

Contract M1335-26E
Provision of Maintenance Service for Trackside Advertising Panels 
Prequalification Invitation for Tender

Section III
Safety Management Questionnaire
Notes to completion of Safety Management Questionnaire
1. In the event that the company has completed the Safety Management Questionnaire for other contract / project within the MTRCL in the previous six (6) months from the date of the Letter of Prequalification Invitation for Tender, he is not required to complete the whole Safety Management Questionnaire.  
2. Instead, the company shall mention in the prequalification submission the specific contract / project, for which he has provided the Safety Management Questionnaire, and the date of submission of the same.  
3. Up-to-date information from the date of the company’s previous submission of the Safety Management Questionnaire shall also be provided in the prequalification submission.

Notes to the Contractor Safety Classification

MTR Corporation Limited has established and implemented a Contractor Safety Management System which requires all contractors to be classified in the context of safety so as to ensure contractors are capable to undertake projects of corresponding risk level in a safe manner. Please refer to the note on the ‘Prequalification of Contractor – Safety Classification’ in Appendix A for details.

Please complete the ‘Safety Management Questionnaire’ contained in Appendix B and return with the documents requested. The completed Questionnaire must include a safety management plan of any specific contract your company has recently undertaken.  A copy of the Template of Contractor Safety Management Plan is attached in Appendix C for your reference. 
Appendix A – Prequalification of Contractor – Safety Classification

1. Purpose

To ensure that the contractors being invited to tender for a project are capable of carrying out the works in a safe manner, a Safety Classification is introduced for the prequalification of contractors.  Prospective contractors will be given a specific “Safety Classification” after completion of the assessment by the Corporation.

2. Safety Classification

Each project is ranked at 3 levels of “Safety Classification” “1”, “2” or “3” with respect to its risk factors.  Prospective contractors of appropriate/corresponding Safety Classification will only be invited to tender for the works of equivalent “Safety Classification” or at a lower level “Safety Classification”.

3. Scope

Applicable to contractors working on the Operating Railway.

4. Validity Period

The “Safety Classification” shall be valid for 24 months effective from the date granted.  Contractors shall submit relevant documents for re-assessment after the expiry of validity period.  However, if a contractor has engaged a contract with MTRCL within the validity period, its safety classification shall be subjected for evaluation in the performance assessment and the validity period will be extended for another 24 months upon completion of the works.

	Appendix B – Safety Management Questionnaire 
	


Instructions:

1. Please complete all items in this questionnaire and provide necessary supporting documents where appropriate.

2. Please cross out parts marked with ‘*’ where appropriate.

	Contractor’s Name
	

	Contact Person
	

	Contact Phone / Fax
	


SECTION 1
SAFETY MANAGEMENT PLAN

	1.1
Please attach a copy of the safety management plan of any specific contract your company has recently undertaken.
	Attachment Ref. :


SECTION 2
SAFETY POLICY STATEMENT

	2.1
Does your Company have a safety policy statement? If yes, please provide a copy.
	Attachment ref. :

	2.2
Is the safety policy statement signed by the chief executive officer or the most senior personnel responsible for safety? If yes, please specify his/her name and title.
	

	2.3
How is the safety policy statement drawn to the attention of your employees?
	

	2.4
Is the safety policy statement regularly reviewed? If yes, please specify the frequency of its review.
	

	2.5
When was the safety policy statement last reviewed/revised? 
	


SECTION 3
SAFETY ORGANIZATION

	3.1
Please attach a copy of your organisation chart showing the structure / hierarchy of management staff responsible for safety management.
	Attachment ref. :

	3.2
Please state the safety responsibilities of the management staff and employees including the safety personnel (e.g. safety officer, safety supervisor etc.)?
	

	3.3
Have the safety supervisor(s) received formal safety supervisor training? If yes, please specify the names of training institutions and courses attended. 
	

	3.4
Do the safety supervisor(s) have at least 3 years supervisory experience on site safety? 
	Yes / No *


SECTION 4
SAFETY TRAINING

	4.1
Please describe your safety training programme for your employees including construction managers, engineers, supervisors/foremen, operatives, workers and sub-contractors etc., and your arrangements on identification and provision of the safety training.

	


SECTION 5
IN-HOUSE SAFETY RULES AND REGULATIONS 
	5.1
Please describe your in-house safety rules safety rules, procedures and instructions covering relevant health and safety aspects e.g. housekeeping, fire control etc., and how you communicate them to your employees.

	


SECTION 6
PROGRAMME FOR INSPECTION OF HAZARDOUS CONDITION 

	6.1
Please describe your safety inspection programme in identifying, reporting and rectifying workplace hazards.

	


SECTION 7
JOB HAZARD ANALYSIS 

	7.1
Please describe your systems in identifying job related hazards, establishing and reviewing control measures including developing method statements, safety procedures and instructions?

	


SECTION 8
PERSONAL PROTECTION PROGRAMME 
	8.1
Please describe your programme on the identification, selection, provision, maintenance and replacement of personal protective equipment and training on their use.

	


SECTION 9
ACCIDENT AND INCIDENT REPORTING AND INVESTIGATION 

	9.1
Please describe your procedures for reporting and investigating accidents and incidents including dangerous occurrences, and the arrangements on follow-up of corrective actions, statistical analysis and accident trend monitoring?

	


SECTION 10
EMERGENCY PREPAREDNESS 
	10.1
Please describe your emergency preparedness plan and procedures in handling anticipated emergencies, organising drills and training of employees.

	


SECTION 11
SAFETY COMMITTEE 
	11.1
Please describe the safety committee established in your company and/or site safety committee, and their functions, membership, roles and responsibilities and relationship.

	


SECTION 12
SAFETY PROMOTION 
	12.1
Please describe your promotion programme in promoting safety awareness amongst all personnel on site.

	


SECTION 13
HEALTH ASSURANCE PROGRAMME 
	13.1
Please describe your programme for the identification, evaluation and control of health hazards that employees may be exposed to and the associated arrangements on health surveillance. 

	


SECTION 14
EVALUATION, SELECTION AND CONTROL OF SUBCONTRACTORS

	14.1
Please describe your systems on the evaluation and selection of subcontractors and the mechanisms in monitoring their safety performance?

	


SECTION 15
PROCESS CONTROL PROGRAMME

	15.1
Please describe your programme for the arrangements and control measures of key processes including design, construction, fabrication, installation, operational and maintenance activities.

	


SECTION 16
SAFETY AUDIT AND REVIEW

	16.1
Please describe your arrangements in conducting regular safety audit or review to the safety management system.
	

	16.2
Have the person(s) responsible for conducting the safety audits received training on safety audit? If yes, please specify the names of training institutions and courses attended.
	

	16.3
Have the person(s) responsible for conducting the safety reviews received training on safety review? If yes, please specify the names of training institutions and courses attended.
	


SECTION 17
ACCIDENT AND OFFENCE RECORDS 

	17.1
Please provide the following information for the last two years as follows (N.B. Including subcontractors working on your sites).
	Last Year
	Year Before Last Year

	(a)
Number of fatal accidents occurred
	
	

	(b)
Number of reportable accidents occurred
	
	

	(c)
Number of dangerous occurrence occurred 
	
	

	(d)
Number of prosecutions related to safety offences
	
	

	(e)
Number of Improvement Notice / Suspension Notice received
	
	

	17.2
Are there any prosecutions against your company for alleged safety offences in hand or outstanding?
	Yes / No *


SECTION 18 
OTHER INFORMATION

	18.1
Please provide any other comments or information that you consider relevant in relation to your safety record and safety management.

	


Declaration:

We confirm that all the information provided in our response to this questionnaire is true and correct.

Signed: 


Date: 


Name:


Position / Title:



On behalf of (Contractor’s Name): 

Appendix C – Template of a Contractor’s Safety Management Plan

1.
Introduction

This section should describe purposes, objectives and the key “elements” of the Safety Management Plan.

2.
Safety Policy

A safety policy statement should spell out the management’s commitment on health and safety that should include but not limited to the followings:

•
to set out safety objectives and targets and seek continuous improvement in safety and health performance;

•
to define management and staff’s primary responsibilities for safety;

•
to comply with relevant safety and health legislation;

•
to set out strategy to ensure the implementation of work is carried out in a safe manner; 

•
to set out procedures to control the work processes and activity affecting health and safety of Contractors and Subcontractors;

•
to provide safety training to all staff so as to ensure that they can perform the task safely; and

•
to promote high standards of safety and health throughout the company.


The safety policy statement should be signed by the chief executive officer of the Contractor, or the chief executive officers of companies of the consortium, partnership or joint venture comprising the Contractor.

3.
Safety Organization and Responsibilities

The project organization chart should show all site supervisory staff positions with a responsibility for safety including the safety officer, safety supervisor, Contractor’s site representative or person-in-charge, the chief executive officer responsible for the Contract. The organization chart should show the chain of command and reporting lines from the safety personnel to Contractor’s most senior management staff. 


There must be a formal statement detailing the safety responsibilities of each position shown on the organization chart. 


Methods of safety communication should also be addressed as to the effective communication of safety information such as instructions, safety briefing and change of health and safety related ordinance.

4.
Safety Training

The plan should specify the safety briefing and training requirements of all staff including sub-contractors involved in the project. This should include:

•
training requirements;

•
level of competency;

•
certification registration, licensing; and

•
the needs for refresher training


and how the arrangements are implemented. Examples include registered electricians, competent crane operator, competent persons for work in confined spaces, etc.

5.
In-house Safety Rules and Regulations

The plan should specify any internal safety rules of the Contractor and safety requirements of MTRCL which are applicable to the project such as safe system of work, safety procedures, permit to work system, safety precautions for use of special tool and equipment and MTRCL’s operational requirements particularly for those stipulated in the MTRCL’s Railway Safety Rules and the Safety Requirements and Information for Contractors.

6.
Safety Committee

The plan should address the objective and functions, the constitution of membership, terms of reference of the site safety committee and site safety working group for the purpose to enable work to be carried out safely in an orderly and coordinated manner as in accordance with the actions agreed in the meeting.

7.
Programme for Inspection of Hazardous Condition

The plan should specify the inspection programme by which the Contractor will supervise, monitor his site safety to ensure due compliance with these obligations.  A comprehensive site safety and health checklist should be used and completed that will serve to record whether the Contractor complies with his statutory and contractual obligations at the time of the inspection.

8.
Job Hazard Analysis

All hazards associated with the project work should be identified and their risks assessed by the Contractor with the involvement of safety personnel. The hazard analysis results together with the proposed actions for satisfactory elimination, prevention and reduction of the hazards should be recorded in the Project Hazard Log.  


Detailed written procedures and work instructions for each task that demands the development of safe systems of work should be included in the Safety Management Plan including, but not limited to the following activities:-

•
use of lifting equipment;

•
excavation;

•
diving operations;

•
work on or near rail tracks;

•
work in confined spaces;

•
welding and cutting operations;

•
use of flammable and hazardous materials; and

•
working at height.


The plan should include a programme that shows the dates of submission of method statements for those tasks where circumstances preclude production of the method statement at the date of preparation of the Safety Management Plan

9.
Personal Protection Programme

The plan should:

•
state the arrangements on provision of safety equipment and facilities, such as safety helmets, eye protectors, ear protectors, safety belts, respiratory protective equipment, air testing instruments, fire extinguishers and etc.;

•
provide for a system of regular inspection, testing and maintenance of the safety equipment / facilities; and

•
provide a system for the removal and replacement of sub-standard or beyond-repair equipment.

10.
Accident/Incident Reporting and Investigation 


The plan should specify the procedures for reporting and investigation of all accidents/incidents and dangerous occurrences and should be in line with the relevant Regulations and MTRCL’s contractual requirements.


The plan should also specify the procedures for remedial/corrective action and the monitoring process.

11.
Emergency Preparedness

The plan should:

•
lay down emergency procedures to deal with emergency situations such as accident, dangerous occurrence, tropical cyclones, thunderstorm warning, heavy rainstorm warnings and fire as appropriate;

•
provide for regular drills on the emergency procedures;

•
provide for regular updating of the emergency procedures; and

•
provide for the dissemination of information on emergency procedures to all levels of staff effectively and efficiently.

12.
Safety Promotion

The methods of promoting safety awareness amongst all persons on site, including proposals for on-site publicity, safety communication, briefings and other safety promotional activities should be included in the plan.

13.
Process Control

The plan should specify the procedures and arrangements (e.g. control measures, training programmes, mechanical integrity programmes, emergency plan etc) of key processes including design, construction, manufacturing, installation, operational and maintenance activities involved in the Work. 

14.
Health Assurance Programme

The plan should specify the:

•
procedures for identifying evaluating and controlling health hazards such as chemical, dust, fumes and noise arising from its activities, products and services;

•
arrangements for health surveillance and medical checks for workers where required by the job activities such as those working with asbestos, in compressed air etc in accordance with relevant legal requirements. 

15.
Evaluation, Selection and Control of Sub-contractors

The plan should address the requirements and criteria for evaluation, selection and control of sub-contractors.

16.
Safety Audit / Review

The plan should specify the:

•
procedures and scheme for safety audit / review on both the safety management system and physical site conditions; and

•
procedures for reviewing and revising the Safety Management Plan, method statements and emergency procedures to take account of changes to work process, method or equipment.
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