STEPS FOR SUBMITTING HEALTH & SAFETY INFORMATION TO NDSC
All of the NDSC forms are located on the website at www.ndsc.org.  Go to ECCS and then Forms.

First step to completing the information required by NDSC is for the contractor to review the Safety Program/Type of Work matrix.  This matrix identifies the type of work to be performed by the contractor.   Once the contractor finds their type of work, the matrix identifies which written programs are required.   

Second step, for every written program required by the matrix, NDSC has an evaluation form that identifies what information must be covered in the contractor’s written health and safety manual.  All items on the applicable evaluation form must be addressed.  Not all evaluation forms are required.  Again, it is based on type of work per the matrix.  If there is an “x” under the program evaluation forms title listed at the top of the matrix, then you are REQUIRED to submit a written program that specifically addresses each item on that evaluation form.

In some cases, the evaluation forms exceed OSHA or other industry requirements and are ECCS operator requirements.  Although most of the evaluation forms refer to OSHA standards these forms were developed by an ECCS operator committee and outline what the committee felt was important to their industry.  The 1910 and 1926 OSHA standards were compared and the most stringent was used in developing the evaluation forms.  Each evaluation form is available on the NDSC website.  You can view and/or download the forms.

Third step, using the applicable NDSC evaluation forms, perform a self-audit on your existing written health & safety programs.  It is designed to be just like an “Open Book Test”.

Fourth step is completing the Safety, Health & Environmental Questionnaire.  Fill out the questionnaire and ensure that OSHA logs, including Summary 300A information or your company injury tracking forms, are sent along with the Experience Modification Rating (EMR) verification from your insurance company.  Ensure that all information is filled out completely.  The EMR verification can either be a letter from your insurance company, NCCI forms or State verification for States that have State Funded Worker’s Compensation programs.  If your company does not have an EMR, then a letter from your insurance company verifying that you are not eligible for a rating will be sufficient.  

Fifth step, below is a list of information that is required to be submitted to NDSC:

· Safety, Health & Environmental Questionnaire.

· OSHA logs for the past 3 years.
· EMR verification for the past 3 years.
· Written Health & Safety Programs based on type of work per the matrix.  Again these programs should be revised to meet the applicable evaluation forms.  A hard copy of the Health & Safety programs must be submitted.  NDSC does not want to be responsible for printing the programs and possibly missing information.  Again, only the programs required by the matrix and your work type are required to be submitted.  NDSC does not need your entire health & safety manual.
MOST FREQUENTLY ASKED QUESTIONS

Do all of my written health and safety programs have to address each item specifically on the applicable evaluation forms?

The evaluation forms were developed by an ECCS operator committee and outline the minimum requirements based on the consensus of the committee members.  NDSC gives percentages for each written program with 100% meeting the minimum requirements.  

Each ECCS operator has their own criteria for what is acceptable.  NDSC encourages contractors to achieve the 100% rating on all applicable written programs.  This helps avoid multiple reviews and keeps the contractor from being charged subsequent review fees.

Is there a charge for the initial review?

The ECCS operator pays for the initial review.  However, there is a charge for subsequent reviews of programs that do not meet the minimum 100% rating (see next question).

What happens if all of the required programs do not receive a 100% rating during the initial review?

Contractors have the opportunity to re-submit programs that are not 100% at any time.  There is a subsequent review fee (2nd audit is $150.00, 3rd audit is $300.00, fourth audit is $450.00).

I’m a construction contractor subject to the 1926 OSHA standard, why do some of the NDSC evaluation forms refer to the 1910 OSHA standard?

The ECCS operator committee compared the two standards and used the most stringent when developing the evaluation forms.  The evaluation forms were developed to address the requirements established by the ECCS operators and in some cases these requirements exceed the regulations.  The evaluation forms keep the NDSC auditors consistent with their review but more importantly outline specifically what information needs to be addressed in the written programs.

What if I can’t find my work type on the Safety Program/Type of Work Matrix?

The ECCS operators tried to address all of the work types performed by their contractors.  If you cannot find your work type you will need to contact the ECCS operator for clarification.  You can also contact NDSC; the best way is by e-mail.  

You can contact Tyler Svihovec at tylers@ndsc.org. 
I’ve already submitted my information to NDSC and have received another request from a different ECCS operator.  What do I do?

It is best to contact NDSC to see if additional information is needed.  Again, the best way to contact NDSC is by e-mail.

I really feel that a lot of the required programs are not applicable to my company?

NDSC has been instructed by the ECCS operators to follow the matrix requirements and evaluation forms.  Any exceptions or issues regarding the requirements need to be discussed with the ECCS operator.

My company is very large and has multiple locations.  Do you want OSHA logs for the entire company?

Yes.  If your company is a large company and have several OSHA logs, NDSC will accept your company’s injury tracking forms or summary of the OSHA logs.  NDSC tracks corporate numbers only.

I have less than 10 employees and I’m not required by OSHA to maintain the logs.  What information do I send to NDSC?

Even though OSHA does not require you to keep the OSHA logs, it is an ECCS operator requirement that you maintain and submit the logs to NDSC.

What kind of information is acceptable to verify the Experience Modification Rating (EMR)?

A letter from your insurance company, NCCI forms or information from your State if you are part of a State Funded Worker’s Compensation pool.  If your company is not eligible for an EMR rating, then a letter from your insurance company stating that is acceptable.

Who sees my information?

The ECCS operators receive contractor information via the NDSC website.  They go through the Client Access option and have a username and password.  All of the ECCS operators that utilize the NDSC monitoring service have access to the entire contractor database.  This way if a contractor has already gone through the process for another ECCS operator, the contractor information is already available.  This provides for a centralized system using a standardized pre-qualification process.  

I’ve tried to go to the NDSC website and enter my information but I can’t?  Why not?

Only the ECCS operators are issued a username & password.  NDSC inputs all contractor information.  If you need to update your information, you can download the questionnaire from the NDSC website and submit your updated information.  You can mail or e-mail your updated information to NDSC.

I just found out from the ECCS operator that my incident rating and/or EMR rating is incorrect or too high.  What do I do?  How can I change the information submitted to NDSC?

NDSC will not change any information regarding the incident rate or EMR rating unless a written explanation is provided.  NDSC then provides that information to the ECCS operator for their approval.  Once NDSC receives the approval from the ECCS operator, the information will be changed and/or updated.

The ECCS operators do use a 3-year average and each has their own acceptable criteria.  NDSC does not publish that information.  You would have to contact the ECCS operator for that information.

Below is a link to the OSHA website for instructions on how to properly complete the OSHA logs:  http://www.osha.gov/recordkeeping/RKforms.html
Once all of the required written programs are 100%, how often do I have to submit information to NDSC?

If the regulations don’t change and the ECCS operators don’t make changes, then the only information you have to submit is an annual questionnaire to update your safety stats and supporting information (i.e., OSHA logs, EMR verification, and “show stopper” questions).  “Show stopper” questions are certain questions from the questionnaire that the ECCS operators have asked NDSC to track on our database.  NDSC will contact you each year to provide this information or a notice is also published on the NDSC website under Health & Safety, Forms - “Annual Update”.

I’ve received a request from NDSC to perform a self-audit.  What does this mean?

NDSC has received initial information from the contractor and the NDSC auditor has determined that some or all of the programs may not meet the applicable evaluation forms.  The NDSC auditors want to give every contractor the opportunity to address all items on the applicable evaluation forms before proceeding with the review.  This reduces the need for multiple audits and also keeps the contractor from having to pay for subsequent reviews.  To complete the self-audit, just note anywhere on the NDSC forms the section and page number of where you feel your manual addresses the items on the applicable NDSC form(s).   When you find the deficiencies in your written health & safety manual, revise your programs appropriately.  Then return the results of your self-audit, along with your revised health & safety manual, to NDSC.

NDSC does not accept copies or parroting of the regulations, “fill in the blank” programs that are not completed, language that indicates that the client/host is responsible for the program, unauthorized use of consultant programs or verbatim language use of the NDSC evaluation forms to write health and safety programs.  The programs must be personalized and written specifically for your company and your type of work.  You may use the description and comments in the evaluation forms as guidance, however, it is your responsibility to research and understand these requirements and in turn, adopt them for your company.

After I submit my information to NDSC, how soon will the audit be completed and when will I receive the results of the audit?

Each day, NDSC logs in information received by contractors.  The information is placed in a pending file in date order.  The reviews are conducted in date order and normally take between 10-15 working days.  Once the audit is completed, a copy of the results, including a printout of the information that is posted to the NDSC database and website, is mailed to the contractor.

I need the review of my information completed as soon as possible.  What can I do to speed up the process?

Since NDSC wants to be fair to each and every contractor, expedited reviews need to be authorized by the ECCS operator.  The ECCS operator needs to contact NDSC to request a “rush” audit.

I’ve sent my information to NDSC, how can I verify that you’ve received the information?

If you are concerned with NDSC receiving your information, it is suggested that you use a mailing/shipping method that will provide you with a confirmation of delivery.  NDSC does not have time to take telephone calls from contractors wanting to verify that the information was received.  If you haven’t heard from NDSC within 30-days, then please feel free to contact us.

How would I contact someone in your office?

All contact information can be found under “Contact Us”.  It is best to contact NDSC by e-mail.
