[image: image1.jpg]


Mainstay Contractor Registration
Application form
.  
Part 1: General Information

	Business Name: (registered name as shown on your accounts) 



	Trade Name: (If different from above) 

     

	Company Registration No:
	     

	Contact Name:
	     

	Address:
	     

	Post Code:
	     

	Tel No:
	     
	Fax No:
	     

	Email address:
	     
	Website address:
	     

	Current number of employees:
	     



	Other offices:
	Yes
	No

	Does company head office address differ from the trading address?    
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does your business have any other group companies, including ultimate and associated companies? (for example, parent, totally or partially under common control)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does your business have any other addresses (for example, branch offices)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the person responsible for financial matters within your business different to the contact
 person named on this application form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the person responsible for paying invoices different from the contact person named on this application form? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If ‘Yes’ to any of the above questions please give details on a separate sheet.


	Management systems:

Does the company hold certifications for any of the following management systems, give details?

	
	Certification body
	Certification date
	Certification No

	ISO 9001
	     
	     
	     

	ISO 14001
	     
	     
	     

	OHSAS 18001
	     
	     
	     

	Other
	     
	     
	     



	General Insurance: (minimum requirement, please provide us with a copy of each insurance certificate)

	Employers Liability

	Insurer:
	     

	Policy No:
	     

	Value of cover:
	£      
	Excess per claim:
	£      

	Maximum liability per claim:
	£      
	Expiry date:
	        

	Public Liability

	Insurer:
	     

	Policy No:
	     

	Value of cover:
	£      
	Excess per claim:
	£      

	Maximum liability per claim:
	£      
	Expiry date:
	        

	
	
	
	


	Extra Insurance: (please provide us with a copy of each insurance certificate where applicable)

	Professional Indemnity

	Insurer:
	        

	Policy No:
	        

	Value of cover:
	£      
	Excess per claim:
	£      

	Maximum liability per claim:
	£      
	Expiry date:
	        

	All Risks

	Insurer:
	     

	Policy No:
	     

	Value of cover:
	£      
	Excess per claim:
	£      

	Maximum liability per claim:
	£      
	Expiry date:
	        

	Other

	Insurer:
	     

	Policy No:
	     

	Value of cover:
	£      
	Excess per claim:
	£      

	Maximum liability per claim:
	£      
	Expiry date:
	        



Part 2: Health & Safety
The Health & Safety at Work Act etc 1974 and the Management of Health & Safety at Work Regulations 1999 place responsibilities on clients to ensure that engaged contractors perform their duties with due regard to Occupational Health & Safety.

The awarding of contracts by Mainstay is therefore determined not only on grounds of price and technical ability, but also their ability to carry out works without undue risk.  

	Contact Name: (Responsible for Health & Safety and reporting to the board of Directors)
	     

	Position:
	     

	Address: (if different from above)
	     

	Post Code:
	     

	Tel No:
	     
	Fax No:
	     

	Email address:
	     

	Website address:
	     

	Qualifications:
	     


	Health & Safety Accreditations:
Does the company hold any of the following health and safety accreditations, give details? If ‘Yes’ give details and proceed to ‘Part 3’; If ‘No’ please continue with ‘Part 2.’

	
	Registration Date
	Registration No
	Renewal Date

	CHAS
	     
	     
	     

	SafeContractor
	     
	     
	     

	Other (please state)      
	     
	     
	     


	Please provide information on any external sources of health & safety advice do you use?
	     

	Please provide information on memberships of any health & safety groups you belong to?
	     

	Has the company received any Safety performance awards?
	     

	Please supply all relevant supporting documentation



	Please supply the following documentation -
	Yes
	No

	Health & Safety Policy Statement attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Health & Safety arrangements attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Consultation with employee’s policy attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	H&S Training:

Do you provide the following training to your employee’s and to subcontractors?
	Yes
	No

	Induction training
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fire safety training
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Task specific training
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If ‘Yes’ please supply support documentation (i.e. training records, certificates etc


	Safe systems of work:
	Yes
	No

	Risk assessments attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Method statements attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Please supply risk assessments and method statements for all the tasks your company undertakes or would be undertaking on behalf of Mainstay

	Working at heights: 

Working at Height Regulations 2005 (amended 2007) require that those working at heights should be suitably trained and qualified for the task. They also require that the associated risks have adequate controls in place.

	Do you, your employee’s or subcontractors use the following equipment -
	Yes
	No

	Ladders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Scaffold towers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Scaffolding
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MEWPS (mobile elevated work platforms)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Abseil and / or rope access
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All contractors whose employees work at heights need to supply risk assessments, method statements, training and competency certificates for all staff members.


	Inspection and Maintenance: Do you have regular inspections for -
	Yes
	No

	Vehicles
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Plant
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Safety equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(Work equipment should be subjected to regular inspection and maintenance; state if regimes are in place and attach copies of policies, procedures and sample inspection reports).

	Control of subcontractors: 

Mainstay contractors who use third parties are required to have controls in place to ensure their undertakings are conducted safely & hazard free.
	Yes
	No

	Are third party contractors used?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If the answer to the above question is ‘Yes’ please provide contractor audit process and other relevant supporting documentation

	Control of Substances Hazardous to Health (CoSHH):
Control of Substances Hazardous to Health regulations 2002 (As amended) all substances that may have an adverse effect, however minor, on people, animal’s aquatic life or the environment must be subjected to an assessment before use.

	
	Yes
	No

	Do substances undergo assessment before use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	CoSHH process attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Example CoSHH assessment attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Accidents & Incidents:
	Yes
	No

	Accident reporting procedure attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Accident investigation procedure attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If accident reporting and investigation procedures are not attached please give details on a separate sheet of paper how these are conducted

	Accident / incident statistics: 

(for the past three years)
	Year:  

     
	Year:  

     
	Year:

     

	Fatalities
	     
	     
	     

	Reportable accidents
	     
	     
	     

	Non-reportable accidents
	     
	     
	     

	Reportable incidents
	     
	     
	     

	No of employee’s
	     
	     
	     

	Has the company been the subject of any enforcement notices, prohibition notices or court action in relation to health & safety?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	If ‘Yes’ please provide details:

     



Part 3: Environmental
Waste materials
	Mainstay is an environmentally aware company and requires all contractors to abide by our ‘Duty of Care’ statement and be aware of the impact their own undertakings have upon the environment. Mainstay therefore expect contractors will have one of the following -

	
	Yes
	No

	Waste carriers licence
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Environmental Agency exemption certificate
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Duty of care policy statement
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Contractors working within any of the following fields are required to comply with specific environmental regulations and need to provide the following information - 

	Air conditioning
	
	

	REFCOM certification attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Accredited Energy Assessor (accreditation details attached)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Full method statements attached for –
· Leak testing

· Servicing

· Maintenance
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Environmental hazardous waste permit / licence details
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Electrical maintenance
	
	

	Environmental hazardous waste permit / licence details
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Grounds Maintenance / pest control
	
	

	National proficiency tests council certificate of competency (if using pesticides)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Environmental hazardous waste permit / licence details
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Asbestos removal:

Mainstay will only permit those contractors registered for asbestos removal to undertake works involving asbestos containing materials.

	ARCA Registration? (Asbestos Removal Contractor Association)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Environmental hazardous waste permit / licence details
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Risk assessments & method statements for working with ACM’s attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you answered ‘Yes’ to the any of the above environmental questions, please attach or send electronic copies of all relevant documentation.



Part 4: Services
	Services Provided:
	     

	Registration Bodies:

Some trades are required to be part of a recognised trade body please indicate if your company belongs to the following -
	Registration Date:
	Registration No:

	NICEIC
	     
	     

	Gas Safe
	     
	     

	OFTEC (Oil Firing Technical Association)
	     
	     

	FENSA
	     
	     

	Others (Please state):         
	     
	     

	Areas covered:

(By postcode)
	     

	Does your company provide an Out of Hours service?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 





Part 5: Minimum Service level agreement
Mainstay’s strategy is to provide their service Safely and Sustainably; we are therefore keen to ensure that companies working on our behalf have the same high service standards and values.  
In order to ensure that our clients are happy with the services provided, we expect companies working on our behalf to adhere to the following service standard conditions when visiting Mainstay managed properties –

· To be appropriately presentable. 
· To treat all residents, staff and the general public with respect.  

· Report any comments made about Mainstay or other required repairs to the Property Services Advisor.

· Act to protect the interests of Mainstay on the development.

· Ensure that the development is left in a tidy condition when you leave and to take waste away with you (unless agreed otherwise).

· Secure and make safe any equipment or materials left on the property whilst works are completed.

· Use personal protective equipment to comply with current H&S legislation and the supplied risk and method statements.

· If using any equipment supplied by the site, ensure that this is returned to its original and proper location and left secured.

· Return all keys to the key safe or give them back to the on-site staff; leave the property in a secure condition.
· Ensure any security codes provided for access are protected. 

· Do not smoke within the grounds of our developments.

· Do not eat lunch in the communal areas of the development.

We are confident that you will understand the need for these requirements and be happy to adhere to them.  

Mainstay reserve the right to review any contracts where we feel that a contractor has failed to meet the high standards expected either in terms of their contractual obligations or in reaching our customer service expectations.
	Please supply your service level agreement with this application

	Service level agreement attached?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Mainstay may request, with your agreement, changes to your standard SLA to fit in with our business requirements and client expectations; the provision of an SLA will ensure the expectations of all parties are managed.
Please provide the names and contact details of two companies or individuals which have previously used your services.

Reference 1: 

     
Reference 2:

     



Part 6: Declaration & Payment
	Payment details:
Companies who are accredited to Chas, SafeContactor or other external Health & Safety body will be charged a minimal administration fee of £20.00 + Vat.

Companies who are not accredited to an external body will be required to undergo a full assessment of their Health & Safety systems at a cost of £120.00 + Vat.

	Payment amount:
	£20.00+Vat (total £24.00)   FORMCHECKBOX 

	£120.00+Vat (Total £144.00)   FORMCHECKBOX 


	Payment method:
	Cheque (made payable to Mainstay Group Limited)                                       FORMCHECKBOX 
              

	
	Credit / debit card (please call with your card details to make payment)       FORMCHECKBOX 


	*Credit cards incur a 2% transaction fee: debit cards incur a £0.50p transaction fee.*


	Declaration: 

I confirm that all information provided above is to the best of my knowledge accurate and correct.

	Signed:      
	Date:           

	Print:          
	Position:      




Please complete this application form in full, you must provide all information requested to avoid possible rejection of your application 








Data Protection Notice


We will use your information for health & safety assessments within the Mainstay Contractor Registration scheme. 


We may contact you by mail, telephone, or e-mail as part of the Mainstay Contractor Registration process.


The information on this questionnaire form may be used by other Mainstay group companies. This information will not be sold or passed to third parties outside of the Mainstay Group.


You have the right to ask for a copy of the information we hold about you and to correct any inaccuracies in your information.


By returning this form you consent to our processing of personal data about you where this is necessary for the purposes described above.








Please return this form, all supporting documents via email to:


� HYPERLINK "mailto:contractors@mainstaygroup.co.uk" ��contractors@mainstaygroup.co.uk� 


or by post to:


Mainstay, Whittington Hall, Whittington Road, Worcester, WR5 2ZX


Tel: 01905 357 777








