulations. 
For these types of company, the assessment will be more rigorous. They will initially be required to satisfactorily complete a level 2 assessment, but in addition, will be required to complete a level 3 Supplier / Contractor Assessment form (IN4.1.7B) prior to them being engaged on a specific project. The level 3 Assessment / approval will only be valid for the duration of a project, with a new level 3 assessment then being required to be completed for the next project.
In emergency situations only, a supplier / contractor may be utilised without being formally approved for a single order only, so long as the appropriate assessment is undertaken as soon as possible after the order is raised. Should the findings of the assessment be to decline the use of the company, an alternative company shall be found as soon as possible, with interim measures being introduced to mitigate the reasons for the negative assessment.

	All Staff

Administration Manager / Tendering Engineer
HSE & Quality Manager, 

HSE & Quality Manager
All Staff
 

	B
	STATUS
	

	Current Status  

The current status shall be defined as follows within the Approved Supplier / Contractor Database:

a) Preferred – has proven reliable and is cost effective

b) Approved – has proven reliable but not the most cost effective

c) Do not use – included to ensure that the company is not used without re-assessment 

	Administration Manager

	On-going Monitoring

On-going monitoring of the performance of all suppliers and contractors is undertaken for the following periods each year:

January – June inclusive

July – December inclusive

The system adopted is based on where the delivered items / services do not meet agreed requirements, H&S / Environmental performance [accidents / incidents / near misses], late delivery, damaged, wrong items, poor service etc, with every concern identified equating to penalty points as follows:

General concern / near miss = 1 penalty point

Accident / Incident = 3 penalty points

RIDDOR reportable = 4 penalty points

General concerns and issues shall be recorded on an Improvement Log (problems identified by management, staff or customers). Accidents / Incidents / Near misses will be recorded on the appropriate part of the Target 100 system.

In addition to cost effectiveness, a company’s status will be based upon the following Grading for the last period monitored:

Preferred = 1 penalty point max. 

Approved = 6 penalty points max

Do not Use = 7+ penalty points
A Supplier / Contractor update assessment (IN4.1.7C) shall be completed and reviewed for all level 2 & 3 company’s on an annual basis to ensure that the information held on our most critical suppliers / contractors is always current and remains satisfactory.  
	HSE & Quality Manager

All Staff

HSE & Quality Manager 

	Downgrading Companies

A company can be downgraded where the delivered items / services do not meet agreed requirements (H&S / Environmental performance [accidents / incidents / near misses], late delivery, damaged, wrong items, poor service etc). Agreed actions shall be recorded on Management Review Record. Raise Improvement Logs as appropriate. 
Record on the Approved Supplier / Contractor Database.

	HSE & Quality Manager  

Administration Manager



	Upgrading Companies 

Companies can be upgraded based on a specific need (Price, poor service from similar companies, improvement in company’s performance etc.)

Verify company has improved (via verbal discussions/review of supplier’s data/information) 

Upgrade accordingly and record on the Approved Supplier / Contractor Database.

Monitor performance & record outcomes on Management Review Record
	HSE & Quality Manager  

Administration Manager

HSE & Quality Manager  




	SMARTPRO © 2004 
	Referenced From Various Processes

	Record all problems/suggestions on  Improvement Log
	Items underlined are forms
	Refer Staff Development for appropriate skills

	Archiving:
	Store all documents for a minimum of 7 years then destroy through shredding or through an approved subcontractor

	Referenced From System Overview
	Last document update 17/04/07
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