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	                            Contracting, Outsourcing and Contractor Management Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

This procedure ensures that all outsourced and contracted activities within SMSA are properly managed to control environmental, health, and safety (EHS) risks. It ensures:

· SMSA maintains oversight of contractor operations to prevent adverse EHS impacts.

· Contractors, vendors, and suppliers are educated on SMSA’s EHS expectations.

· Clear responsibilities and compliance protocols are in place before and during contract execution.

· Equipment standards are maintained through mandatory inspections.

2. Scope

This procedure applies to all contractors, service providers, and outsourced activities within SMSA facilities, as covered under the EHS Management System (EHS-MS). All contractor employees and assets must comply with SMSA’s EHS policies and procedural requirements.

3. Definitions

· Contractor: A third-party entity engaged to perform work or deliver services within SMSA-controlled areas.

· Supplier/Vendor: A party providing goods or services to SMSA without physical access to the premises.

· Contractor’s Representative: A person designated by the contractor to oversee on-site activities and act as the liaison.

· Facility EHS Representative or Admin Supervisor: SMSA staff responsible for ensuring contractor compliance with safety and contractual requirements.

· Fence Line: The operational boundary within which SMSA’s EHS rules apply.

· Contractor Employees: Personnel employed directly or indirectly by the contractor.

4. Responsibilities

4.1 Facility EHS Representative or Admin Supervisor

· Provide the EHS Policy and Contractor Responsibilities Checklist to all contractors.

· Obtain signed acknowledgment of compliance.

· Report contractor performance using the Contractor Work/Safety Evaluation Form (GUIDE #2700).

· Verify EHS training and review work plans and safety documentation.

4.2 EHS Management Representative (MR)

· Conduct or arrange safety orientation and training.

· Manage non-conformances and ensure timely corrective action.

· Maintain all contractor-related EHS documentation.

4.3 Contractors

· Comply with SMSA’s EHS-MS rules and safety procedures.

· Ensure all employees complete SMSA orientation before starting work.

· Provide required documentation including safety plans, training records, and certifications.

· Inspect and certify vehicles/equipment before entry.

· Report incidents or unsafe conditions immediately.

· Cooperate in audits and incident investigations.

5. Procedure

5.1 Pre-Engagement

SMSA shall provide the following to contractors before work begins:

· Scope of work

· Hazards and environmental aspects associated with the activity

· Fire, explosion, chemical, or facility-specific hazards

· Relevant job-specific EHS procedures

· PPE requirements

· Responsibilities related to Environment, Health, and Safety (EHS) activities, including internal audits, Management of Change (MOC) in accordance with the “Management of Change and Handling Unplanned Activity – Work Instruction (DOC#2637),” emergency drills, and waste management.
5.2 Orientation & Training

· Safety orientation must be conducted before site access is granted.

· Contractors must complete the EHS Orientation Checklist (GUIDE#2701) and receive orientation in alignment with the Method Statement Guidelines (GUIDE#2636).

· Briefing must include emergency response procedures and site-specific risks.

5.3 Supplier Compliance

· All suppliers must be made aware of SMSA’s EHS Policy and agree to comply with it.

5.4 PPE Requirement

· Contractors must adhere to PPE standards defined in GUIDE #2619 – PPE Hazard Assessment and Selection Procedure.

· Basic PPE (helmet, safety shoes, gloves, high-visibility vest) is mandatory.

· If a contractor is found without the required PPE, the SMSA Admin Team / facility manager must provide it before allowing work to proceed.

5.5 EHS-MS Integration

· Contractors may not begin work unless EHS orientation is completed.

· Contractor risk is evaluated per Environmental Risk Assessment Form GUIDE #2710 and Occupational Health & Safety Risk Assessment Form GUIDE #2782.

· Contractors must complete the Work Permit prior to commencing any work, in accordance with the Work Permit Operational Control Procedure (DOC#2674).

· Documents are reviewed to ensure qualification and EHS suitability.

5.6 Operational Controls

· Where significant risks are present, SMSA shall establish controls as per GUIDE #2639 – Developing Operational Controls.

· Contractors engaged in critical EHS tasks shall receive additional awareness training as per GUIDE #2665 – EHS Training and Competency.

· Communication shall follow GUIDE #2750 – EHS Internal/External Communication Procedure.

5.7 Documentation and Records

· All contractor documents must follow SMSA’s document and record control per GUIDE #2604 – Control of Records and Documents.

· Contractors must comply with emergency preparedness and submit a site-specific plan where relevant.

5.8 Auditing and Performance Evaluation

· Spot-checks may be conducted to assess ongoing compliance.

· Non-conformances must be managed under GUIDE #2606 – Corrective and Preventive Action Procedure.

· Post-project evaluation must be completed using GUIDE #2700 – Contractor Evaluation Form.

6. Contractor Obligations

Contractors must:

· Ensure all employees understand SMSA safety protocols and emergency plans.

· Designate a safety representative when required.

· Report hazards or incidents immediately.

· Submit documentation confirming safety training.

· Ensure all vehicles/equipment are inspected before entry.

· Abide by all EHS and security procedures for the entire project lifecycle.

7. EHS Compliance Declaration for Vendors and Contractors
All vendors, suppliers, contractors, and outsourced service providers operating within or on behalf of SMSA at EHS-certified facilities are required to submit a formal Environmental, Health, and Safety (EHS) as part of their contract Service Level Agreement (SLA). This declaration must affirm their understanding of, and commitment to, fully complying with SMSA’s EHS policies, procedures, and regulatory obligations.

Failure to submit this declaration or any non-compliance with EHS requirements may result in penalties, including but not limited to:

· Immediate suspension of work or service

· Financial penalties as per contract terms

· Termination of contract

· Blacklisting from future engagements with SMSA

This requirement forms an integral part of SMSA’s contractor and supplier onboarding, monitoring, and evaluation process at all applicable locations.

8. Related Documents

	#
	Document Title
	GUIDE #

	1
	Contractor’s Work/Safety Performance Evaluation Form
	GUIDE #2700

	2
	Contractor EHS Orientation and Responsibilities Checklist
	GUIDE #2701

	3
	EHS Method Statement / Safety Instructions
	GUIDE #2636

	4
	PPE Hazard Assessment and Selection Procedure
	GUIDE #2619

	5
	Environmental Risk Assessment Form
	GUIDE #2710

	6
	Occupational Health & Safety Risk Assessment Form
	GUIDE #2782

	7
	Operational Controls Development Procedure
	GUIDE #2639

	8
	Training, Awareness, and Competency Procedure
	GUIDE #2665

	9
	Internal and External Communication Procedure
	GUIDE #2749

	10
	Control of Records and Documents
	GUIDE #2604

	11
	Corrective and Preventive Action Procedure
	GUIDE #2606

	12
	Management of Change and Handling Unplanned Activity – Work Instruction
	GUIDE #2637
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