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SUBCONTRACTOR QUESTIONNAIRE

This questionnaire is designed to help LJR Group assess the Health, Safety, Quality & Environmental standards that our contractors (Partners) are working to. LJR Group have clear obligations so far as current legislation is concerned with regard to making reasonable enquiries regarding the suitability, competency and knowledge base of our contractors, so that we can ensure they meet their statutory obligations. Our portfolio of high-profile clients also places expectations on our business with regard to a transparent and effective supply chain management system.

LJR Group places great emphasis on HSQE performance and we strive to achieve zero accidents and incidents with a safety culture that encourages the correct behaviours and attitudes in our staff and contractors alike, to ensure that our workforce goes home ‘safe’ each evening as such this questionnaire firmly forms part of our management systems with regard to subcontractor management.

In accordance with our Safety Management Systems, we are working only with registered companies that have been ‘approved’ as a result of a detailed health, safety and environmental assessment. In order for any company to progress to approved status this Health, Safety and Environment Questionnaire’ must be completed and returned to the sponsoring manager and then to the Compliance Department. 

Following completion of this questionnaire, you may be asked to participate in an audit designed to further inform us about your HSQE culture and standards. Each subcontractor will be assessed on the contents of their questionnaire along with supporting documents provided, and will be awarded a grading status, as follows:

RED:		Does not meet minimum HSQE requirements.
AMBER:	Partially compliant with good practice, inadequate systems.
GREEN:	Meets and exceeds best practice with a solid commitment to safety.

We require each contractor to commit to the minimum standards and conditions as set out within our Code of Practice document that has been provided with this questionnaire. A signature is requested within the questionnaire to confirm this commitment.

The more concise and specific the information provided, the higher the grading status. Each contractor will be informed of their grading and notified of any outstanding requirements to be implemented in order to improve this as required.

This form must be returned electronically to the Manager.  (Check boxes require double click)

It may be necessary to split a large email with attachments into multiple smaller emails to ensure they are not rejected by the email server.

Emails should be submitted with the name of your organisation and Questionnaire in the ‘Subject’ field. To support a completed questionnaire, key documents should be provided. A summary of documentation that is required is found at the rear of this document.

Please tick the appropriate box to indicate what documents are enclosed:

Thanks for your continued cooperation.


	A
	Company Details

	A1
	Full name of organisation
	Click here to enter text.

	
	Type of organisation
	PLC, Ltd etc.

	
	Registered office address
(Including Town, County and Postcode)
	Click here to enter text.

	
	Registered Accounting Office Address (Including Town, County and Postcode)
	If different from above.

	
	Tel No
	Click here to enter text.

	
	Fax No
	Click here to enter text.

	
	Email
	Click here to enter text.

	
	Website
	Click here to enter text.

	A2
	Date company commenced business
	Click here to enter a date.

	A3
	Company registration number 
	Click here to enter text.

	
	National Insurance number (if applicable)
	Click here to enter text.

	
	VAT registration number
	Click here to enter text.

	A4
	UTR number (Unique Tax Reference):
	Click here to enter text.

	A5
	Are you registered under the Construction Industry Scheme (CIS)?
	[bookmark: Check1]Yes  |_|
	No  |_|

	A6
	Do you have a competent source of H&S advice?
	Yes  |_|
	No  |_|

	A7
	Relevant contacts within the organisation - state all primary key contacts, and contact names for Sales, Health & Safety, Environment and Quality in the table below.

	
	Full Name
	Job Title
	Contact number(s)
	Email address

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	A8
	Is your company a member of group companies?
	Yes  |_|
	No  |_|
	Name and addresses of the ultimate and immediate parent Company.

	

	
B
	Insurance

	B1
	Attach copies of all insurance certificates (PL, EL, CAR, PI, and others as applicable)






	c
	Account and financial statements

	C1
	State turnover for the last 3 years.

	
	Turnover
	£               
	P/Tax Profit   
	£               
	This year’s estimate

	
	Turnover  
	£               
	P/Tax Profit   
	£               
	Previous year

	
	Turnover  
	£               
	P/Tax Profit   
	£               
	Previous year

	D
	SERVICES AND REFERENCES

	D1
	Types of services provided
	Click here to enter text.

	D2
	

	
	Provide contact details below for two client references:

	
	Full Name
	Company
	Contact number
	Email address

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	
	Click to enter text.
	Click to enter text.
	Click to enter text.
	Click to enter text.

	D3
	Minimum value of contract you can undertake
	£               

	
	Maximum value of contract you can undertake
	£               

	E
	GEOGRAPHICAL OPERATING AREAS - please indicate your main areas of operation:

	E1
	
|_| A - Northern IrelandM
L
K
J
I
H
G
F
E
D
C
A
B
M

|_| B - Republic of Ireland
|_| C - Scotland
|_| D - North East
|_| E - North West
|_| F - Yorkshire and The Humber
|_| G - East Midlands	                   
|_| H - West Midlands
|_| I - East of England
|_| J - London	                           
|_| K - South East of London   
|_| L - South West
|_| M – Wales
|_| All UK 
|_| Europe 






	f
	Health, Safety & Environmental Performance

	
	Provide details in the table below for the last 3 years, separating data for direct employees from subcontractors (if applicable).
	Last year
	Previous year
	Previous year

	
	
	Enter year
	Enter year
	Enter year

	
	
	Employees
	Subcontractor
	Employees
	Subcontractor
	Employees
	Subcontractor

	F1
	Number of employees 
	       
	       
	       
	       
	       
	       

	F2
	Number of hours worked
	       
	       
	       
	       
	       
	       

	F3
	Number of employees that have had health & safety training
	       
	       
	       
	       
	       
	       

	F4
	Number of certified “first aid at work” employees
	       
	       
	       
	       
	       
	       

	F5
	Number of fatalities on your sites (RIDDOR)
	       
	       
	       
	       
	       
	       

	F6
	Number of major injuries (RIDDOR)
	       
	       
	       
	       
	       
	       

	F7
	Number of over 7-day injuries   (RIDDOR) (3-day for previous years)
	       
	       
	       
	       
	       
	       

	F8
	Number of dangerous occurrences (RIDDOR)
	       
	       
	       
	       
	       
	       

	F9
	Accident incidence rate (AIR)REPORTABLE ACCIDENTS 
            (F5 + F6 + F7)
   AIR = 			          X 100,000                           
        HEADCOUNT (F1)



	       
	       
	       
	       
	       
	       

	F10
	Accident frequency rate (AFR)REPORTABLE ACCIDENTS 
           (F5 + F6 + F7) 
   AFR =			          X 100,000                           
HOURS WORKED (F2)


	       
	       
	       
	       
	       
	       

	F11
	Number of prosecutions for health & safety offences
	       
	       
	       
	       
	       
	       

	F12
	Number of health & safety prohibition notices 
	       
	       
	       
	       
	       
	       

	F13
	Number of health & safety improvement notices
	       
	       
	       
	       
	       
	       

	F14
	Number of prosecutions for environmental offences
	       
	       
	       
	       
	       
	       

	F15
	Number of environmental notices
	       
	       
	       
	       
	       
	       

	F16
	Total value of any fines imposed
	       
	       
	       
	       
	       
	       










	G
	COMPETENCE ASSESSMENT - HEALTH AND SAFETY

	G1
	LJR Group, recognises the core philosophy of mutual recognition across member competence schemes and subsequently If you can provide evidence of a current compliance assessment completed by any of the SSIP member schemes - you are not required to answer questions G2 to G24. However, a copy of the policy is still required.
If YES, provide copies of compliance letter(s) and/or certificate(s).  Additional supporting documentation may be requested at a later date.

	
	Name of scheme or accreditation
	Yes
	Valid until

	
	SSIP Member Schemes (SafeContractor etc)
	|_|
	Click here to enter text.

	
	BS OHSAS 18001 registration through: BSI, LRQA, NQA, SGS, DNV, BM Trada, UKAS or ISOQAR.
	|_|
	Click here to enter text.

	Only complete questions G2 to G24 below if you do not hold, or are still working towards, 
registration through one of the SSIP member schemes.

	
	Question
	Yes
	No
	Details

	G2
	Does your Company have a Health & Safety Policy signed by a Director?
	|X|
	|_|
	If YES, attach a copy.                             

	G3
	Do you communicate your policy and other Safety matters?
	|_|
	|_|
	If YES, state details here and evidence.     

	G4
	Do you have a registration to BS OHSAS 18001 registration through any other registration body?
	|_|
	|_|
	If YES, provide the following information: certificate number, expiry date and name of registration/certification body.     

	G5
	Are you looking towards registration to BS OHSAS 18001?
	|_|
	|_|
	Date expected to achieve.

	G6
	Details of any other Health & Safety Schemes/institutions/groups.
	|_|
	|_|
	If YES, state details here.

	G7
	Do you understand your responsibilities under the CDM regulations?
	|_|
	|_|
	If YES, state details here.

	G8
	Do you employ first-aiders?
	|_|
	|_|
	If YES, state details here.

	G9
	Do you have a formal procedure to approve your subcontractors?
	|_|
	|_|
	If YES, state details here and evidence

	G10
	Do you review the Health & Safety records of your subcontractors?
	|_|
	|_|
	If YES, state details here and evidence

	G12
	Do you have a written system for plant preventative maintenance and statutory inspections?
	|_|
	|_|
	If YES, state details here and evidence

	G13
	Do you ensure that plant and power tools used by you on site are inspected, examined, tested and maintained in a safe condition?
	|_|
	|_|
	If YES, state details here and evidence

	G14
	Do you ensure that access equipment and or accessories used by you on site are inspected, examined, tested and maintained in a safe condition?
	|_|
	|_|
	If YES, state details here and evidence

	G15
	Do you conduct safety inspections and audits of your work activities?
	|_|
	|_|
	If YES, state details here and evidence, including frequency.

	G16
	Do you record near miss incidents (outside RIDDOR)?
	|_|
	|_|
	If YES, state details here.

	G17
	Do you have a formal procedure to record health and safety incidents?
	|_|
	|_|
	If YES, state details here.

	G18
	Do you give your employees ‘Induction’ training?
	|_|
	|_|
	If YES, state details here and evidence

	G19
	Do you give your employees ‘Safety’ training?
	|_|
	|_|
	If YES, state details here and evidence

	G20
	Do you give your employees ‘Task Specific training’? (PASMA etc)
	|_|
	|_|
	If YES, state details here and evidence

	G21
	Do you carry out risk assessments on all your projects / tasks?
	|_|
	|_|
	If YES, state details here and evidence

	G22
	Do you prepare safety method statements in respect of your undertakings?
	|_|
	|_|
	If YES, state details here and evidence

	G23
	Do you communicate Risk and Method Statements to key staff?
	|_|
	|_|
	If YES, state details here and evidence                     

	G24
	Use this space to add any additional comments relevant to the above section.
	Click here to enter text.

	H
	COMPETENCE ASSESSMENT - ENVIRONMENT

	H1
	If you can provide evidence of current registration to BS EN ISO 14001 through the following registration bodies you are not required to answer questions H2 to H14. However, a copy of the policy is still required.
Recognised registration bodies: BSI, LRQA, NQA, SGS, DNV, BM Trada, UKAS or ISOQAR.
If you do have registration through these registration bodies please provide a copy of your certificate.  

	
	BS EN ISO 14001 registration as above?
	Yes |_|
	Valid until:   Click here to enter text.

	Only complete questions H2 to H14 below if you do not hold, 
or are still working towards, registration to BS EN ISO 14001.

	
	Question
	Yes
	No
	Details

	H2
	Does your Company have a current Environment Policy formally signed by a Director?
	|_|
	|_|
	If YES, attach a copy.                               State date of last review or revision.

	H3
	Do you have registration to BS EN ISO 14001 through any other registration body?
	|_|
	|_|
	If YES, provide the following information: certificate number, expiry date and name of registration/certification body.     

	H4
	Are you looking towards registration to BS EN ISO 14001?
	|_|
	|_|
	Date expected to achieve.

	H5
	Do you have memberships with environmental institutions/groups?
	|_|
	|_|
	If YES, state details here.

	H6
	Do you assess your environmental aspects and impacts?
	|_|
	|_|
	If YES, state details here.

	H7
	Do you set specific environmental standards or targets to improve performance e.g. waste, energy, carbon?
	|_|
	|_|
	If YES, state details here.

	H8
	Do you carry out environmental reviews or audits to establish current performance?
	|_|
	|_|
	If YES, state details here.

	H9
	Do you complete site waste management plans (SWMPS’s) that includes project specific targets for total waste arising and the amount of waste sent to landfill?
	|_|
	|_|
	If YES, state details here.

	H10
	Do you implement the waste hierarchy?
	|_|
	|_|
	If YES, state details here.

	H11
	Are you a registered with the Environment Agency? (Broker or Carrier etc)
	|_|
	|_|
	If YES, state registration details - Number & Expiry Date:

	H12
	Do you have access to competent environmental advice / assistance?
	|_|
	|_|
	If YES, Enter details and qualifications here

	H13
	Do you use an environmental consultancy?
	|_|
	|_|
	If YES, Enter company, name, address, contact name, number and email here.

	
	
	
	
	

	H14
	Use this space to add any additional comments relevant to the above section.
	Click here to enter text.

	I
	COMPETENCE ASSESSMENT – QUALITY MANAGEMENT

	I1
	If you can provide evidence of current registration to BS EN ISO 9001 through the following registration bodies you are not required to answer questions I2 to I18. However, a copy of the policy is still required.
Recognised registration bodies: BSI, LRQA, NQA, SGS, DNV, BM Trada, or ISOQAR.
If you do have registration through these registration bodies please provide a copy of your certificate.  

	
	BS EN ISO 9001 registration as above?
	Yes |_|
	Valid until:   Click here to enter text.

	Only complete questions I2 to I18 below if you do not hold, 
or are still working towards, registration to BS EN ISO 9001.

	
	Question
	Yes
	No
	Details

	I2
	Does your Company have a current Quality Policy signed by a Director?
	|_|
	|_|
	If YES, attach a copy.                              State date of last review or revision.

	I3
	Do you have registration to BS EN ISO 9001 through any other registration body?
	|_|
	|_|
	If YES, provide the following information: certificate number, expiry date and name of registration/certification body.     

	I4
	Do you have memberships with quality institutions/groups?
	|_|
	|_|
	If YES, state details here.

	I5
	Do you monitor quality management in your supply chain?
	|_|
	|_|
	If YES, state details here.

	I6
	Do you obtain your own supply of materials?
	|_|
	|_|
	If YES, state details here.

	I7
	Are your supplies obtained from only one source of materials approved by yourselves?
	|_|
	|_|
	If YES, state details here.

	I8
	Do you keep records of material/product receipt and inspection?
	|_|
	|_|
	If YES, state details here.

	I9
	Do procedures exist to identify, separate and rectify defective materials?
	|_|
	|_|
	If YES, state details here.

	I10
	Do you have a system for work inspection and testing, including the use of ITPs?
	|_|
	|_|
	If YES, state details here.

	I11
	Are records kept of the action taken to rectify problems and prevent recurrence?
	|_|
	|_|
	If YES, state details here.

	I12
	Do procedures exist to ensure work equipment is regularly examined, inspected and maintained in a safe condition?
	|_|
	|_|
	If YES, state details here.

	I13
	Do you have a system for the control and calibration of measuring and test equipment?
	|_|
	|_|
	If YES, state details here.

	I14
	Do you have a system to control the issue/change of drawings and specifications?
	|_|
	|_|
	If YES, state details here.

	I15
	Do you have a system for responding to formal customer complaints, including rectification of defects, and claims?
	|_|
	|_|
	If YES, state details here.

	I16
	Do you have access to competent quality management advice / assistance?
	|_|
	|_|
	If YES, Enter details and qualifications here

	I17
	Do you use a quality management consultancy?
	|_|
	|_|
	If YES, Enter company, name, address, contact name, number and email here.

	I18
	Use this space to add any additional comments relevant to the above section.
	Click here to enter text.

	J
	Social & Ethical 

	
	Question
	Yes
	No
	Details

	J1
	Does the company have a Equal Opportunities Policy?
	|_|
	|_|
	If YES, state details here and evidence

	J2
	Does the company have Ethical Trading Policy?
	|_|
	|_|
	If YES, state details here and evidence

	J3
	Does the company have a Corporate Social Responsibility Policy?
	|_|
	|_|
	If YES, state details here and evidence

	J4
	Does the company have a Defects / Non Conformity Policy?
	|_|
	|_|
	If YES, state details here and evidence

	J5
	Does the company have a Anti Bribery Policy?
	|_|
	|_|
	If YES, state details here and evidence

	J6
	Do you screen all employees to the requirements of BS 7858?
	|_|
	|_|
	If YES, state details here and evidence

	J7
	Does the company pay inline with minimum wage requirements
	|_|
	|_|
	If YES, state details here and evidence

	J8
	Do you comply with the Modern Slavery Act 2015? 
	|_|
	|_|
	If YES, state details here and evidence




	Item No.
	Information Required 
	Yes
	No

	K
	Commitment to Staff & Partnering

	K1
	We are aiming to have our entire workforce CSCS / ECS accredited (Construction Skills Certification Scheme / Electrotechnical Certification Scheme) amongst other recognised Training

	
	We must have our Supply Chain aiming for similar targets
	% of staff

	
	% of employees that have received training and development support from the company
	Enter text here

	
	% of employees holding CSCS/ECS cards? 
	Enter text here

	K2
	Do you hold a database register of training 
for all staff for core training records?
	|_|
	|_|
	
If YES, state details here and evidence


	K3
	Does your company have an equal opportunities policy?
	|_|
	|_|

	K4
	Will you consent to an audit of your premises/procedures to verify data supplied in this Questionnaire?
	|_|
	|_|

	K5
	Please provide details of projects on which you have partnered and benefits which have been achieved.  
	State details here.






	Attachment Checklist
	Yes

	A fully completed questionnaire
	|_|

	Copies of all insurance certificates (PL, EL, Products, CAR etc)
	|_|

	Health & Safety Policy (Signed & dated)
	|_|

	All Required Safety Competence documents – Certificates/Accreditations, Contractor Management evidence, Plant/Equipment Procedures, Safety Inspection/Audit evidence, Accident/Incident procedures, Training Evidence – include sample certificates/register & Risk/Method Statement samples
	|_|

	Environmental Policy and any certification
	|_|

	Any EA Registration details
	|_|

	Quality Policy & any certification
	|_|

	Equal Opportunities Policy
	|_|

	Ethical Trading Policy
	|_|

	Corporate Social Responsibility Policy
	|_|

	Defects / Non Conformity Policy
	|_|

	Anti Bribery Policy
	|_|

	Screening Evidence
	|_|

	IF YOUR BUSINESS IS UNABLE TO SUPPLY ANY OF THE ABOVE POLICIES DO YOU AGREE TO
WORK TO LJR EQUIVALENT POLICIES           YES / NO

	
	

	Please provide any additional supporting documentation which you deem relevant:.
	

	






	LJR Group Statement of Integrity
We are open and totally honest; our business is ethically and morally strong and each of us is accountable. Integrity will ensure the future success of our business and for this reason violation of our Integrity Policy will be treated with the utmost seriousness.  The Integrity Policy (available on request) forms part of all our contracts with sub-contractors, suppliers, their agents and any third party, applying to all those working for or on behalf of LJR Group We only do business in accordance with our integrity policy, of which the anti-corruption policy forms part.  The following provides a summary of the key Integrity Policy requirements, signing the declaration below is taken as agreement to work in accordance with our Integrity Policy.
Compliance with the law - all our business operations should be conducted within the laws, rules and regulations of the countries in which we operate. It is our policy to co-operate fully with relevant public authorities and regulatory bodies.
Human rights - it is our policy to respect the human rights of everyone associated with LJR Group.
Discrimination - we consider the diversity of the LJR Group workforce as strength to the business. Everyone, regardless of their colour, race, religion, gender, marital status, sexual orientation, disability or age should and will be treated equally, with fairness, honesty, respect and dignity. 
Health, safety and environmental protection - all LJR Group employees, representatives and those working on our behalf have a responsibility to ensure that all operations are undertaken to ensure the prevention of accidents, injuries and ill health to employees and others affected by its work, as well as protecting the environment in which they work.  Please refer to the Health and Safety, Environmental and Quality Policies for further information.
Drugs and alcohol – our requirements are detail in the LJR Group Drugs and Alcohol Policy.
Community engagement - LJR Group understands the importance of engaging with local communities about the work we are carrying out.  Many projects have dedicated liaison managers who maintain an effective dialogue with both residents and businesses in the locality. Employees and those working on our behalf should always strive to be ‘good neighbours’ in their areas of work whether that be on site or at one of our office locations. 
Ethics in the marketplace - LJR Group business and the business of all its subsidiaries should be carried out with integrity, respect and honesty at all times.  Examples follow for further guidance on ethical behaviour in the marketplace; note however these are examples and do not predict every situation that may occur.
· Fair and legal competition – collaboration with competitors to unlawfully restrain trade or maintain prices is not acceptable.
· Confidential information – from time to time, customers, suppliers, advisors or representatives may divulge confidential information to employees. It is our duty to respect these confidences.
· Complaints – all those we do business with have a right to make a complaint about our work, all complaints will be investigated and dealt with accordingly.
· Business partners/suppliers – we will treat our business partners and suppliers with respect; treating them like we would want to be treated ourselves.
For further information please refer to the LJR Group Integrity Policy.


	Declaration 

	We hereby certify that the information given is in good faith and that any information provided will be further substantiated if required. By signing this declaration we commit our company to work in accordance with the requirements of LJR Group Statement of Integrity above.

	Name: Click here to enter text.
	Job Title: Click here to enter text. 

	Signature
	Date: Click here to enter a date.
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