
  

HSS_HS_040 Contractor Management Process Flow V24.1

Contractor Management Process Flow

GREENWICH CAMPUS
Are there any hot works 
or works affecting the 
fabric of the QA, QM or 

Before work starts, contractor must 
complete the Site Induction and 

book access to site (via SOTERWEB) 
EFD will also confirm whether any 

permits are required

Works proposed within University 
grounds

Forward University Code of Practice (S.H.E. 
requirements for contractors) and ensure acceptance 
sheet is uploaded to the Contractor Management files 

area of Microsoft Teams / SOTERWEB
*Document can also be attached to PO within 

parabilis

Contractor to submit site / task specific 
documentation for review by client

Yes

Two weeks notice may be required 
by Historic England - Contact 
greenwichfacilities@gre.ac.uk

At the end of each working day, 
contractor must attend EFM Office. 
or appropriate reception point,  to 
sign out and confirm sign off of 

permits, as appropriate

Has contractor already accepted 
the 'H&S rules' (Check the

acceptance sheet in the Contractor 
Management files area of Microsoft 

Teams and / or SOTERWEB)

No

Suitable contractor identified in line 
with procurement SSIP requirements 

(See Code of practice for 
appointment of Contractors)

Yes

Due diligence / Duty of Care Check
Are you assured that the contractor

operates an effective safety 
management system, e.g from 

information within documention or 
observed performance?

No

Yes

Contractor to report to FM office, or 
appropriate reception point, at the 

start of each working day

UoG check RAMS to see if any
Permits are required (use 

SOTERWEB or Permit to Work 
checklist)

UoG appointing Faculty / 
Directorate to ensure works are 

appropriately supervised 


