
Project Manager Specifications

The topics covered in ‘Project Manager Specifications’ are:

· Company Name Responsibilities
· Project Manager’s Responsibilities
· Approving Prime Contractors

· Project Manager Reporting / Recording Expectations for Prime Contractors

· Observing Prime Contractors

· Prime Contractor Responsibilities

Company Name’s Responsibilities

· Approve Project Managers who, in Company Name’s opinion, have the requisite Project Manager Qualifications and who Company Name is satisfied will be capable of hiring Prime Contractors who have systems in place to ensure compliance with Project Manager Reporting / Recording Expectations for Prime Contractors and all applicable provincial OH&S Acts, Regulations and Codes.

· Approve those Client Representatives who, in Company Name’s opinion, have the requisite Client Representative Qualifications. 

· Collect and review documentation submitted by the Project Manager. Analyze results and reports and, when necessary, discuss with the Project Manager solutions to health and safety issues.

· At the discretion of Company Name, conduct Incident Investigations with the objective of determining root cause and preventive actions.

· Conduct an annual review of the Project Manager’s Safety Management System to ensure compliance with Company Name’s standards.
Project Manager Responsibilities

Approving Prime Contractors

1. Approve only those Prime Contractors who fulfill the following conditions:

· Achievement of a Certificate of Recognition (COR) number

· Established Safety Management System that meets COR protocol and includes the following additional criteria:

· Drug and Alcohol Policy

· Violence in the Workplace Policy

· Working Alone Policy and Procedure

· Work Refusal Policy and Procedure

· Acknowledge and act in accordance with pertinent Industry Recommended Practices and Industry Best Management Practices 
· Acknowledge and act in accordance with pertinent OH&S Acts, Regulations and Codes

· Hold Company Name required insurance policies with Company Name named as an additional insured

· Able to provide WCB Clearance Letter or Letter of Good Standing
2. Upon approval, conduct a thorough examination of the Prime Contractor’s Safety Management System with the intent to identify areas for improvement and suggest corrective actions. Follow-up to ensure improvements are implemented.

Project Manager Reporting / Recording Expectations for Prime Contractor

	Document
	Purpose
	When and who completes it?
	When and who is it submitted to?

	Prime Contractor Agreement Form 
	To document the agreement between Company Name and the Project Manager.

To document the agreement between the Project Manager/Company Name and Prime Contractor.
	Upon designating and approving a Project Manager and a Prime Contractor for a job, the Project Manager and Prime Contractor must complete the form for the duration of the job. If there is a change in Prime Contractor during a project/job, Project Manager must ensure each new Prime Contractor executes the agreement.
	Upon completion, a copy of the form must be submitted to Company Name. The Project Manager and Prime Contractor should retain a copy. Company Name will provide a copy to the Client Representative.

	Emergency Response Plan
	To keep all parties aware of the site specific Emergency Response Plan and applicable phone numbers. In the event of an emergency all parties understand who is responsible for what action.
	Prime Contractor should complete it before the job begins and update it whenever there is a change (i.e. change in personnel, change of contact numbers, change of location).
	Upon completion (or updating), a copy of the form should be sent to the Project Manager and submitted to the Client Rep. If a Client Rep is not present on the job, forward to Company Name. 

	Start-Up Meeting Minutes
	Communicate pertinent site specific information (i.e. hazards, rules, emergency response procedures) to all workers on-site.
	For every phase of the project, the Prime Contractor must conduct a Start-Up Meeting before the phase commences.
	Upon completion, a copy of the form must be submitted to the Client Rep. If a Client Rep is not present on the job, forward to Company Name. The Project Manager and Prime Contractor should retain a copy.

	Hazard Assessment
	Discuss all identifiable hazards and the controls in place to mitigate risk with all site workers.
	The first supervisor (Prime Contractor) on site completes a thorough Hazard Assessment before the job commences.
	Upon completion, a copy of the form must be submitted to the Client Rep. If a Client Rep is not present on the job forward to Company Name. The Project Manager and Prime Contractor should retain a copy.

	Near Miss Report
	Reporting and recording of near misses in a timely fashion allows for swift rectification of the hazards involved and other preventive measures implemented to prevent an incident.
	Any worker who experiences a near miss should report it as soon as possible to his/her supervisor and record it on a Near Miss Report.
	On a weekly basis, the Prime Contractor supervisor should forward copies of all Near Miss Reports to the Project Manager and to the Client Rep. If a Client Rep is not present on the job, forward to Company Name.  

	Incident Report
	Reporting and recording incidents in a timely fashion allows for effective emergency response, swift rectification of the hazards involved and the implementation of preventative measures.
	See Table 1.0
	See Table 1.0

	Investigation Report
	Identify direct, indirect and root causes so corrective action can be taken to prevent a recurrence of the incident.
	Only Prime Contractor supervisors who are trained in incident investigation shall complete one. It should occur as soon as possible after the incident has been managed, the area barricaded and injuries attended to. The types of incidents warranting an investigation by the Prime Contractor are moderate, serious or major incidents as defined in Table 1.0

Depending on the severity and frequency of the incident, Company Name and/or the Project Manager may want to conduct an investigation.
	Submit to the Project Manager and to the Client Rep. If a Client Rep is not present on the job, forward to Company Name within 7 days of the incident.

	Post-Job Safety Report 


	Allows for the calculation of statistics for each job and the opportunity to analyze trends so corrective action can be taken to prevent a recurrence of the incident.
	Prime Contractor Supervisor completes this form at the end of the job.
	Submit to Company Name and Project Manager within 7 days of the completion of the job.


The following Incidents shall be reported to Company Name in the time allotted

Table 1.0

	Incident Type
	Verbal Report
	Written Report

	Moderate Incident

Minor injury/illness, minimal public disruption, minimal environmental disruption, some local media coverage, damage less than $100,000, incident duration 1 day, hazardous material is combustible and/or release less than 500 gallons, fire/explosion is small, serious near miss, vehicle accident with minor injuries and / or damage
	As soon as possible
	Within 24 hours

	Serious Incident 

Serious injury/illness, significant hazardous material exposure, significant public disruption, impact species, potential contamination, regional media coverage, damage $100,000 to $500,000, incident duration several days, hazardous material is flammable/corrosive and/or release between 500 and 10k gallons, fire/explosion is significant, vehicle accident with major injuries and / or significant damage
	
	

	Major Incident

Multiple serious injuries/illness, fatality(ies), widespread hazardous material exposure, high impact public disruption, impact endangered species, contamination probable, national media coverage, damage $500,000+, incident duration is continuing, hazardous material is poisonous and/or release over 10k gallons, fire/explosion is major, vehicle accident with fatality(ies)and / or vehicle write-off
	
	


Observing Prime Contractors

To ensure Company Name standards are consistently being met at the field level, the Project Manager may conduct unscheduled Prime Contractor inspections. Items to inspect may include: training certificates / tickets, emergency response procedures, hazard identification / incident reports, critical procedures or equipment. Project Managers shall report to Company Name any action, decision or behaviour that could jeopardize safety, data quality or costs.

Prime Contractor Responsibilities

Ensure, as far as reasonably practical, the health and safety of workers engaged in the work of the Prime Contractor as well as those workers not engaged in the work of the Prime Contractor, but present at the work site at which that work is being carried out (OH&S Act Section 2(1)).
Ensure that the workers engaged in the work of the Prime Contractor are aware of their responsibilities and duties under applicable provincial OH&S Acts, Regulations and Codes.
With respect to the work site, establish and maintain a system or process that will ensure compliance with Project Manager Reporting / Recording Expectations for Prime Contractor and applicable provincial OH&S Acts, Regulations and Codes.
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