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                   Lowther Forestry Group Ltd  
General Terms, Conditions and Guidelines   for Subcontractors 
The Estate Office, Lowther Castle, Lowther, Penrith, Cumbria, CA10 2HH
Tel: 01931 712218   email: info@lowther-forestry 
INTRODUCTION
This document is issued to Subcontractors to help them and their employees understand their duties when working for Lowther Forestry Group Ltd.  Its aim is to ensure that subcontractors and their employees comply with general and site-specific rules so that they protect themselves, others and the environment.

Subcontractors and their employees are required to comply fully with these systems, procedures and guidelines.
Insurance

The subcontractor shall indemnify Lowther Forestry Group Ltd against and from any claim, damage, loss or expense in respect of personal injury, damage to property or any loss (whether caused by negligence or not) which may arise out of or is connected with or in consequence of the carrying out, completion or maintenance of the work or which may arise from a breach by the subcontractor or their employees or agents (whether or not in course of their employment of any of the provisions of this code of practice).  Provided nothing herein shall impose any liability upon the Contractors for negligence on the part of Lowther Forestry Group Ltd. The subcontractor shall be liable for loss and/or damage to the site (which shall include work executed and all material intended for delivery to and placed on or near to the site) from any cause whatsoever.

The Contractor shall have

· Employers Liability insurance for a minimum of £5million

· Public Liability insurance for a minimum of £5million

· Contract Works (All risks) insurance for the value of the works 
The above must be provided annually on renewal to Lowther Forestry Group Ltd.
Payment terms and conditions 

Standard Payment terms are 30 days from receipt of a valid invoice. Payment to the supplier will be made via electronic payment to a nominated bank account.

Where LFG and the subcontractor are working on behalf of a client in a back to back contractual agreement then payment terms will be governed by the applicable contract agreement clauses relevant to payment terms.

Purchase orders 

Prior to commencing any works, the subcontractor must have obtained an official LFG purchase order number. Works carried out without a valid purchase order will not be liable for payment.

Application for Payment 
Where required the subcontractor shall make an application to LFG for payment at agreed dates or intervals. LFG shall be entitled to a reasonable period of time to validate that the works associated with the application have been carried out to the correct standard and that quantities claimed are accurate. LFG shall inform the subcontractor of their assessment of the application and the sub-contractor shall then issue an invoice in line with the LFG assessment.

Where the subcontractor and LFG are employed by a third party / Main Contractor these applications shall be submitted at intervals as stated in the contract. 

All interim payments are paid on account and are subject to adjustment throughout the duration of the contract until a “final account” has been agreed.
Subcontractor Invoices 
All sub-contractor invoices must have a valid LFG purchase order number clearly stated on the invoice and must be accompanied by a signed and completed LF1 site record sheet relevant to the works completed (or other document record as agreed with the LFG site manager prior to works commencing)
Invoice Dispute 
Where any item of a sub-contractors / suppliers’ invoice is deemed to be incorrect, then such invoice will be placed in dispute and will not be authorised for payment until the issue is resolved, to the satisfaction of LFG. The subcontractor shall be notified in writing of the dispute and will be given the opportunity to rectify the issue. 
Retention Payments 

Where relevant and previously agreed “Retention monies” shall be retained from the subcontractor by LFG for such a period as required and agreed between the two parties (where working on a back to back contract with the Client/ main contractor this shall be as stated in the contract documents).
Construction Industry Scheme (CIS)

Where payments to the subcontractor are deemed to fall under the CIS payments regulations then the company will, where relevant and applicable deduct such monies as is required by the regulations and pay these amounts directly to the relevant body. The subcontractor will be notified via email of the amounts and deductions accordingly.
Dayworks 

Where applicable “daywork rates” must be agreed in writing by LFG prior to the commencement of any subcontract works. Prior to undertaking any works on a time and resource basis the subcontractor shall give adequate notice in writing regarding the execution of works which he intends to claim payment for on a day works basis and an approximate duration of time required to execute the additional works.
Dayworks must be recorded in an approved format and be presented to an authorised member of LFG staff for approval / sign off, before any payment relating to the activities can be applied for.
Defects 

The subcontractor shall be responsible for replacing and / or rectifying all defective items of work for the duration of the contract and subsequent defects period.

Health, Safety, Welfare and environmental Guidelines for Subcontractors
Health and Safety Policy Statement

At Lowther Forestry Group Ltd we recognise our duties under current health and safety legislation, and we will endeavour to meet the requirements of this legislation and other requirements such as ACoPs and customer requirements to maintain a safe and healthy working environment. Our Managers and Supervisors are informed of their responsibilities to ensure they take all reasonable precautions, to ensure the safety, health and welfare of those that are likely to be affected by the operation of our business.
Lowther Forestry Group Ltd recognises its duty to make regular assessments of the hazards and risks created in the course of our business.
We also recognise our duty, so far as is reasonably practicable: 
· to meet our legal obligations to maintain safe and healthy working conditions; 

· to provide adequate control of the health and safety risks so identified; 

· to consult with our employees on matters affecting their health and safety; 

· to provide and maintain safe plant and equipment; 

· to ensure the safe handling and use of substances; 

· to provide information, instruction, training where necessary for our workforce, taking account of any who do not have English as a first language; 

· to ensure that all workers are competent to do their work, and to give them appropriate training; 

· to prevent accident, injury and cases of work-related ill health; 

· to actively manage and supervise health and safety at work; 

· to have access to competent advice; 

· to seek continuous improvement in our health and safety performance and management through regular (at least annual) review and revision of this policy; and 

· to provide the resource required to make this policy and our Health and Safety arrangements effective. 

We also recognise: 
· Our duty to co-operate and work with other employers when we work at premises or sites under their control to ensure the continued health and safety of all those at work;

· Our duty to co-operate and work with other employers and their workers, when their workers come onto our premises or sites to do work for us, to ensure the health and safety of everyone at work. 

To help achieve our objectives and ensure our employees recognise their duties under health and safety legislation whilst at work, we will also communicate this policy and inform them of their duty to take reasonable care for themselves and for others who might be affected by their activities.
This policy shall be available to the public via the company’s web site and will be reviewed annually.

Environmental Policy Statement

Lowther Forestry Group Limited is committed to the adoption of environmentally responsible policies and practices together with the regular review of both its performance and scope for further improvements. Our aim, through continuous staff awareness is to create and maintain the highest levels of environmental responsibility. As a company we are committed to continual improvement and preventing pollution. 

Lowther Forestry Group Limited maintains a fundamental belief in the importance of protecting the environment and will take all necessary steps within its power to eliminate or control environmental hazards by:

· Striving to adopt the highest possible environmental standards in all its operations, wherever these are located.
· Aiming to use the most economical use of all materials, supplies and energy, using renewable or recycled materials wherever possible.
· Keeping itself fully informed of best practices elsewhere and compliance with environmental legal and any other requirements.

· Minimising waste produced in all parts of the business, inclusion of recycled materials and the methods for environmentally acceptable disposal of materials as necessary.
· We shall consistently comply with applicable legal requirements to which Lowther subscribes relating to our environmental legislation, regulations and other compliance obligations.
· Encouraging employee involvement in positive environmental action and regularly assessing the environmental impact of all its operations.
Lowther Forestry Group Limited staff has a responsibility towards the environment, in which they live and work a responsible attitude and commitment to the Company’s objectives are expected.

Our environmental objectives and targets shall be monitored on a regular basis and formally reviewed at during each management review if the IMS.

The contents of this policy shall be communicated to all personnel through induction training and its understanding verified during internal audits of the quality management system.
This policy shall be available to the public via the company’s web site and will be reviewed annually.
Before Commencement of Work

Permission must be obtained prior to commencement of the work and LFG notified before delivery of any materials, plant and equipment commences.  

Subcontractors must familiarise themselves and comply with the site rules defined by LFG and any other parties, the requirements of the Construction Phase Plan, Risk Assessments, Method Statements and Site-Specific requirements.  They must ensure that they have been inducted onto site before undertaking work.
Subcontractors must ensure that appropriate Risk Assessments and Method Statements have been documented and approved by LFG and that they are communicated to all. Where subcontractors are operating using site documentation issued by LFG, they must comply with all the guidance requirements stated in the documentation. Subcontractors shall carryout daily work briefings / risk assessments and communicate any relevant findings to all staff and where required record the information.
Where required LFG site management shall be provided with training records of all staff to be on site. Training certification cards such as CSCS or CPCS must be available for inspection when requested.

Where requested LFG site management must be provided with a full list of plant and equipment to be used on site accompanied with relevant examination certificates. Operation Manuals must be held with all equipment. 

All portable electrical equipment should be 110v. Portable appliance testing is to be carried out in accordance with current legislation and certification provided to LFG Site Management as requested.
Provision of welfare facilities are the responsibility of the subcontractor unless otherwise agreed with LFG, details of which must be agreed and confirmed prior to commencement.

A signed acceptance of these guidelines must be returned to LFG Site Management or Head office.

General Responsibilities 

LFG expects all its subcontractors to continually strive for the highest standards of health, safety and environmental control in their day to day work activities. All subcontractors shall comply with LFG’s quality and management systems as a minimum requirement for carrying out works on the company’s behalf.
At all times subcontractors and their employees must work in line with the requirements of the Health & Safety at Work, etc. Act 1974, and the regulations written in support of the Act (the practical application being described in HSE Approved Codes of Practice (ACOPs)).

Subcontractors are at all times responsible for the management and control of their employee’s health & safety at work.  They must ensure that they are adequately trained and competent to undertake their tasks safely. They shall ensure that a suitably trained supervisor is present on site at all times to monitor and manage the activities of its own staff. 
Subcontractors must ensure that regular communication, co-ordination and co-operation occurs between employees, LFG and others on site.

Subcontractors must ensure that all accidents, near misses, diseases and dangerous occurrences are reported promptly to LFG site management.
Subcontractors must ensure the provision of an adequate number of competent supervisors and fully trained first aid provision (FAW) together with the adequate supply of relevant first aid equipment on site.

Subcontractors must attend site health and safety / progress meetings as required.

Any person under the influence of alcohol or any other intoxicating drug, which might impair their skills or judgement, whether prescribed or otherwise, shall not be allowed on site and may be removed from the companies approved supplier register.

Horseplay, practical joking or any other acts which might jeopardise the health and safety of any other person are forbidden.

Subcontractors must not use plant machinery or equipment unless trained and authorised to do so. They should take care to ensure that all-protective guards and other safety devices are properly fitted and in good working order and shall immediately report any defects or deficiencies.
Specific sites may require plant be fitted with reversing lights, alarms, beacons and rear-view cameras. In addition to this, operatives employed in the role of a banksman may be required to supervise plant movements.
Subcontractors work shall be well planned and supervised to avoid injuries in the handling of heavy materials and while using equipment.

Subcontractors are to make assessments of the noise generated by their operations and supply the appropriate hearing protection PPE.  
No subcontractor should use chemicals without the knowledge required to work with those chemicals safely and shall hold any required training qualifications (PA1, PA6 or others as required).

Suitable clothing and footwear will be worn at all times. Personal protective equipment shall be worn including where specified high visibility clothing hard hat, gloves, ear and eye protection safety footwear including toe and midsole protection, no rigger boots shall be worn.  All equipment shall be maintained in good condition and not modified in any way. Hi Visibility clothing must at all times be in a clean condition and be free from tears or defects. Any defective items must be replaced immediately where they are found to be unsafe and defective.
Hi viz work clothing to have Lowther branding or zero branding. Other companies branding will not be permitted and may result in removal from site.
Smoking is only allowed in designated areas away from the work place.
Mobile phones are only to be used for personal reasons at permissive times and in permissive areas. 
All hazard warnings, site rules and advice notices shall be strictly observed.

Subcontractors shall confine themselves to the areas in which they are required to work and shall use the recognised means of safe access / egress from such work places. Any waste or spoil shall be cleared from site as soon as reasonably practicable. Public right of way and site walkways must be kept clear from obstructions at all times (unless previously agreed and adequate safety measures / controls implemented).
Subcontractors must comply strictly with any permit to work procedures required upon the site.

Subcontractors must manage their work so as not to cause pollution. They must ensure that an adequate waste management procedure is implemented so as not cause any breach. 

Above all subcontractors shall ensure that no activity undertaken by them places themselves, LFG employees, other contractors, client’s representatives, visitors or members of the public at risk as a result of their work

Monitoring/Inspection/Administration

Subcontractors must ensure that a regular Health, Safety and Welfare inspection of all areas under their control is carried out and that workplace is actively managed and controlled on an on-going basis.

LFG and our clients will regularly visit site and carry out inspections and report back to the directors and managers of the company. Any recommendations made relating to the subcontractor’s activities shall be actioned promptly by the subcontractor. This action shall be confirmed in writing to LFG once completed.

Any notifications in respect of fire certificates and waste removal will be made as appropriate and provided to LFG site management.

Any site visits from the HSE must be notified to LFG Site Management immediately.
Subcontractors shall complete and return any required documentation to ensure compliance with the companies Integrated Management System. Failure to do so may result in the subcontractor being removed from LFG’s approved suppliers list.
Security

LFG reserve the right to take all appropriate security precautions to protect its own interests and especially reserve the right to stop and search all subcontractors’ employees, vehicles etc should it be deemed necessary. Subcontractors will not go into any part of the site except as may be necessary for the purpose of carrying out their works. Subcontractors will not enter LFG warehouses, site store or offices without prior authorisation.
The subcontractor is responsible to ensuring the security of their own equipment/works. If permitted to use LFGr facilities for storage this is done solely at the subcontractor’s risk.
Fire prevention

Subcontractors shall ensure that no operation or activity can result in a fire or explosion. All persons shall be made aware of emergency procedures, assembly point and the location of extinguishers. Subcontractors shall ensure that they have adequate fire fighting equipment in their vehicles, plant/equipment.
ENVIRONMENTAL MINIMUM REQUIREMENTS FOR SUBCONTRACTORS

LFG place a great emphasis on the environment. You must ensure that the minimum environmental standards are in place as follows.

· Waste should be managed in line with legal requirements.  Secure storage for each type of waste should be available and the containers should be labelled with the contents.  Segregate waste.  All waste movements should have a waste transfer note, and only correctly licensed landfills or recycling facilities should be used.

· Do not burn or fly tip waste

· Ensure discharge consent in place

· Do not enter any water course unless you have got permission and know a consent in place.


· Do not discharge silty water into surface drains. Use filters, settlement tanks or pump water to verges to protect from pollution.

· Every site should have spill kits and drip trays suitable for quantities of liquid stored on site and machines on site.

· Oil and chemical containers to be labelled, correct for use and stored correctly away from drains and watercourses.

· Bulk fuel to be compliant with the Oil Storage regulation –and stored away from drains, water courses.
· Be aware of nuisance – control noise, odour, vibration, dust and smoke from plant and be aware of the hours being worked to prevent disturbance complaints.

· Switch off plant and equipment when not in use.

· Identify environmentally sensitive areas e.g. working near badgers, newts, SSSi’s and ensure appropriate controls are in place.

· Be aware of working near trees and hedges.  Never remove trees, hedges without permission.   

· Always consider recycling.  Spoil can be taken to recycling centres and the recycled aggregate can be used for re-instatement.

· All pollution events, accidents, hazards, near misses or Environmental Agency Site Visits must be reported to LFG Site Management.
REPORTING OF ACCIDENTS INCIDENTS OF PROBLEMS 

The following will be reported to LFG Site Management immediately: -
Near Miss Incident

If it is felt that the incident could have led to injury or damage to Property.
Accident or Witness Accident
If involved in an accident, incident or becomes aware of an accident or incident resulting in injury, damage or detriment to the environment or property associated with the work activity.

Unsafe Equipment or Material Storage
If it is of the opinion that any equipment, plant, machinery, tools or storage of materials is unsafe or potentially unsafe.
Unsafe Work Methods/ Work access

If it is the opinion that any means of access or work method is unsafe or potentially unsafe.
Any Spillage, Environmental Damage
If there is the potential for, or any spillage, leak of substances which would be damaging to the environment.
Acceptance of Guidelines and T&C for Subcontractors

I acknowledge and accept the requirements within the Guidelines and T&C for Subcontractors issued by Lowther Forestry Group Ltd 
Company Name 

_______________________________________________________________________

Name and Position
 ________________________________​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________

Signature 

_________________________________________________________________________
Date


________________________
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