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BP Job Representative and 
Contractor Accountable Manager 

 Roles & Responsibilities 

Purpose

The purpose of this document is to define the responsibilities for the site “BP Job Representative” role and “Contractor Accountable Manager” role.  

Roles
BP Job Representative:  The individual designated to be the primary site contact for performance in HSSE, quality, and project deliverables for a contractor for a specific job.  The position provides day to day oversight to assure performance requirements for quality and project deliverables associated with a specific job are met, the contractor meets the refinery health, safety, security, and environmental (HSSE) policies and procedures, and complies with applicable regulatory HSSE requirements associated with specific jobs.

The assignment of BP Job Representatives depends on the type of contractor being used.  The BP Job Representatives for the site are as follows:


Greenfield construction/Capital Projects

 
Engineering Programs 
Assigned Project, Maintenance, or Reliability Engineer


Buildings and grounds



Facility Supervisor

Routine/Non-routine (running) maintenance
Maintenance Supervisors

Operations services




Operations Supervisors
Specialty contractors (e g. Fire protection

Function owner or equipment)





designee
The Superintendent accountable for the work activity to be performed by contractor or designee shall identify specific BP Job Representatives for these positions.

Contractor Accountable Manager:  The individual designated to be the site contact for a contractor for overall performance in HSSE, Quality and project deliverables associated with the contractor’s refinery wide activities.  The individual provides oversight and communicates BP’s HSSE Expectations by:

· Providing key interface between BP and Contract Company

· Assuring that consistent message is heard by the contractor

· Overseeing Contractor’s overall performance 
The assignment of Contractor Accountable Manager is listed on the attachment.
The Contractor Review Committee, Maintenance Reliability and Project Manager or designee shall identify specific Contractor Accountable Managers.


Responsibilities
BP Job Representative

1.
Participate in pre-bid meetings for large projects – as requested by the Procurement Department.
2.
Assure that contractor employees complete site HSSE orientation prior to initial assignment at the site.
3.
Conduct and document a pre-job meeting with the contractor to:

· Provide on-site orientation for the contractor and to verify the contractor’s ability to comply with regulatory and site health, safety, and environmental requirements, and 

· To communicate with the contractor regarding the hazards at the job site as well as understand any hazards that may be brought on site by the contractor.

4.  Interface with on-site contractor safety specialist (if applicable) on expectations, issues, and contractor compliance with requirements.
5.
Conduct informal periodic job site reviews to monitor work in progress and assess contractor HSSE compliance and performance on HSSE, quality and project deliverables, operational performance, and compliance. 

 
Observations and deficiencies are communicated to contractor management and contractor safety specialist (if applicable) for follow-up.  These periodic reviews do not need to be documented.

6.  Conduct periodic inspections to monitor contractor performance on HSSE, quality and project deliverables and address deficiencies.
7.
Conduct evaluations of contractor HSSE and Operational performance using the form in the site Contractor Safety Program.  The evaluations may be done at the completion of the job, the expiration of the contract, or periodically for nested contractors.  The evaluation report should be issued to the CAM, contractor and the Procurement Department for use as a measuring tool when considering the contractor for future work.  
 Contractor Accountable Manager
1. Assure that the Contractor has clear understanding of BP Husky HSSE requirements, policies, and expected performance on HSSE, quality and project deliverables. 

2. Meet with Contractor as necessary to assess the contractor’s progress at implementing its Safety Plan and the effectiveness of the plan.  

3. Conduct periodic meetings with contractor management to review, discuss and evaluate contractor’s performance on HSSE, quality and project deliverables.
4. Review contractor incidents to insure they are properly investigated.  Participate as necessary in the investigations. 

5. Review status from the contractor on closure of incident action items.

6. Where there is a violation by the contractor of refinery procedures or polices, follow-up with contractor to insure necessary corrective action is taken to prevent recurrence. 

Training

BP Job Representatives and Contractor Accountable Managers shall be trained on applicable elements of the site Contractor Safety Program and their specific roles and responsibilities.  Retraining is required when there are significant changes to the site Contractor Safety Program or the roles/responsibilities for the position.

Review Date: 8/2/2010     Contractor Management Program      
Paper copies are uncontrolled.  The controlled version of this document can be found on the
BP-Husky Refining LLC. HSSE intranet.
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