
March 2020  Page | 1 

Third Party Vendor Adherence 

 
Overview ................................................................................................................................................................................. 2 

Definitions ............................................................................................................................................................................... 3 

Legislative Requirements ........................................................................................................................................................ 4 

Guidelines for Meeting Legislative Requirements .................................................................................................................. 4 

Safety Classifications – Facility Support Contractors .............................................................................................................. 6 

Quick Glance for Safety Classification Requirements ......................................................................................................... 6 

Safety Classification 0 – Major Projects with Significant Risk ............................................................................................. 7 

Safety Classification 1 – High Risk ....................................................................................................................................... 8 

Safety Classification 2 – Medium Risk ................................................................................................................................. 9 

Safety Classification 3 – Low Risk ........................................................................................................................................ 9 

Safety Classification 4 – No Risk or Supplier Only ............................................................................................................... 9 

Risk Classifications – Program Support and External Vendors ............................................................................................. 10 

Risk Classification Requirements ...................................................................................................................................... 10 

Approval of Competitive Bid (Support Services) ................................................................................................................... 11 

New Vendors and Vendor Updates to Enterprise Management System ............................................................................. 11 

Training Requirements .......................................................................................................................................................... 12 

Implementation Process ....................................................................................................................................................... 13 

Ongoing Activities ................................................................................................................................................................. 13 

Vendor Monitoring and Addressing Issues of Non-Compliance of the Safety Program ....................................................... 14 

Introduction to the Alberta Infrastructure Program ......................................................................................................... 14 

Quality Control Facility Consultants .................................................................................................................................. 14 

Appendix ............................................................................................................................................................................... 16 

 

 

 

  



March 2020  Page | 2 

Third Party Vendor Adherence 

Overview  

 
The Calgary Catholic School District uses third party vendors to provide a wide variety of services to 

the district.  When vendor workers come onto a district site while providing services their work 

practices impact not only their own safety, but the safety of district employees, students, volunteers 

and visitors.  The district must ensure, where reasonably practicable, that vendors (including staffing 

agency personnel and self-employed persons) and their workers are compliant with Occupational 

Health and Safety legislation, as well as, meeting district safety expectations.  Similar concerns arise 

when district employees and/or workers are involved in off-campus activities requiring the use of 

contracted services. 

Services provided by third party vendors fall into one of the following two categories; Contractor or 

External Vendor. 

The complexity, risk and scope of the services provided also varies greatly, including contractual 

requirements. 

The district has established processes to ensure that third party vendors meet the requirements of 

Occupational Health and Safety legislation, as well as, the district’s own safety standards. 
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Definitions 
 

A third-party vendor is a Contractor when they are Facility Support Contractors and: 

1. Are companies that have an agreement as defined by Alberta Infrastructure under the Vendor 

Management Program; and/or 

2. Are companies or self-employed persons that are provided keys to a CCSD School or Site. 

All other third-party vendor relationships are External Vendors. During a COR audit, External Vendors 

are viewed as a Visitor for the purposes of COR (Alberta Partnerships in Injury Reduction approved). 

Examples and further definitions of the different types of relationships with third-party vendors are 

described below: 

Contractors 

Facility Support Contractors (Support Services/Finance and Business)  

1. Invitation to Tender - Major construction projects where the owner knows in detail what they 
want (example: building a new school)  

2. Request for Proposal – Written as so the definition of the work is defined by the vendor.  

3. Supplier Prequalification – A competition to be on a short list of companies to provide services or 
materials. (example: The CCSD has a short list of approved vendors to build a playground. The 
school must choose a vendor from that list).  

4. Competitive Bid/Nuvolo District Approved – Small and frequent jobs that are required for regular 
maintenance or business activities performed by a large/small company or a self-employed 
person that provides a specialty service. (example: Consultants (Architects, Engineers) Hayes 
Elevator, Hazardous Materials Remediation). 

5. Request for Quotation – Can be either a Supplier (a vendor that provides a good) or a Service 
Provider (a vendor that provides a service).  

 

External Vendors   

Program Support (Risk Management)  

1. Guest Speakers (example: retired geologist)  
2. Artists in Residence (example: mural painter)  
3. Physical Activities Support (example: inline skating, archery)  
4. Master Agreement (Example: Alberta Health Services - Nurses)  

Self Employed without being provided a key to a school (Human Resources/Risk Management)  

1. Consultant (example: IT consultant)  

Temporary Staff (Human Resources/Business Management)  

1. Administrative Employee (example: administrative secretary) 
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Legislative Requirements 

 
Every employer that hires third-party vendors to provide service has the responsibility to ensure those 

vendors comply with Occupational Health and Safety legislation.  This helps to protect, not only the 

vendor’s workers, but also the employer’s staff that may be in or near the work area. 

The employer must establish procedures to ensure the third-party vendors are contractually obligated 

and are apprised of the employer’s expectations.  The employer is also required to monitor for 

compliance. 

There are situations where a third-party vendor is designated as Prime Contractor.  This occurs when 

the third-party vendor is in complete control of the site involved or a portion thereof (e.g. building of 

a new school, mechanical repairs).  Under these circumstances the Prime Contractor is responsible 

for the coordination of health and safety activities for anyone working at the site or impacted by work 

at the site.  The Prime Contractor must: 

• Establish a system or process that ensures compliance with Occupational Health and Safety 

legislation at the work site. 

• If more than one Prime Contractor is present on the property, either one vendor takes Prime 

Contractor status and assumes responsibility for all vendors and individuals on the worksite; or 

each vendor must retain Prime Contractor status for their worksite within the larger property 

worksite. Should there be more than one Prime Contractor, each vendor must ensure their 

worksite is defined by an effective physical barrier. For further clarification on work areas and 

worksites see OH&S Code Explanation Guide (Part 1-18, Part 1-19). 

Guidelines for Meeting Legislative Requirements 

 
The complexity, risk and scope of services provided by third-party vendors varies greatly.  As a result, 

the district’s requirement for compliance with Occupational Health and Safety legislation will also 

vary.  All major construction, operations and maintenance contracts will require full compliance with 

legislation, as well as, the district’s own safety expectations.  

For Facility Support Contractors, compliance will be determined by the nature of the project or scope 

of projects involved.  District construction, operations and maintenance contracts shall meet current 

OH&S Act, regulation and code, and district requirements. 

The use of External Vendors for support of school programs is most often arranged at an individual 

school level.  Such things as guest speakers, performances, guest or contracted coaches, etc. are short 

term, or one time, vendors.  However, there is always a general requirement to ensure that everything 

reasonable is done to protect the safety of employees, students, volunteers and the vendor 

themselves.  Higher risk activities should not be undertaken without specific district approval (see Risk 

https://calgarycatholicschools.sharepoint.com/sites/fnce/accounting/Documents/Risk_Management_Manual.pdf
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Management Manual for Excluded Activities List).  Program Support Vendors/Service Providers may 

not always include written contracts, however; legal obligations still apply. 

Where personal safety and/or property damage may occur, activities should be avoided.  All activities, 

whether they are curricular, co-curricular or extracurricular, must be evaluated for safety concerns as 

a normal part of operations.  If going forward with an activity, a Hazard Assessment (Task Hazard 

Analysis) for that activity must be completed (see Hazard Assessment and Control section of the OH&S 

Manual). 

A Safety Classification is used to determine the requirements a third-party vendor must adhere to. 

https://calgarycatholicschools.sharepoint.com/sites/fnce/accounting/Documents/Risk_Management_Manual.pdf
https://calgarycatholicschools.sharepoint.com/sites/ohs/Shared%20Documents/Safety%20Manual/Section3HazardAssessmentAndControl.docx
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Safety Classifications – Facility Support Contractors  

 

Quick Glance for Safety Classification Requirements 

This is a quick overview of the safety classifications. More detailed information about each safety class is described on the following pages. 

 

Safety Class 0 – 
Major Projects with Significant 

Risk 

Safety Class 1 – 
High Risk 

Safety Class 2 – 
Medium Risk 

Safety Class 3 – 
Low Risk 

Safety Class 4 – 
No Risk 

(Supplier) 

Ex
am

p
le

s • Building of new schools 

• Hazmat Abatement 

• Large Renovations 

• Hazmat Remediation 

• Electrician 

• Gas Fitters 

• Door Repair 

• Locksmith 

• Appliance Installer 

• Health and Safety Auditor 

• Security Guard 

• Piano Tuner 

• Courier Service 

• Materials 
Supplier 

• Specialty 
Equipment 

R
e

q
u

ir
e

m
e

n
ts

 

• Safety Specification written in 
contract 

• WCB coverage in good standing 

• Min $2,000,000 in liability insurance 

• GST # 

• Business License 

• COR in good standing 

• Completion of Online Contractor 
Orientation 

• Vendors working in facilities during 
occupied times have all employees 
and sub-trades with a criminal 
records background check 

• WCB coverage in good standing 

• Min $2,000,000 in liability 
insurance 

• GST # 

• Business License 

• COR in good standing 

• Completion of Online Contractor 
Orientation 

• Vendors working in facilities 
during occupied times have all 
employees and sub-trades with a 
criminal records background 
check 

• WCB coverage in good 
standing 

• Insurance acceptable to CCSD 

• Examples of completed hazard 
assessments 

• Completion of Online 
Contractor Orientation 

• Vendors working in facilities 
during occupied times have all 
employees and sub-trades 
with a criminal records 
background check 

• WCB coverage in good 
standing 

• Insurance acceptable to CCSD 

• Examples of completed 
hazard assessments 

• Completion of Online 
Contractor Orientation 

• Vendors working in facilities 
during occupied times have 
all employees and sub-trades 
with a criminal records 
background check 

 

 

District approved, authorized/sanctioned personnel are the only individuals that shall participate in or complete 

Construction and Maintenance projects (e.g. building new schools, removing, building and/or installing of shelves, walls, 

completing repairs, etc.). 
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Safety Classification 0 – Major Projects with Significant Risk 

This Safety Classification is reserved for major projects that almost always have a well-defined 

contract such as a tender with the included district’s safety specification. Some examples include 

building of new schools, hazardous materials abatement, large renovations. 

Requirements: 

• Contract to include the Safety Specification 

• WCB coverage in good standing 

• Min $2,000,000 in liability insurance 

• COR in good standing 

• Completion of Online Contractor Orientation 

• Vendors working in facilities during school events/occupied times are required to provide to the 

district, on their company letterhead, confirmation that all employees and sub-contractors have 

completed an acceptable Criminal Background records search through the Calgary Police 

Services (CPS) or Royal Canadian Mounted Police (RCMP) 

Project Manager’s Additional Responsibilities: 

• Review of Contractor Health and Safety Information Acknowledgment Sheets (site specific) with 

vendor/service provider 

• Regular safety meetings 

• Completion of initial checklist 

• Written hazard assessments 

• Read and understand district’s OH&S guidelines (District OH&S Manual) 

• To monitor and ensure compliance of district OH&S standards 

• Ensure construction site follows the Standata Fire Safety Plan 

• Contractors must provide digitized pictures of employees who have police security clearances, 

to their district Project Manager/Administrator. Only personnel with district identification will 

be allowed access to district facilities. 

• All contractors and contractor personnel must identify themselves with their district issued 

identification to the front office of district facilities during operational hours. 

  

Commented [WW1]: We do not provide a physical copy. 
We refer them to the copy posted on the internet (ie. 
provide a link) 

https://www.cssd.ab.ca/staff/ohs/Pages/default.aspx
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Safety Classification 1 – High Risk 

This Safety Classification is for vendors working in high risk situations and/or working with powered 

mobile equipment. Some examples are Electricians and Gas Fitters. 

Requirements: 

• WCB coverage in good standing 

• Min $2,000,000 in liability insurance 

• COR in good standing 

• Completion of Online Contractor Orientation 

• Vendors working in facilities during school events/occupied times are required to provide to the 

district, on their company letterhead, confirmation that all employees and sub-contractors have 

completed an acceptable Criminal Background records search through the Calgary Police 

Services (CPS) or Royal Canadian Mounted Police (RCMP) 

Project Manager’s Additional Responsibilities: 

• Review of Contractor Health and Safety Information Acknowledgment Sheets (site specific) with 

vendor/service provider 

• Regular safety meetings 

• Completion of initial checklist 

• Written hazard assessments 

• Read and understand district’s OH&S guidelines (District OH&S Manual) 

• Be aware of, or have, Emergency Response Plan for site 

• To monitor and ensure compliance of district OH&S standards 

• Contractors must provide digitized pictures of employees who have police security clearances, 

to their district Project Manager/Administrator. Only personnel with district identification will 

be allowed access to district facilities. 

• All contractors and contractor personnel must identify themselves with their district issued 

identification to the front office of district facilities during operational hours. 

 

  

Commented [WW2]: We do not provide a physical copy. 
We refer them to the copy posted on the internet (ie. 
provide a link) 

https://www.cssd.ab.ca/staff/ohs/Pages/default.aspx
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Safety Classification 2 – Medium Risk 

This Safety Classification is for vendors working in medium risk situations they may use hand tools at 

times. Some examples are Door Repair, Locksmith and Appliance Installer. 

Requirements of Facility Support Vendors: 

• WCB coverage in good standing 

• Insurance acceptable to the CCSD 

• Examples of completed Hazard Assessment 

• Completion of Online Contractor Orientation 

• Vendors working in facilities during school events/occupied times are required to provide to the 

district, on their company letterhead, confirmation that all employees and sub-contractors have 

completed an acceptable Criminal Background records search through the Calgary Police 

Services (CPS) or Royal Canadian Mounted Police (RCMP) 
 

Safety Classification 3 – Low Risk 

This Safety Classification is for vendors working in low risk situations. Some examples are Security 

Guards, Piano Tuner, Health and Safety Auditor and Courier Services. 

Requirements of Facility Support Vendors: 

• WCB coverage in good standing 

• Insurance acceptable to the CCSD 

• Completion of Online Contractor Orientation 

• Vendors working in facilities during school events/occupied times are required to provide to the 

district, on their company letterhead, confirmation that all employees and sub-contractors have 

completed an acceptable Criminal Background records search through the Calgary Police 

Services (CPS) or Royal Canadian Mounted Police (RCMP) 
 

Safety Classification 4 – No Risk or Supplier Only 

This Safety Classification is for vendors who do not perform any work on a CCSD site. Some examples 

include a specialty equipment supplier. 

 



March 2020  Page | 10 

Risk Classifications – Program Support and External Vendors  

 

Risk Classification Requirements 

 
Risk Class A – Higher Risk and/or Long Term Risk Class B – Lower Risk and/or Short Term 

Ex
am

p
le

s • Artists in Residence 

• Field Trips 

• Performances 

• School Photographer 

• Guest Speakers 

R
e

q
u

ir
e

m
e

n
ts

 

• WCB coverage in good standing – where applicable 

• Completion of Program Support Contractor onboarding 

application and approval from Business Services prior to 

booking vendor 

• Once activity is approved, complete Hazard Assessment of 

activity to determine potential hazards and list controls to 

eliminate or minimize hazard. (If school cannot minimize or 

eliminate hazards do not undertake activity). 

• Completion of Online Contractor Orientation as required 

• Review of Vendor Health and Safety Information 
Acknowledgement Sheets (site specific) with vendor/service 
provider 

• Completion of Program Support Contractor onboarding 

application and approval from Business Services prior to booking 

vendor 

• Once activity is approved, complete Hazard Assessment of activity 

to determine potential hazards and list controls to eliminate or 

minimize hazard. (If school cannot minimize or eliminate hazards 

do not undertake activity). 

• Review of Vendor Health and Safety Information 
Acknowledgement Sheets (site specific) with vendor/service 
provider 
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Approval of Competitive Bid (Support Services) 

 

Before a vendor can be awarded a contract for a competition within Support Services, the Project 

Manager shall be required to complete the Competition Bid Evaluation Checklist. All competitive bids 

to be approved by the Superintendent, Support Services must have a completed checklist.  

New Vendors and Vendor Updates to Enterprise Management System 

 

Vendors not currently approved in the Enterprise Management System (Nuvolo) must be approved 

by OH&S and Accounting before Purchase Orders can be issued.  

Procedure: 

1. Complete a Vendor Data Collection Sheet 

2. Submit the completed Vendor Data Collection sheet to a Nuvolo Administrator  

3. OH&S will review the vendor and their scope of work. A Safety Classification Level will be 

determined for the contractor. 

4. OH&S will provide the Project Manager a template to email the vendor and request further 

information/documentation based on the Safety Classification Level. 

5. As soon as all required safety information/documentation is received by the safety department, 

the vendor will be approved to be added to the Enterprise Management System. 

The above procedure also applies for updates to an existing vendor.  
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Training Requirements 

 

All third party vendors shall be required to review the Vendor Health and Safety Information and 

Acknowledgement Sheets (site specific). The CCSD online Vendor OH&S orientation, if applicable, 

must be completed annually with copy of completion sent via email to safety@cssd.ab.ca.  Vendors 

always have access to the district’s OH&S manual via the public website. 

The principal, or OHS designate, shall ensure that all Program Support Vendors/Service Providers  

have completed and reviewed the Vendor Health and Safety Information and Acknowledgement 

Sheets.  The Vendor Health and Safety Information and Acknowledgement Sheets can be found in this 

section. 

Facility Support Vendors shall be provided with the CCSD online Vendor OH&S Orientation and the 

Vendor Health and Safety Information and Acknowledgement Sheets (site specific): 

• Upon the initiation of a contract or new project and reviewed annually and upon arrival to the 
site based activity . 

 

Program Support Vendors/Service shall be provided with the CCSD online Vendor OH&S Orientation 

(if applicable) and the Vendor Health and Safety Information and Acknowledgement (site specific): 

• Upon the initiation of a contract or new project and reviewed annually and upon arrival to the 
site based activity . 

  

https://www.cssd.ab.ca/staff/ohs/Documents/OHS_ContractorOrientation.pdf
mailto:safety@cssd.ab.ca
https://www.cssd.ab.ca/staff/ohs/Documents/OHS_ContractorOrientation.pdf
https://www.cssd.ab.ca/staff/ohs/Documents/OHS_ContractorOrientation.pdf
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Implementation Process 

 
Principal and non-school based department heads shall: 

•  Forward contact name and email address to the Business Services department to recommend 

or request a third party vendor to provide program support or services to district locations.  

Examples may include presenters, entertainers, fine arts practitioners, or active living program 

offerings.  

Business Services will conduct a risk-assessment for requested / referred program-support 

contractors.  Once complete, all contractors will be identified by risk status a Program Support 

Contractors listing which can be located on the district intranet. 

• If approved, complete Hazard Assessment of activity to determine potential hazards and list 

controls implemented to eliminate or minimize hazard.  Completed Task Hazard Analysis forms 

shall be maintained in the site’s district OH&S Document Binder. 

• Review the site specific Vendor Health and Safety Information and Acknowledgement Sheets 

(site specific) and the CCSD online Vendor OH&S Orientation (if applicable) with Program 

Support Vendors/Service Providers. 

Principal and non-school based department heads shall NOT: 

• initiate any construction and maintenance projects without approval of the Superintendent, 

Support Services.  (Only the Construction, Operations and Maintenance Department shall 

administer construction and maintenance projects at district sites). 

• allow any program support project to proceed without completion of: 

1.  Business Services approval of Program Support Contractor/Service Provider; 

2. Task Hazard Analysis; and 

3. Vendor Health and Safety Information and Acknowledgement Sheets (site specific). 

Ongoing Activities 

 
Principal and non-school based department heads shall monitor vendors for compliance for duration 

of the project/activity. 

 

 

  

mailto:business.services@cssd.ab.ca
https://calgarycatholicschools.sharepoint.com/teams/cms/Lists/SnowContractor/Company.aspx
https://calgarycatholicschools.sharepoint.com/teams/cms/Lists/SnowContractor/Company.aspx
https://www.cssd.ab.ca/staff/ohs/Documents/OHS_ContractorOrientation.pdf
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Vendor Monitoring and Addressing Issues of Non-Compliance of the Safety 

Program 

 

Introduction to the Alberta Infrastructure Program 

 

The Vendor Management Program (VPM) supports protecting vital public services by ensuring the 

delivery of quality infrastructure projects on time, on budget, within scope and coordinated in a safe 

manner. The CCSD follows the Alberta Infrastructure Vendor Performance Management Program. The 

current program can be viewed online by following this LINK. 

The Contractor and Consultant Performance Evaluation can be found as an inspection on 

eCompliance. 

An issue of non-compliance of the Safety Program can be documented on the Contractor and 

Consultant Performance Evaluation Form. An action plan to remedy the issue is to be developed and 

documented on the same form. 

 

Quality Control Facility Consultants 

 

On major projects or projects where quality control is paramount, the CCSD employs quality control 

consultants. The Role of the Consultant may include, but not limited to: 

1. The Consultant will have authority to act on behalf of the Owner only to the extent provided in 

the Contract Documents. 

2. The Consultant will visit the Place of the Work at intervals appropriate to the progress of 

construction to become familiar with progress and quality of the work and to determine if the 

work is proceeding in general conformity with the Contract Documents. 

3. The Consultant will not be responsible for and will not have control, charge or supervision of 

construction means, methods, techniques, sequences, or procedures, or for safety precautions 

and programs required in connection with the work in accordance with the applicable 

construction safety legislation, other regulations or general construction practice. The Consultant 

will not be responsible for the Contractor’s failure to carry out the work in accordance with the 

Contract Documents. The Consultant will not have control over, charge of or be responsible for 

the acts or omissions of the Contractor, Subcontractors, Suppliers, or their agents, employees, or 

any other persons performing portions of the work. 

4. Matters in question relating to the performance of the work or the interpretation of the Contract 

Documents shall be initially referred in writing to the Consultant by the party raising the question 

for interpretations and findings and copied to the other party. 

5. The Consultants interpretations and findings will be given in writing to the parties within a 

reasonable time. 

https://www.alberta.ca/vendor-performance-management-program.aspx
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6. If work is designated for tests, inspections or approvals in the Contract Documents, or by the 

Consultant’s instructions, or by the laws or ordinances of the Place of Work, the Contractor shall 

give the Consultant reasonable notification of when the work will be ready for review and 

inspection. The Contractor shall arrange for and shall give the Consultant reasonable notification 

of the date and time of inspections by other authorities. 

7. The Consultant may order any portion or portions of the work to be examined to confirm that 

such work is in accordance with the requirements of the Contracted Documents. If the work is not 

in accordance with the requirements of the Contract Documents, the Contractor shall correct the 

work and pay the cost of examination and correction. If the work is in accordance with the 

requirements of the Contract Documents, the Owner shall pay the cost of examination and 

restoration. 

 

The CCSD Project Manager who oversees the Quality Control Facility Consultant may address issues 

of non-compliance by: 

1. Discussing non-compliance issues at Construction Site Meetings. 

2. Increase the frequency of Construction Site meetings until the issue has been resolved or until the 

CCSD Project Manager’s discretion.  

3. Issue a stop work order which will require the issue to be immediately addressed until work can 

start again. Specific conditions may be added to the work to address non-compliance. 
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Appendix 
 

 

1. Competition Evaluation Checklist 

2. New or Revised Vendor – Data Collection – 

3. Vendor Site Specific Health and Safety Information 

4. Acknowledgement Form 

5. Task Hazard Analysis (Hazard Assessment) 

6. Temporary Staffing Agency Health & Safety Questionnaire 

 



 

For Internal Use Only 

 

Competition Bid Evaluation Checklist 

Competition Name: ________________________________________________________________________________ 

Competition #:         ________________________________                    CCA #: _________________________________ 

Bidding Company’s Name: ___________________________________________________________________________ 

Company Representative’s Name: ________________________________    Phone #: ___________________________ 

Bid Price (w/o taxes): _______________________________________ 

Bid Bond (10%):                Yes No 

Consent of Surety:              Yes No 

Signed and Sealed:    Yes  No 

Addendums Included:   Yes No 

Conditions in Tender met:  Yes No 

No additional Conditions in Bid:   Yes  No 

 

Conducted by Name: ___________________________________    Signature: ___________________________________ 

Date Completed:         _____________________________ 

Safety Section 

Date Received by Safety Department: ________________________ 

 

Organizational Chart:     Yes No 

Certificate of Recognition (COR):   Yes No 

Valid WCB Account:     Yes No 

Record of Safety (OHS & TDG Violation Orders):  Yes No  

External Audit Summary Sheet:    Yes No 

Company Safety Policy:     Yes No 

List of Staff for Completing Safety Courses:  Yes No 

Safety Professional Resume:    Yes No 

Silica Code of Practice:     Yes No NA 

Lead Paint Code of Practice:    Yes No NA 

 

 

Conducted by Name: _____________________________    Signature: _________________________________ 

Date Completed:         _____________________________ 

  



 

 

NEW or REVISED VENDOR 

- DATA COLLECTION - 

 

ORDER from VENDOR 
Name  

Street address, P.O., R.R.  

City  

Postal or Zip Code  

Phone   

Fax   

GST number  

Order desk e-mail  

Company website  

 CONTACT 1:                   

Send POs? Y/N 

CONTACT 2:                    

Send POs? Y/ N 

Contact name   

Contact position    

Contact phone   

Contact fax   

Contact e-mail   

 

PAY to VENDOR (Complete only if different from above) 
Name  

Street address, P.O., R.R.   
City  

Postal or Zip Code  
Phone   

Fax   

 

PAYMENT METHOD 
Terms  

Currency type(s) accepted US $  

Credit card type(s) accepted   

 

CSSD OFFICE USE ONLY - Health & Safety  

Safety Classification  

Verified by  

Verified (mm/dd/yy)  

VCCAT.  

VCDATE  

Entered to Nuvolo by  

Entered to Nuvolo (mm/dd/yy)  

 

New Vendor and Vendor Reactivation Checklist      Updated: February 7, 2020  



 

 

 

 

 

Vendor Site Specific Health & Safety Information Sheet 
Health and safety on our premises is of the utmost concern. We consider Occupational Health & Safety 

legislation to be the minimum requirement. 

Responsibilities: 

The vendor must ensure ALL their workers and subtrades have received the appropriate occupational health 

and safety training and are competent to perform all required work in a safe and efficient manner. 

The vendor must have a hazard assessment of the activity/task completed prior to commencement of the work, 

to determine potential hazards and list controls implemented to eliminate or minimize the identified hazards. 

The vendor must immediately inform their district representative of ALL observed hazards, incidents, accidents, 

and near misses. The vendor must provide a completed incident investigation report that includes root causes, 

preventative measures, and follow-up action plans for any accidents, incidents or near misses that occur on 

district sites involving the vendor or their subtrades within two weeks of the occurrence. 

Rights: 

Workers have the right to know about hazards/conditions which could cause immediate serious injury to any 

person. They have the right to see a hazard assessment and/or complete one themselves if necessary. 

Workers have the right to refuse work if the worker believes on reasonable grounds, that there is a dangerous 

condition at the work site, or that the work constitutes a danger to the worker’s health safety and well-being, 

or to the health, safety and well-being of another worker or another person. 

Emergency Response: 

Each work site has its own emergency response plan. Be sure to go over this with a school district representative 

and become familiar with it prior to commencement of work. 

Rules: 

While on site the following rules apply: 

• Sign in/out at main office  

• Wear a visible visitor ID tag at all times.  

• Walk, do not run  

• No smoking on school district property  

• Health and safety is everyone’s responsibility 
 

  



 

 

ACKNOWLEDGEMENT FORM 

___________________________________________   ___________________________________________ 
Project/Site Name      CCSD Site Contact 

______________________________    __________________________________________________      ____________________   
   Vendor Company Name                 Email Address                  Phone Number 

Scope of Work 

 

Safety Requirements Comments Confirm 

District Health & Safety Program    

Site Tour: 

• Work area 

• Location of washrooms 

• Security procedures (codes and exit buttons) 

  

Safety & Security  

• Treatment of Individuals 
  

Emergency Response Plan: 

• Evacuation routes & muster points 

• First aiders, first aid kit, eyewash station & fire extinguisher locations 

• Emergency procedures (Evacuation, Lockdown, phone 9-911, etc.) 

• Location of WHMIS data sheets (SDS’s) 

• Special emergency considerations for Vendor (i.e. wheelchair) 

  

Potential Site Specific Hazards: 

• Noise, hazardous materials, restricted spaces, etc. 

• PPE (personal protective equipment) 

  

Hazard Communication 

• Identification and reporting of hazards  
  

Accident / Incident reporting   

Housekeeping and Traffic Control 

• Walkways, floors, stairs and exits kept clear and marked and 
controlled as such 

  

Task Hazard Analysis and Methods of Safe Work   

I have read and received a copy of the “Vendor Site Specific Health & Safety Information Sheet” and agree to comply with the 
requirements of this document, the Calgary Catholic School District Safety Program and all requirements set forth by the Alberta 
Occupational Health & Safety Legislation. I will also take all necessary precautions to ensure the health, safety and well-being of 
those around me (students, employees, vendors, visitors, volunteers, and any other member of our district community) while on 
the project and ensure that they are provided with and are aware of the preceding requirements. 

________________________________________   ______________________________________   ________________________ 
Vendor Name (Print)               Signature                Date 

________________________________________   ______________________________________   ________________________ 
CCSD Site Contact                Signature                Date 

This document must be emailed to Business Services (business.services@cssd.ab.ca) & filed in the Occupational Health and 
Safety Document Binder.  

mailto:businessservices@cssd.ab.ca


 

Task Hazard Analysis (hazard assessment) 

To be completed by principals, non-school based department heads or their designate, with 
relevant employees, visitor(s), or vendor(s). 
 
Assessment Team Member(s): __________________________________Date: _______________ 
    

    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee Signature:                   ______________________________________ 

Principal/Supervisor Signature: ______________________________________ 

This document should be filed in the Occupational Health and Safety Document Binder. 

Task Title 

 Specifics Possible Consequences 

Physical •  •  

Chemical   

Biological   

 
Do 

 

 

 

 

 

 

 

 

 

Don’t 

 

 

 

 



 

                 TEMPORARY STAFFING AGENCY HEALTH & SAFETY QUESTIONNAIRE  

 

Company Name: 

 

Address: 

 

 
Phone: 

 

 
Email: 

 

 

Fax: 

 
Contact Name and Title: 

 

 

Phone and Email: 

 
Health & Safety Representative: 

 

 

Phone and Email: 

 

HEALTH & SAFETY REQUIREMENTS 
The Calgary Catholic School District (CCSD) recognizes there are risks associated with retaining the services of contractors 
to provide services to CCSD directly or to our community on our behalf. To ensure the highest possible level of safety, 
temporary staffing agency contractors will be subject to a prequalification process of their health and safety program to 
ensure it aligns with CCSD’s Health & Safety program.  In doing so, the temporary staffing agency contractor will complete, 
sign and return the Temporary Staffing Agency Health and Safety Questionnaire, along with the required supporting 
documents to the CCSD Health & Safety Department.  

*It is mandatory that all the temporary staffing agency’s employees working for CCSD receive a Site Specific Orientation prior to beginning work for 
CCSD on CCSD sites. 

1. Does your company have a written health and safety program? 

 ☐ Yes  ☐ No 
2. Does your company have a WCB account in good standing? 

☐ Yes  ☐ No 
If Yes, please provide a copy of your WCB Clearance Letter. 

It is the responsibility of the temporary staffing agency contractor to ensure that all their employees working for CCSD, 
whether on CCSD property or another work site, are aware of and follow all applicable legislation, CCSD requirements, 
and their own Health and Safety program. 

 
______________________________________  __________________________________ 
Representative (print)      Signature 

______________________________________  __________________________________ 
Company       Date 

-FOR CCSD USE ONLY- 

Contractor is:                                  ☐ Acceptable for Approved Contractor List 

                                      ☐ Conditionally acceptable for Approved Contractor List 

                                           Conditions: _____________________________________________________________________________________________ 

                                      ☐ Unacceptable 

 
 ______________________________________________________________                          ________________________________________________ 
 CCSD Representative                                                                                                                             Date 

 


