VENDOR ACCOUNTABILITY PROCESS
The purpose of this policy is to provide a systematic and consistent approach to holding contractors accountable for deficiencies in Health, Safety, and Environmental (HSE) performance throughout our company’s areas of operation.  Although, individuals may be identified and receive corrective action at the time the deficiency is noted, it is important that the contracting company also be held accountable for ensuring that substandard performance issues are addressed in a timely and efficient manner. 

COMMITMENT: Company Name is committed to environmental protection and the health and safety of its employees, contractors and the general public. We will strive to maintain high standards of Health, Safety, Environmental, and Social Responsibility (HSE) performance consistent with the well being of society. Our employees and contract staff must have a continual awareness of HSE initiatives associated with their workplace and must have the ability to take appropriate proactive control measures when hazardous conditions are encountered.  Despite the importance of Company Name work activities, they shall not be carried out at the expense of negative environmental impact or the health and safety of our people.

ACCOUNTABILITY: Company Name contractor HSE requirements handbook outlines known hazards associated with the oil and gas industry and provides a summary of Company Name operating practices and procedures to be followed while on our work-sites to control or eliminate those hazards. All contractors will receive a Company Name site orientation and be given a copy of this handbook prior to performing work on Company Name properties. We believe that when individuals are aware of and understand these requirements, work can be conducted safely and without incident. 

RESPONSIBILITY: Through a consistent and collaborative approach to identifying and correcting performance deficiencies, we hope to maintain a high standard of job performance. All Company Name employees have a responsibility to clearly communicate work performance expectations to contractors and subsequently, to monitor performance and provide feedback, both negative and positive, to contractors working on Company Name locations.

ENGAGED: When an incident occurs a work-site deficiency is identified, and/or when a non-compliance event is identified, Company Name management team, will complete a review of information submitted and determine if the deficiencies identified warrant corrective measures as outlined in this policy. The risk associated with the non-compliance event will determine the level of corrective measures taken.

First Offence or Low Risk Incident

· The Company Name representative determines if the contractor has received an orientation and whether or not they understood HSE requirements and expectations.

· The Company Name representative determines reasons for non-compliance and why the Contractor has allowed it to exist.  If the Contractor understands the requirements but chose not to follow them, then corrective measures may be warranted.  If the Contractor did not understand the requirements, the company representative will need to determine why they were allowed to perform work on company property without a clear understanding of requirements and expectations and take appropriate measures to correct.

· The company representative will set a clear expectation of the desired behaviour and the need for the Contractor to change his/her immediate behaviours.

· The company representative will complete a detailed deficiency report or incident report and forward to his/her supervisor documenting the date, the company the Contractor works for, the non-compliance issue or incident, and details of the discussions and actions completed.

· The Company Name management team will review the documentation submitted and complete follow-up as needed to ensure all facts are known. If management team determines that the situation warrants corrective measures, they will send a copy of the incident report or documentation showing deficiency to the Contract Company involved, and inform them of the potential consequences should a non-compliance issue arise again within the next six month period.

Second Offence or Medium Risk Incident 

· If the Contract Company has a second non-compliance issue identified within a six-month probationary period, or there is an isolated act of a serious nature, the company name representative will take the information to his/her supervisor.
· The Supervisor will investigate to verify findings of the deficiency report or incident. The Supervisor will contact the Contract Company’s owner/manager to explain the situation and the history as known to that point. The Supervisor will go through the vendor accountability process and the expectation for change in performance/compliance required by Company Name and request that the Contract Company provide in writing to Company Name, their plan of actions to correct the deficiencies identified.

· The Supervisor will document the date, the Contract Company’s name, the non-compliance issue or incident, and details of the discussions and actions completed, and forward a copy of the relevant information to the company involved if requested. A copy of all documentation will be retained in the Contract Company’s vendor file.

Third Offence or High Risk Incident

· If the Contract Company has a third non-compliance issue identified within a six-month probationary period, or there is an isolated act of high-risk nature, the Company Name representative will take the information to his/her supervisor. The Supervisor will investigate to verify findings of the deficiency report or incident and take the information known to the Area Operations Manager.

· The Area Operations Manager will contact the Contract Company’s Manager/Owner to explain the situation and the history known to that point.  The Operations Manager will go through the vendor accountability process and the expectation for change in performance/compliance required by Company Name, and request that the Contract Company provide in writing to Company Name, their plan of actions to correct the deficiencies identified. 

· The Area Operations Manager will document the date, the company the Contractor works for, the non-compliance issue or incident, and details of the discussions and actions completed and forward a copy of that documentation to the Contract Companies Manager/Owner. A copy of the documentation will also be retained in the Contract Company’s vendor file. 

Review and/or Dismissal

· If the Contract Company has a fourth non-compliance issue identified within a six-month probationary period, or there is an isolated act of high-risk nature, the Company Name representative will take the information to his/her supervisor. The Supervisor will investigate to verify findings of the deficiency report or incident and take the information known to the Area Operations Manager. 

· The Area Operations Manager will contact the Contract Company Manager/Owner with follow up in writing, informing him/her that their service’s will be discontinued pending a performance review and an evaluation of their working relationship with Company Name. 

· Within one week of the notice being sent to the Contract Company, the Area Operations Manager will form a review committee and evaluate Contract Company’s actions and performance to date. The review committee will determine next steps and inform Contract Company in writing of the committee’s decision.

· All documentation and copies of letters sent to Contract Company will be retained in the Contract Company’s vendor file.

Reducing Level of Vendor Accountability Measures 

As part of this Vendor Accountability Process Contract Companies progress to different levels of corrective measure after specified time periods. In order to stay consistent with this thought process this policy also allows Contract Companies to progress down from their current levels.

· Contract Companies who go through their specified probationary periods without further corrective measures being warranted will progress ONE level down from their current level. 

· The new probationary period will then start on the date the Contract Company’s corrective measure level is lowered.

Conclusion

This policy is designed to give Contract Company’s adequate time to address and correct non-compliance issues however, depending on the nature of the infraction, corrective measures may start at any level of this Vendor Accountability Process.

