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PART 1 – INVITATION AND SUBMISSION INSTRUCTIONS  
 
1.1 Invitation to Proponents 
 
1.1.1 Invitation 

This Request for Proposals (the “RFP”) is an invitation by Ontario Northland Transportation 
Commission (“ONTC”) to prospective proponents to submit proposals for Engineering Services 
for Timmins Bus Garage Upgrades, as further described in Section A of the RFP Particulars 
(Appendix B) (the “Deliverables”).  

ONTC is an agency of the Province of Ontario that provides reliable and efficient transportation 
services to northern and rural communities. For over 120 years, the company has provided 
integrated and impactful transportation services including rail freight, passenger rail, motor coach 
transportation, rail repair, and remanufacturing services.  
 
ONTC’s rail services are vital in maintaining a reliable supply chain in Northern Ontario by 
connecting freight customers to global economies. The forestry industry, mining operations, 
farming communities, and manufacturers count on ONTC’s services to deliver large volumes 
across vast distances. The company’s 675 miles of mainline track span throughout northeastern 
Ontario and northwestern Quebec. 
 
ONTC motor coaches connect rural Ontario to major centres providing access to education, 
medical appointments, shopping, and seamless connections to other transportation providers. 
The Polar Bear Express passenger train connects Moosonee and Cochrane, Ontario, providing 
an all-season land link for Indigenous communities on the James Bay Coast. 
 
Improving and repairing transportation equipment is also a large part of ONTC’s service offering. 
We remanufacture and repair locomotives, passenger rail cars, freight cars, and more. ONTC’s 
unique mechanical skillset attracts new business and secures skilled trades jobs in Northern 
Ontario. 
 
ONTC makes provincial dollars reach further by creating innovative solutions that help drive 
economic growth sustainably, responsibly, and with future generations’ top of mind. Throughout 
the agency, modernization is underway with many exciting projects that will improve how we 
operate. ONTC employs over 1,000 people including Locomotive Engineers, Motor Coach 
Operators, skilled tradespeople, and business professionals. Employees work together to 
improve and deliver services that provide value to the regions served. 

ONTC is seeking to retain the professional services of an Engineering firm to provide architectural 
review and engineering design to refurbish the ONTC Bus Garage Building located in Timmins 
Ontario. The scope includes but not limited to providing design and detail drawings, reviewing 
shop drawings from the contractor, and completing site review during construction and at 
completion. 

The Consultant shall provide all resources necessary and design services to complete the scope; 
this may include Architectural, Civil and Structural, Mechanical, Fire protection, and Electrical 
engineering. 
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1.1.2 Proponent Must Be Single Entity 

The proponent must be a single legal entity that, if selected, intends to enter into the contract with 
ONTC. If the proposal is being submitted jointly by two (2) or more separate entities, the proposal 
must identify only one (1) of those entities as the “proponent”. The proponent will be responsible 
for the performance of the Deliverables. 

1.1.3 Bidding System Registration 

All proponents must have a vendor account or pay a one-time fee with the electronic bidding 
system at: https://www.merx.com/. This will enable the proponent to download the solicitation 
document, to receive addenda email notifications, download addenda, and submit their proposal 
electronically through the bidding system.   

1.2 RFP Contact 

For the purposes of this procurement process, the “RFP Contact” will be:   

Brinda Ranpura 
Procurement Contracts Specialist 
Telephone: 705-472-4500 * 548 
Email: brinda.ranpura@ontarionorthland.ca 

Proponents and their representatives are not permitted to contact any employees, officers, 
agents, elected or appointed officials, or other representatives of ONTC, other than the RFP 
Contact, concerning matters regarding this RFP. Failure to adhere to this rule may result in the 
disqualification of the proponent and the rejection of the proponent’s proposal. 

1.3  Accommodations for Proponents with Disabilities  

In accordance with the Ontario Human Rights Code, Ontarians with Disabilities Act, 2001 (ODA) 
and Accessibility for Ontarians with Disabilities Act, 2005 (AODA), ONTC will accommodate for a 
disability, ensuring full and equitable participation throughout the RFP process.  

If a proponent requires this RFP in a different format to accommodate a disability, the proponent 
must contact the RFP Contact as soon as possible and in any event prior to the Submission 
Deadline. The RFP in the different format will be issued only to the requesting proponent and all 
addenda will be issued in such different format only to the requesting proponent. 

1.4  French Language Services 

In accordance with the French Language Services Act, R.S.O. 1990, c. F.32, and Ontario 
Regulation 544/22, ONTC is committed to providing equitable access to procurement 
opportunities in both official languages. 

While this RFP and associated documents are posted in English, a French version is available 
upon request. Interested parties may contact the RFP Contact to obtain a French copy. 

ONTC shall ensure that the French version is: 

(a) Provided in a timely manner; 

https://www.merx.com/
mailto:brinda.ranpura@ontarionorthland.ca
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(b) Equivalent in content and quality to the English version; 
(c) Available throughout the posting period of the RFP. 

 
1.5 Contract for Deliverables 
 
1.5.1  Type of Contract 

The selected proponent will be required to enter into an agreement with ONTC for the provision 
of the Deliverables in the form attached as Appendix A to the RFP (the “Agreement”).  

1.5.2 Term of Contract 
 
The term of the Agreement will be in effect until the completion of the Deliverables, as 
outlined in Appendix A.  
 
1.6 RFP Timetable 
 
1.6.1 Key Dates 
 

Issue Date of RFP Wednesday, November 19, 2025 
Mandatory Site Visit Not Applicable 
Deadline for Questions Friday, December 05, 2025 at 2:00:00 PM local time 
Deadline for Issuing Addenda Tuesday, December 09, 2025 at 2:00:00 PM local time 
Submission Deadline Thursday, December 11, 2025 at 2:00:00 p.m. EDT local 

time 
Irrevocability Period Ninety (90) calendar days 

The RFP timetable is tentative only and may be changed by ONTC at any time. 

1.6.2  Mandatory Site Visit  

Not Applicable.  

1.7 Submission Instructions 
 
1.7.1 Submission of Proposals 

Proposals must be submitted electronically through the bidding system at:   

https://www.merx.com/ 

Submissions by other methods will not be accepted. 

In the event of any technical issues, proponents should contact the bidding system’s technical 
support. 

MERX        Customer Support 
Phone        1-800-964-6379 
Email         merx@merx.com 

https://www.merx.com/
mailto:merx@merx.com
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The Technical Proposal shall be uploaded into the bidding system, in PDF format, and not have 
a security password. It is the proponent’s sole responsibility to ensure all uploaded documents 
are not defective, corrupted, or blank and can be opened by ONTC. If the Technical Proposal 
cannot be downloaded by ONTC, the Proposal shall be rejected. 
 
The Pricing Proposal shall be uploaded into the bidding system. No pricing information shall be 
uploaded as part of the Technical Proposal as this is a two-envelope process. 
 
1.7.2 Proposals to Be Submitted on Time 

Proposals must be finalized and fully uploaded in the bidding system on or before the Submission 
Deadline. The time of receipt of proposals shall be determined by the bidding system web clock. 
Late submissions will not be accepted by the bidding system and will be disqualified as late. 

Proponents are cautioned that the timing of submission is based on when the proposal is received 
by the bidding system, not when a proposal is submitted by a proponent. As transmission can be 
delayed due to file transfer size, transmission speed, or other technical factors, proponents should 
plan to submit proposals well in advance of the Submission Deadline to avoid submitting late due 
to technical issues. Proponents submitting near the Submission Deadline do so at their own risk.   

The bidding system will send a confirmation email to the proponent advising when the proposal 
was submitted successfully. If you do not receive a confirmation email, contact the bidding 
system’s technical support immediately. 

1.7.3 Proposals to Be Submitted in Prescribed Format 

Proposal materials should be prepared and submitted in accordance with the instructions in the 
bidding system, including any maximum upload file size.  

Documents should not be embedded within uploaded files, as the embedded files may not be 
accessible or evaluated. 

1.7.4 Amendment of Proposals 

Proponents may amend their proposals prior to the Submission Deadline. However, the 
proponent is solely responsible for ensuring that the amended proposal is received by the bidding 
system by the Submission Deadline. 

1.7.5 Withdrawal of Proposals 

Prior to the Submission Deadline, proponents may withdraw a submitted proposal through the 
bidding system.  

1.7.6 Proposals Irrevocable after Submission Deadline 

Proposals shall be irrevocable for the Irrevocability Period, as specified in the RFP Timetable, 
running from the moment that the Submission Deadline passes. 

[End of Part 1] 
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PART 2 – EVALUATION AND AWARD 
 
2.1 Stages of Evaluation 

ONTC will conduct the evaluation of proposals in the following stages: 

2.2 Stage I – Mandatory Submission Requirements 

Stage I will consist of a review to determine which proposals comply with all of the mandatory 
submission requirements. Proposals that do not comply with all of the mandatory submission 
requirements as of the Submission Deadline will, subject to the express and implied rights of 
ONTC, be rejected. The mandatory submission requirements are listed in Section C of the RFP 
Particulars (Appendix B). 

2.2.1 No Amendment to Forms  

Other than inserting the information requested on the mandatory submission forms set out in the 
RFP, a proponent may not make any changes to any of the forms. Any proposal containing any 
such changes, whether on the face of the form or elsewhere in the proposal, may be disqualified.  

2.3 Stage II – Evaluation  

Stage II will consist of the following two (2) sub-stages: 

2.3.1 Mandatory Technical Requirements  

ONTC will review the proposals to determine whether the mandatory technical requirements as 
set out in Section D of the RFP Particulars (Appendix B) have been met. Proposals that do not 
comply with all of the mandatory technical requirements will, subject to the express and implied 
rights of ONTC, be rejected.  

2.3.2 Non-Price Rated Criteria 

ONTC will evaluate each qualified proposal on the basis of the non-price rated criteria as set out 
under Initial Evaluation Criteria in Section F of the RFP Particulars (Appendix B).  

2.4 Stage III – Pricing  

Stage III will consist of a scoring of the submitted pricing of each qualified proposal in accordance 
with the price evaluation method set out in Section G of the RFP Particulars (Appendix B). The 
evaluation of price will be undertaken after the evaluation of mandatory requirements and rated 
criteria has been completed.  

In the event that a proponent’s pricing appears to be abnormally low in relation to the Deliverables, 
ONTC may require the proponent to provide a detailed explanation of the pricing information to 
account for the low level of price and confirm that all requirements in respect of the Deliverables 
have been taken into account. If the proponent is unable to satisfactorily account for the 
abnormally low pricing, ONTC may reject the proposal. ONTC may also reject any proposal that 
contains unbalanced pricing. Pricing may be considered unbalanced where nominal or 
significantly understated prices are proposed for some elements of the Deliverables and inflated 
prices are proposed for other elements of the Deliverables. Unbalanced pricing includes, but is 
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not limited to, “front-loaded” pricing which contains inflated pricing for Deliverables to be provided 
or completed at the beginning of the contract, offset by understated pricing for Deliverables to be 
provided or completed later in the contract. 

2.5 Selection of Top-Ranked Proponent 

After the completion of Stage III, all scores from Stage II and Stage III will be added together and 
proponents will be ranked based on their total scores. Subject to the reserved rights of ONTC, 
the top-ranked proponent will be selected to enter into the Agreement in accordance with the 
following section. In the event of a tie, the selected proponent will be the proponent with the 
highest score on the non-price rated criteria OR with the lowest price. 

2.6 Notice to Proponent and Execution of Agreement 

Notice of selection by ONTC to the selected proponent shall be in writing. The selected proponent 
shall execute the Agreement in the form attached as Appendix A to this RFP and satisfy any other 
applicable conditions of this RFP, including the pre-conditions of award listed in Section E of the 
RFP Particulars (Appendix B), within fifteen (15) days of notice of selection. This provision is 
solely for the benefit of ONTC and may be waived by ONTC.  

2.7 Failure to Enter into Agreement 
 
If a selected proponent fails to execute the Agreement or satisfy any pre-conditions of award 
within fifteen (15) days of notice of selection, ONTC may, without incurring any liability, proceed 
with the selection of another proponent and pursue all other remedies available to ONTC. 

[End of Part 2] 
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PART 3 – TERMS AND CONDITIONS OF THE RFP PROCESS 
 
3.1 General Information and Instructions 
 
3.1.1 RFP Incorporated into Proposal 

All of the provisions of this RFP are deemed to be accepted by each proponent and incorporated 
into each proponent’s proposal. A proponent who submits conditions, options, variations, or 
contingent statements inconsistent with the terms set out in this RFP, including the terms of the 
Agreement in Appendix A, either as part of its proposal or after receiving notice of selection, may 
be disqualified. If a proponent is not disqualified despite such changes or qualifications, the 
provisions of this RFP, including the Agreement set out in Appendix A, will prevail over any such 
changes or qualifications in the proposal.  

3.1.2 Proponents to Follow Instructions 

Proponents should structure their proposals in accordance with the instructions in this RFP. 
Where information is requested in this RFP, any response made in a proposal should reference 
the applicable section numbers of this RFP. 

3.1.3 Proposals in English 

All proposals are to be in English only.  

3.1.4 No Incorporation by Reference  

The entire content of the proponent’s proposal should be submitted in a fixed format, and the 
content of websites or other external documents referred to in the proponent’s proposal, but not 
attached, will not be considered to form part of its proposal. 

3.1.5 Past Performance 

In the evaluation process, ONTC may consider the proponent’s past performance or conduct on 
previous contracts with ONTC or other institutions.  

3.1.6 Information in RFP Only an Estimate 

ONTC and its advisers make no representation, warranty, or guarantee as to the accuracy of the 
information contained in this RFP or issued by way of addenda. Any quantities shown or data 
contained in this RFP or provided by way of addenda are estimates only and are for the sole 
purpose of indicating to proponents the general scale and scope of the Deliverables. It is the 
proponent’s responsibility to obtain all the information necessary to prepare a proposal in 
response to this RFP. 

3.1.7 Proponents to Bear Their Own Costs 

The proponent will bear all costs associated with or incurred in the RFP process, including, without 
limitation, preparation and presentation of its proposal and if applicable, costs incurred for meeting 
attendance, interviews or demonstrations.  
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3.1.8 Proposal to be retained by ONTC  

ONTC will not return the proposal or any accompanying documentation submitted by a proponent. 

3.1.9 No Guarantee of Volume of Work or Exclusivity of Contract  

ONTC makes no guarantee of the value or volume of work to be assigned to the selected 
proponent. The Agreement will not be an exclusive contract for the provision of the described 
Deliverables. ONTC may contract with others for goods and services the same as or similar to 
the Deliverables or may obtain such goods and services internally. 

3.1.10    Trade Agreements  

Proponents should note that procurements falling within the scope of the Ontario-Quebec Trade 
and Co-operation Agreement, Canadian Free Trade Agreement, and Comprehensive Economic 
and Trade Agreement are subject to those trade agreements but that the rights and obligations 
of the parties will be governed by the specific terms of this RFP. 

3.2 Communication after Issuance of RFP 
 
3.2.1 Proponents to Review RFP 

Proponents shall promptly examine all of the documents comprising this RFP, and  

(a) shall report any errors, omissions, or ambiguities; and 

(b) may direct questions or seek additional information 

in writing by email to the RFP Contact on or before the Deadline for Questions. No such 
communications are to be sent or initiated through any other means. ONTC is under no obligation 
to provide additional information, and ONTC is not responsible for any information provided by or 
obtained from any source other than the RFP Contact or the bidding system. It is the responsibility 
of the proponent to seek clarification on any matter it considers to be unclear. ONTC shall not be 
responsible for any misunderstanding on the part of the proponent concerning this RFP or its 
process. 

3.2.2 All New Information to Proponents by Way of Addenda  

This RFP may be amended only by addendum in accordance with this section. If ONTC, for any 
reason, determines that it is necessary to provide additional information relating to this RFP, such 
information will be communicated to all proponents by addendum posted in the bidding system. 
Each addendum forms an integral part of this RFP and may contain important information, 
including significant changes to this RFP. Proponents are responsible for obtaining all addenda 
issued by ONTC.  

3.2.3 Post-Deadline Addenda and Extension of Submission Deadline 

If ONTC determines that it is necessary to issue an addendum after the Deadline for Issuing 
Addenda, ONTC may extend the Submission Deadline for a reasonable period of time. 
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3.2.4 Verify and Clarify 

When evaluating proposals, ONTC may request further information from the proponent or third 
parties in order to verify or clarify the information provided in the proponent’s proposal. The 
response received by ONTC shall, if accepted by ONTC, form an integral part of the proponent’s 
proposal. 

3.3 Notification and Debriefing 
 
3.3.1 Notification to Other Proponents  

Once the Agreement is executed by ONTC and a proponent, the other proponents may be notified 
directly in writing and shall be notified by public posting, on ONTC’s website, of the outcome of 
the procurement process.  

3.3.2 Debriefing 

Proponents may request a debriefing after receipt of a notification of the outcome of the 
procurement process. All requests must be in writing to the RFP Contact and must be made within 
sixty (60) days of such notification. The RFP Contact will contact the proponent’s representative 
to schedule the debriefing. Debriefings may occur by way of conference call or other remote 
meeting format as prescribed by ONTC. 

3.3.3 Procurement Protest Procedure 

Any proponent with concerns about the RFP process is required to attend a debriefing prior to 
proceeding with a protest.  

If, after attending a debriefing, the proponent wishes to challenge the RFP process, it should 
provide written notice to the RFP Contact in accordance with applicable procurement protest 
procedures. The written notice must contain: 

(a) a clear statement as to which procurement the proponent wishes to challenge;  

(b) a clear explanation of the proponent’s concerns with the procurement, including specifics 
as to why it disagrees with the procurement process or its outcome; and 

(c) the proponent’s contact details, including name, telephone number, and email address. 

ONTC will send an initial response to acknowledge receipt of the proponent’s notice and indicate 
the date by which ONTC will provide the proponent with a formal response.  

3.4 Conflict of Interest and Prohibited Conduct 
 
3.4.1 Conflict of Interest 

For the purposes of this RFP, the term “Conflict of Interest” includes, but is not limited to, any 
situation or circumstance where: 
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(a) in relation to the RFP process, the proponent has an unfair advantage or engages in 
conduct, directly or indirectly, that may give it an unfair advantage, including, but not 
limited to: 

(i) having or having access to confidential information of ONTC in the preparation of 
its proposal that is not available to other proponents;  

(ii) having been involved in the development of the RFP, including having provided 
advice or assistance in the development of the RFP;  

(iii) receiving advice or assistance in the preparation of its response from any individual 
or entity that was involved in the development of the RFP;  

(iv) communicating with any person with a view to influencing preferred treatment in 
the RFP process (including, but not limited to, the lobbying of decision-makers 
involved in the RFP process); or  

(v) engaging in conduct that compromises, or could be seen to compromise, the 
integrity of the open and competitive RFP process or render that process non-
competitive or unfair; or 

(b) in relation to the performance of its contractual obligations under a contract for the 
Deliverables, the proponent’s other commitments, relationships, or financial interests:  

(i) could, or could be seen to, exercise an improper influence over the objective, 
unbiased, and impartial exercise of its independent judgement; or  

(ii) could, or could be seen to, compromise, impair, or be incompatible with the 
effective performance of its contractual obligations. 

3.4.2 Disqualification for Conflict of Interest 

ONTC may disqualify a proponent for any conduct, situation, or circumstances, determined by 
ONTC, in its sole and absolute discretion, to constitute a Conflict of Interest as defined above.  

An existing supplier of ONTC may be precluded from participating in the RFP process in instances 
where ONTC has determined that the supplier has a competitive advantage that cannot be 
adequately addressed to mitigate against unfair advantage. This may include, without limitation, 
situations in which an existing supplier is in a position to create unnecessary barriers to 
competition through the manner in which it performs its existing contracts, or situations where the 
incumbent fails to provide the information within its control or otherwise engages in conduct 
obstructive to a fair competitive process. 

3.4.3 Disqualification for Prohibited Conduct or Breach 

ONTC may disqualify a proponent, rescind a notice of selection, or terminate a contract 
subsequently entered into if ONTC determines in its sole and absolute discretion that the 
proponent has engaged in any conduct prohibited by this RFP or has otherwise breached the 
terms of the of the RFP. 
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3.4.4 Prohibited Proponent Communications 

Proponents must not engage in any communications that could constitute a Conflict of Interest 
and should take note of the Conflict of Interest declaration set out in the Submission Form 
(Appendix C).  

3.4.5 Proponent Not to Communicate with Media 

Proponents must not, at any time directly or indirectly, communicate with the media in relation to 
this RFP or any agreement entered into pursuant to this RFP without first obtaining the written 
permission of the RFP Contact. Further, proponents must not make any media release, social 
media or Internet post, public announcement or public disclosure (whether for publication in the 
press, on the radio, television, internet or any other medium) that relates to the RFP process, the 
solicitation documents or the Deliverables or any matters related thereto, without the prior written 
consent of ONTC. 

3.4.6 No Lobbying 

Proponents must not, in relation to this RFP or the evaluation and selection process, engage 
directly or indirectly in any form of political or other lobbying whatsoever to influence the selection 
of the selected proponent(s).  

3.4.7 Illegal or Unethical Conduct 

Proponents must not engage in any illegal business practices, including activities such as bid-
rigging, price-fixing, bribery, fraud, coercion, or collusion. Proponents must not engage in any 
unethical conduct, including lobbying, as described above, or other inappropriate 
communications; offering gifts to any employees, officers, agents, elected or appointed officials, 
or other representatives of ONTC; deceitfulness; submitting proposals containing 
misrepresentations or other misleading or inaccurate information; or any other conduct that 
compromises or may be seen to compromise the competitive process provided for in this RFP. 

3.4.8 Supplier Suspension  

ONTC may suspend a supplier from participating in its procurement processes for prescribed time 
periods based on past performance or based on inappropriate conduct, including, but not limited 
to, the following:  

(a) illegal or unethical conduct as described above;  

(b) the refusal of the supplier to honour its submitted pricing or other commitments;  

(c) engaging in litigious conduct, bringing frivolous or vexatious claims in connection with 
ONTC’s procurement processes or contracts, or engaging in conduct obstructive to a fair 
competitive process; or 

(d) any conduct, situation, or circumstance determined by ONTC, in its sole and absolute 
discretion, to have constituted an undisclosed Conflict of Interest.  

In advance of a decision to suspend a supplier, ONTC will notify the supplier of the grounds for 
the suspension and the supplier will have an opportunity to respond within a timeframe stated in 
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the notice. Any response received from the supplier within that timeframe will be considered by 
ONTC in making its final decision. 

3.5 Confidential Information 
 
3.5.1 Confidential Information of ONTC  

All information provided by or obtained from ONTC in any form in connection with this RFP either 
before or after the issuance of this RFP: 

(a) is the sole property of ONTC and must be treated as confidential; 

(b) is not to be used for any purpose other than replying to this RFP and the performance of 
the Agreement; 

(c) must not be disclosed without prior written authorization from ONTC; and 

(d) must be returned by the proponent to ONTC immediately upon the request of ONTC. 

Each proponent shall be responsible for any breach of the provisions of this section by any person 
to whom it discloses ONTC confidential information. 

3.5.2 Confidential Information of Proponent 

A proponent should identify any information in its proposal or any accompanying documentation 
supplied in confidence for which confidentiality is to be maintained by ONTC. The confidentiality 
of such information will be maintained by ONTC, except as otherwise required by law or by order 
of a court or tribunal. Proponents are advised that their proposals will, as necessary, be disclosed 
on a confidential basis to advisers retained by ONTC to advise or assist with the RFP process, 
including the evaluation of proposals. If a proponent has any questions about the collection and 
use of personal information pursuant to this RFP, questions are to be submitted to the RFP 
Contact. 

3.6 Reserved Rights and Limitation of Liability 
 
3.6.1 Reserved Rights of ONTC 

ONTC reserves the right to: 

(a) make public the names of any or all proponents; 

(b) make changes, including substantial changes, to this RFP provided that those changes 
are issued by way of addendum in the manner set out in this RFP; 

(c) request written verification or clarification from any proponent and incorporate a 
proponent’s response to that request for clarification into the proponent’s proposal; 

(d) assess a proponent’s proposal on the basis of: (i) a financial analysis determining the 
actual cost of the proposal when considering factors including quality, service, price, and 
transition costs arising from the replacement of existing goods, services, practices, 
methodologies, and infrastructure (howsoever originally established); and (ii) in addition 
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to any other evaluation criteria or considerations set out in this RFP, consider any other 
relevant information that arises during this RFP process; 

(e) reject a proposal that contains abnormally low or unbalanced pricing; 

(f) waive formalities and accept proposals that substantially comply with the requirements of 
this RFP; 

(g) verify with any proponent or with a third party any information set out in a proposal; 

(h) check references other than those provided by any proponent; 

(i) disqualify a proponent, rescind a notice of selection, or terminate a contract subsequently 
entered into if the proponent has engaged in any conduct that breaches the process rules 
or otherwise compromises or may be seen to compromise the competitive process;  

(j) select a proponent other than the proponent whose proposal reflects the lowest cost to 
ONTC; 

(k) cancel this RFP process at any stage; 

(l) cancel this RFP process at any stage and issue a new RFP for the same or similar 
deliverables; 

(m) accept any proposal in whole or in part; or 

(n) reject any or all proposals;   

and these reserved rights are in addition to any other express rights or any other rights that may 
be implied in the circumstances. 

3.6.2 Limitation of Liability  

By submitting a proposal, each proponent agrees that 

(a) neither ONTC nor any of its employees, officers, agents, elected or appointed officials, 
advisors, or representatives will be liable, under any circumstances, for any claim arising 
out of this RFP process including, but not limited to, costs of preparation of the proposal, 
loss of profits, loss of opportunity, or for any other claim; and 

(b) the proponent waives any right to or claim for any compensation of any kind whatsoever, 
including claims for costs of preparation of the proposal, loss of profit, or loss of opportunity 
by reason of ONTC’s decision to not accept the proposal submitted by the proponent, to 
enter into an agreement with any other proponent, or to cancel this RFP process, and the 
proponent shall be deemed to have agreed to waive such right or claim.  

3.7 Governing Law and Interpretation   

These Terms and Conditions of the RFP Process (Part 3): 
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(a) are intended to be interpreted broadly and independently (with no particular provision 
intended to limit the scope of any other provision);  

(b) are non-exhaustive and shall not be construed as intending to limit the pre-existing rights 
of ONTC; and  

(c) are to be governed by and construed in accordance with the laws of the Province of 
Ontario and the federal laws of Canada applicable therein and the courts of the Province 
of Ontario shall have exclusive jurisdiction to entertain any action or proceeding based on, 
relating to or arising from this RFP. 

3.8 Power of Legislative Assembly   

No provision of this RFP is intended to operate, nor shall any such provision have the effect of 
operating, in any way, that would interfere with or otherwise fetter the discretion of the Legislative 
Assembly of Ontario in the exercise of its legislative powers. 

 

[End of Part 3] 
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APPENDIX A – FORM OF AGREEMENT 

The Agreement for Deliverables will be the ONTC – Draft Form of agreement, as attached to 
this Appendix A. 
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APPENDIX B – RFP PARTICULARS 
 

A. THE DELIVERABLES 

SUMMARY 

ONTC is seeking to retain the professional services of an Engineering firm to provide architectural 
review and engineering design to refurbish the ONTC Bus Garage Building located in Timmins 
Ontario. The scope includes but not limited to providing design and detail drawings, reviewing 
shop drawings from the contractor, and completing site review during construction and at 
completion. 

The Consultant shall provide all resources necessary and design services to complete the scope; 
this may include Architectural, Civil and Structural, Mechanical, Fire protection, and Electrical 
engineering. 

BACKGROUND INFORMATION 

The Timmins Bus Garage is located 643 Moneta Avenue, Timmins, ON. The facility primarily 
serves as a maintenance garage for Ontario Northland buses. The building is an elevated single-
storey structure with a mezzanine. An office and boardroom are located on the mezzanine. The 
garage bay also includes a lunchroom / office, a washroom, an electrical room, and the entrance 
to the crawl space underneath the mezzanine. Based on the gathered information, the building 
was constructed in 1967 with an area of approximately 481 square metres (5,180 square feet). 

PROJECT OBJECTIVES 

The project aims are to refurbish the exterior and interior walls, including the addition of wall 
insulation to improve the building’s energy efficiency and heating performance during the winter 
month. Moreover, the garage contains a bus washing bay, an interior wall protection is required 
to safeguard the walls from washing and moisture in the area. The project also includes some 
exterior and interior mechanical and electrical upgrades.  

DESIGN SCOPE 
 

1. Architectural 
 

a. Exterior/Interior man doors replace/restore.  
b. Replace all exterior windows.  
c. Replace windows Sill. 
d. Replace Outdoor/Indoor signs. 
e. Review existing fire separation, identify any deficiencies, and provide a report with 

recommendations and updated drawings to ensure compliance with fire safety 
requirements.  

f. Replace ONTC building sign (Signage will be provided by ONTC). 
g. Repair Low wall at door entrance. 
h. Replace roof Canopies. 
i. Add canopy on main entrance door by the garage overhead doors.  
j. Replace Storage Shed canopy and provide concrete pad. Please refer to photo 

0490 
k. Exterior wall to add insulation, vapor barrier. 
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l. Add Interior panels for protections, moisture control and better insulation.  
m. Electrical room dropdown ceiling to be provided and insulation to be added.  
n. Electrical room drain cover to be replaced and floor to be painted. 

 
2. Structural 

 
a. Exterior brickwork restoration. 
b. Replace Bollards. 
c. Repair Exterior/Interior Foundation cracks. 
d. Exterior foundation waterproofing inspections and repair if required. 
e. Site regrading and to provide positive drainage around the building.  
f. Aprons to be provided in front of the 3 garage doors. 

 
3. Mechanical 

 
a. Design any ventilation system as required to control moisture in the building (ERV, 

exhaust fans, etc.) (Note: Bay 3 of the building is used as a wash bay especially in 
the winter months) 

b. Unused exhaust fans to be removed. 
c. Camlock connector with dust cap to be installed on the outdoor holding tank 

suction pipe. 
d. Make up air unit located in shop area to be decommissioned. 
e. Exhaust ventilation analysis should be performed to determine adequate exhaust 

equipment required for ventilating and controlling moisture in the shop area.  
f. Review existing AC unit and provide central AC to be installed in the Office area, 

kitchen, toilet and lunch area. The AC unit can be added to the existing furnace if 
possible. Add ERV to ensure air ventilation in those areas. 

g. Domestic water pipes and fitting to be replaced and backflow preventer to be 
installed on the incoming supply (Refer to BCA report element D202001). 
 

4. Electrical 
 

a. Exterior lighting  
b. Exterior/Interior electrical outlets. 
c. Sea can electrical connection to be replaced  
d. Replace outdated electrical panels located in the shop area and in the electrical 

room.  
e. Emergency lights to be tested and replaced if needed. 
f. Exit lights to be replaced. 
g. Review building energy consumption and determine if any upgrades are needed 

to the existing service. 
h. Provide updated single line diagrams.  

DESIGN CRITERIA 
 

1. Design shall comply with Ontario Building Code, National building Code. The most 
stringent code shall be used as applicable.  

2. Design shall comply with relevant standards, codes and regulations (TSSA). 
3. Design shall provide for redundancy, safety, energy efficiency, noise reduction. 
4. Equipment specified shall meet or exceed energy efficiency requirements. 
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5. Provide proper access for maintenance. 
6. Specify available equipment options that are known for their reliability, energy efficiency, 

and proven performance in the market. Products with established warranty coverage and 
strong service support in northern Ontario area.  

DESCRIPTION OF SERVICES  
 

1. Task 1 – Programming phase 
 

a. Kick-off Meeting with ONTC. 
b. Review of available information: existing drawings. They will be provided in PDF 

format. 
c. Initial site visits and assessments of existing conditions to gather and document 

site-specific information. 
d. Review available environmental reports (such as DSS reports). 
e. Coordinate with local Authorities Having Jurisdiction, utility services, vendors and 

manufacturers for preliminary inputs. 
 

2. Task 2 – Schematic and Detailed Design 
 

a. Based on the outcome of the programming phase, develop a design brief and 
provide it to ONTC for approval. 

b. Provide a project schedule outlining key milestones and deadlines. 
c. Advise of any available incentives, energy efficiency, and sustainability 

opportunities that can be incorporated into the design. 
d. ONTC will provide single line diagram, existing drawings in PDF format. Consultant 

shall identify and request from ONTC any required additional information and 
inform ONTC in a timely manner. 

e. Develop Schematic design (30%), Detailed Design (60%) and (90%). Deliverables 
shall be provided for ONTC review. Allow one week for review for each package 
and a review meeting (one hour duration) for each submission. 

f. Develop a complete project specification document. 
g. Finalize and supply a complete IFT set (drawings, specification, diagram, 

equipment schedule, single line diagram). 
h. Provide an opinion of the probable cost of construction as the design 

progresses, i.e., Class C and Class B estimates. 
i. Provide CAD files. 

 
3. Task 3 – Tendering services 

 
a. Provide responses and clarifications as required during the tendering phase. 
b. Assume preparing five (5) Addenda 
c. Provide IFC set if required. 

 
4. Task 4 – Contract Admin services 

 
a. Complete site review and inspection as required. Assume eight (8) site visits. 
b. Monthly site visits during construction. 
c. Respond to addenda. Assume (9) addenda. 
d. Shop drawings review. Assume one (1) round of submission per discipline. 
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e. Respond to RFIs and issue SIs as required. Assume twelve (12) RFIs. 
f. Complete final inspection (punch list). Assume one sit visit for final inspection. 
g. Turnover any project information to ONTC in the format required per the 

agreement. 
h. Provide records drawings in CAD format.  

SCHEDULE OF SERVICES 
 

a. Work is expected to start as soon as possible  
b. Tasks 1 and 2 are to be completed by March 23, 2026. 
c. Tasks 3 is to start in April 2026. 
d. Task 4 is to start in May and be complete by December 2026. 

PROJECT DELIVERABLES 
 

- Engineering Project Schedule 
- Issued for Tender (IFT) package.  
- IFC drawings and specifications. PDF and CAD files. 
- Site inspection reports. 
- Occupancy letter 

 

REFERENCE IMAGE  

 

Photo 0490 
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B. MANDATORY SUBMISSION REQUIREMENTS 
 
1. Submission Form (Appendix C) 

Each bid must include a Submission Form (Appendix C) completed and signed by an authorized 
representative of the bidder. 

2. Pricing (Appendix D) 

Each bid must include pricing information that complies with the instructions set out below in 
Section F of this Appendix B and the pricing form at Appendix D. 

3. Health, Safety and Environmental Forms (Appendix E) 

Each bid must include the completed and signed Contractor Health and Safety Responsibility 
Agreement. 

4. Other Mandatory Submission Requirements 

Bidders must be an Ontario business as set out and acknowledged in the Submission Form 
(Appendix C).  

C. MANDATORY TECHNICAL REQUIREMENTS 

Proponents must satisfy all of the Mandatory Technical Requirements as listed below.  A pass/fail 
will be provided for each Mandatory Technical Requirement.  Proponents who fail any of the 
Mandatory Technical Requirements will be disqualified. 

Mandatory Requirements Pass/Fail  
An architect must be licensed by the Ontario Association of Architects 
(OAA) and have a Certificate of Practice with the OAA.  

 

The engineers shall be a Licensed P.Eng in the province of Ontario and 
provide proof of practice in the province of Ontario (C of A). 

 

 
D. PRE-CONDITIONS OF AWARD 

The selected proponent must satisfy the following conditions and provide the following information 
with fifteen (15) days of the notice of selection: 

(a) Certificates of insurance as specified in the Draft Agreement; 
 
(b) Executed Contractors Health and Safety Responsibility Agreement; 
 
(c) Respondent’s Health and Safety, and Environmental Policies; and 
 
(d) A current Clearance Certificate issued by the Workplace Safety and Insurance 

Board, if applicable. 
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E. EVALUATION CRITERIA 

The following sets out the categories, weightings, and descriptions of the rated criteria of the RFP. 
Proponents who do not meet a minimum threshold score for a category will not proceed to the 
next stage of the evaluation process. 

Item Criteria Weighting Minimum 
Threshold 

1.TECHNICAL PROPOSAL 

1.0 Category 1: Qualitative Proposal 70 35 

1.1 Executive Summary 5  

1.2 Company Profile 5  
1.3 Experience and Qualifications 15  
1.4 Resources 10  
1.5 Additional Information and/or Alternative Proposal 10  
1.6 Methodology and Deliverables 20  
1.7 Exceptions 5  
2.0 Category 2: Health, Safety and Environmental  5 n/a 
 Total 75  
50% Minimum Threshold to be obtained in Qualitative Proposal (35/70) to Proceed to 
Stage 2 – Pricing Proposal. Proposals which do not meet this minimum threshold may 
not be considered further. 
2. PRICING PROPOSAL 
 Pricing 40 n/a 
 Total Points 100 n/a 

Technical Proposal Content Requirements 

The proponent shall provide a written proposal in PDF format. 

The proposal to undertake the project shall include a clear outline, including the general items 
listed below, but also include other considerations based on the proponent’s understanding of the 
project. Failure to provide the requested information will negatively affect the scoring of the 
proposal in the evaluation process. 

All submissions shall utilize the headings in the Technical Proposal Requirements table provided 
below, and in the order presented, which align with the Evaluation Criteria. All submissions shall 
also address the information requirements under each heading. Pricing is not to be provided 
in the Technical Proposal. 

ITEM # DESCRIPTION 
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 Title Page 

 Table of Contents 

1.0 Qualitative Proposal  

1.1 Executive Summary: Proponents must provide a concise Executive Summary of 
the Proposal for ONTC’s Evaluation Team to understand the highlights of the 
services offered by the Respondent. 

1.2 Company Profile: A brief corporate profile of the company’s history, office 
location(s), corporate operating philosophy and description of the specific services 
offered and specialties. 

Proponents shall include a company profile for any and all sub-consultants being 
used for the completion of the project. 

1.3 
Experience and Qualifications: Proponents shall demonstrate their knowledge and 
expertise by providing references for three (3) projects of similar size and scope to 
confirm that Proponents has the experience and resources to complete the project. 
The project descriptions shall include: 
 

a) Client name and contact details  
b) Project scope and value  
c) Scheduled vs. actual start/end dates  
d) Description of work performed and use of subcontractors  
e) Outcomes (e.g., completed on schedule/budget) 

 
ONTC may, in its sole discretion, confirm the Respondent’s experience in the projects 
identified by contacting the named contacts above. 
 

1.4 
Resources: Proponents shall demonstrate their ability to fulfil the requirements of 
the RFP. Include an organizational chart of the proposed team along with their 
resumes. Proponents shall provide their relevant certificates: 
 

• Architect’s license from the Ontario Association of Architects and a Certificate 
of Practice 

• Engineer’s P.Eng license for the Province of Ontario and provide proof of 
practice in the Province of Ontario  

 

1.5 
Additional Information and/or Alternative Proposal: Respondents should include 
any additional information that they believe would help in evaluating their 
submissions. Respondents can include other recommendations for service that will 
bring additional benefit to ONTC from either a price or service level standpoint. 
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1.6 
Methodology and Deliverables: Proponents shall demonstrate their 
understanding of the project requirements and deliverables and provide a detailed 
outline of their proposed approach to complete the work.  
 
Proponents to provide a description of their project management and 
communication plans throughout the project. Proponents shall describe what 
processes will be used for daily progress reports, monthly progress schedules, 
and communication with the ONTC Project Manager. 
 
Proponents shall also provide a schedule in Gantt Chart Format outlining the target 
completion date of March 23, 2026 for Engineering Services (Task 1 and Task 2) 
and key milestones identified below: 
 

- Tasks 1 and 2 are to be completed by March 26, 2026. 
- Tasks 3 is to start in April 2026. 
- Task 4 is to start in May and be complete by December 2026. 

 

1.7 
Exceptions – Proponents shall indicate here any exception taken to the scope of 
work. If this section is left blank, it will be assumed that the Proponents does not 
have any exceptions. 

2.0 Health, Safety and Environmental  

2.1 Proponents shall complete the Contractor Health and Safety Responsibility 
Agreement attached at Appendix E.  
 
Proponents shall provide a copy of their Health, Safety and Environmental 
Protection Policy. 

 
F. PRICE EVALUATION METHOD 

The ranking of proponents will be based on the total score calculated by adding the pricing points 
to the total points from the technical proposal. 

Pricing is worth 35 points of the total score. 

Pricing will be scored based on a relative pricing formula using the rates set out in the pricing 
form. Each proponent will receive a percentage of the total possible points allocated to price, 
which will be calculated in accordance with the following formula: 

𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝 ÷ 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑡𝑡′𝑠𝑠 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝 ×  𝑤𝑤𝑤𝑤𝑤𝑤𝑤𝑤ℎ𝑡𝑡𝑡𝑡𝑡𝑡𝑡𝑡 = 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑡𝑡′𝑠𝑠 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝 

Instructions on How to Provide Pricing 

(a) Proponents should submit their pricing information by completing the attached pricing form 
and including it in their proposals.  
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(b) Rates must be provided in Canadian funds, inclusive of all applicable duties and taxes 
except for HST, which should be itemized separately. 

(c) Unless otherwise indicated in the requested pricing information, rates quoted by the 
proponent must be all-inclusive and must include all labour and material costs, all travel 
and carriage costs, all insurance costs, all costs of delivery, all costs of installation and 
set-up, including any pre-delivery inspection charges, and all other overhead, including 
any fees or other charges required by law. 
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APPENDIX C – SUBMISSION FORM 

1. Proponent Information 

Please fill out the following form, naming one (1) person to be the proponent’s contact for the 
RFP process and for any clarifications or communication that might be necessary. 
Full Legal Name of Proponent:  
Any Other Relevant Name under 
which Proponent Carries on Business: 

 

Street Address:  
City, Province/State:  
Postal Code:  
Phone Number:  
Company Website (if any):  
Proponent Contact  
Name and Title: 

 

Proponent Contact Phone:  
Proponent Contact Email:  

Sub-Contractors 

The Bidder shall state all Subcontractor(s) and type of Work proposed to be used for this 
project. Bidders shall not indicate “TBD” (To Be Determined) or “TBA” (To Be Announced) 
or similar wording and shall not indicate multiple choices of Subcontractor names for any 
Subcontractor category in their list of Subcontractors. 

The Bidder shall state only one (1) subcontractor for each type of work. 

List of Sub-Contractors 

In the spaces provided below, please list those subcontractors you intend to use: 

 By checking this box, I confirm that there are no Subcontractor(s) and the Bidder shall 
perform the project with their “OWN FORCES”. 

Item Organization Contact Name E-mail Phone 
1     
2     
3     
4     
5     

 
2. Bill S-211 
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ONTC adheres to, and reports under the Government of Canada’s Bill S-211 Fighting against 
Forced Labour and Child Labour in Supply Chains Act. 

1. Is your company required to report under the Government of Canada’s Bill S-211 Fighting 
against Forced Labour and Child Labour in Supply Chains Act?       Yes            No 
 

2. Is your company compliant with the Government of Canada’s Bill S-211 Fighting against 
Forced Labour and Child Labour in Supply Chains Act?          Yes           No 
 

3. Has your company been involved in forced and/or child labour in the past?  Yes          No 

If yes, please provide details including date and action taken to mitigate. 

 
 
 
 
 

3. Building Ontario Businesses Initiative 

“Ontario business” means a business that meets the requirements below: 
 

1. The business is a supplier, manufacturer or distributor of any business structure that 
conducts its activities on a permanent basis in Ontario; and 
 

2. The business either, 
i. has its headquarters or main office in Ontario, or 
ii. has at least 250 full-time employees in Ontario at the time of the applicable procurement 
process. 

Please select one of the following correct statement/s that describes your organization: 
 
   Yes, my organization is an “Ontario business” as defined above. 
   No, my organization is not an “Ontario business” as defined above. 
 
Note that a response of "Yes" is compliant and a response of "No" will result in disqualification of 
the bidder. 

4. Offer 

The proponent has carefully examined the RFP documents and has a clear and comprehensive 
knowledge of the Deliverables required under the RFP. By submitting a proposal, the proponent 
agrees and consents to the terms, conditions, and provisions of the RFP, including the Form of 
Agreement, and offers to provide the Deliverables in accordance therewith at the rates set out in 
its proposal.  
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5. Rates 

The proponent has submitted its rates in accordance with the instructions in the RFP. The 
proponent confirms that it has factored all of the provisions of Appendix A, including insurance 
and indemnity requirements, into its pricing assumptions and calculations. 

6. Addenda 

The proponent is deemed to have read and accepted all addenda issued by ONTC prior to the 
Deadline for Issuing Addenda. The onus is on proponents to make any necessary amendments 
to their proposals based on the addenda. 

7. Communication with Competitors 

For the purposes of this RFP, the word "competitor" includes any individual or organization, other 
than the proponent, whether or not related to or affiliated with the proponent, who could potentially 
submit a response to this RFP. 

Unless specifically disclosed below under Disclosure of Communications with Competitors, the 
proponent declares that: 

(a) it has prepared its proposal independently from, and without consultation, communication, 
agreement, or arrangement with any competitor, including, but not limited to, consultation, 
communication, agreement, or arrangement regarding: 

(i) prices; 

(ii) methods, factors, or formulas used to calculate prices; 

(iii) the quality, quantity, specifications, or delivery particulars of the Deliverables;  

(iv) the intention or decision to submit, or not to submit, a proposal; or 

(v) the submission of a proposal which does not meet the mandatory technical 
requirements or specifications of the RFP; and 

(b)  it has not disclosed details of its proposal to any competitor and it will not disclose details of 
its proposal to any competitor prior to the notification of the outcome of the procurement 
process. 

Disclosure of Communications with Competitors 

If the proponent has communicated or intends to communicate with one (1) or more competitors 
about this RFP or its proposal, the proponent discloses below the names of those competitors 
and the nature of, and reasons for, such communications: 
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8. No Prohibited Conduct 

The proponent declares that it has not engaged in any conduct prohibited by this RFP. 

9. Conflict of Interest 

The proponent must declare all potential Conflicts of Interest, as defined in Section 3.4.1 of the 
RFP.  

This includes disclosing the names and all pertinent details of all individuals (employees, advisers, 
or individuals acting in any other capacity) who  

(a) participated in the preparation of the proposal; AND  

(b) were employees of ONTC within twelve (12) months prior to the Submission Deadline. 

If the box below is left blank, the proponent will be deemed to declare that (a) there was no Conflict 
of Interest in preparing its proposal; and (b) there is no foreseeable Conflict of Interest in 
performing the contractual obligations contemplated in the RFP.  

Otherwise, if the statement below applies, check the box.  

 The proponent declares that there is an actual or potential Conflict of Interest relating to 
the preparation of its proposal, and/or the proponent foresees an actual or potential 
Conflict of Interest in performing the contractual obligations contemplated in the RFP.  

If the proponent declares an actual or potential Conflict of Interest by marking the box above, the 
proponent must set out below details of the actual or potential Conflict of Interest:  

 

 

 

10.  Disclosure of Information  

The proponent hereby agrees that any information provided in this proposal, even if it is identified 
as being supplied in confidence, may be disclosed where required by law or by order of a court 
or tribunal. The proponent hereby consents to the disclosure, on a confidential basis, of this 
proposal by ONTC to the advisers retained by ONTC to advise or assist with the RFP process, 
including with respect to the evaluation this proposal.  
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11. Proposal Irrevocable 

The proponent agrees that its proposal shall be irrevocable for the Irrevocability Period specified 
in the RFP, running from the moment the Submission Deadline has passed. 

12. Execution of Agreement 

The proponent agrees that in the event its proposal is selected by ONTC, in whole or in part, it 
will finalize and execute the Agreement in the form set out in Appendix A to this RFP in 
accordance with the terms of this RFP.  

13. Travel 

To the extent that travel expenses are expressly provided for under the written agreement for the 
Deliverables, the proponent hereby acknowledges that travel expenses must be approved in 
advance by ONTC and must be in compliance with the Management Board of Cabinet Travel, 
Meal & Hospitality Expenses Directive, January 2020 (https://www.ontario.ca/page/travel-meal-
and-hospitality-expenses-directive-2020)." 

 

 
  
 Signature of Proponent Representative 
  

 
 

 Name of Proponent Representative 
 

  
 

 Title of Proponent Representative 
 

  
 Date 
  
 I have the authority to bind the proponent. 

 

 

 
 
 
 

 

 

https://www.ontario.ca/page/travel-meal-and-hospitality-expenses-directive-2020
https://www.ontario.ca/page/travel-meal-and-hospitality-expenses-directive-2020
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APPENDIX D – SCHEDULE OF PRICES 
 

Pricing Form 
 

         

Bid by:                

  (Full Legal Name of Bidder)     

         
H.S.T. 
Number              

 

  (H.S.T Number of Bidder)     

         

Summary  

Total price 0  

13% Harmonized Sales Tax 0  

         
Pricing Breakdown  

In the following table, enter the Price in respect of each phase of work to be performed, which 
amount is as per the Unit of Measure below and not subject to change unless otherwise agreed 
to by ONTC and the service provider in a Change Order. 

 

Item Description Unit of 
Measure Amount   

1 Price for Task 1 and Task 2 

Upset Limit 

$  
2 Price for Task 3  $  

3 Price for Task 4 $  

TOTAL (excluding HST) $  

Note: The price set out above shall include any specified allowance and all taxes (excluding HST) 
except as may be otherwise provided in the RFP Documents, and to furnish all materials, labour, 
equipment and transportation to perform the entire Work described in the RFP Document, in the 
manner prescribed therein, and in accordance with the specifications. Please attach any cost 
breakdowns as a Separate Sheet to this Appendix.  

Hourly Rates 
In the following table, enter the hourly rates in respect of all proposed Personnel that will perform the 
Services and/or provide the Deliverables.  Personnel should include various positions required for 
support. Please add additional lines as required and provide hourly rate breakdowns.  
Role and Experience Level Hourly Rate 
  $ 
  $ 
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APPENDIX E - HEALTH, SAFETY AND ENVIRONMENTAL 
 
Bidders shall review the attached Health and Safety Policy Statement. 
 
Bidders shall include the attached Contractor Health and Safety Responsibility Agreement with 
their bid: 

A. Health and Safety Policy Statement 
B. Contractor Health and Safety Responsibility Agreement 
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A. Health and Safety Policy   

 
 
POLICY STATEMENT 
 
In keeping with our value of Safety. Full Stop. Ontario Northland Transportation Commission 
(ONTC) / Nipissing Central Railway (NCR) is committed to providing a safe and healthy work 
environment. Safety is core to everything we do. We don’t settle for less, for our people or our 
customers, even when operating pressures make it difficult to do so. 
 
As part of developing a safety culture, we will collectively strive to prevent accidents and incidents 
through a risk-based approach with the goal to continuously improve. Employees are required to 
report safety concerns immediately and can do so without fear of reprisal, while management 
ensures all employees receive quick follow-up. 
 
We will adopt the latest in systems to improve the reporting, investigation, and implementation of 
corrective actions, close-out, and trend analysis of accidents and incidents. We will communicate 
safety and encourage engagement at all levels of the organization, such as during tailgates, 
briefings, and meetings. 
 
The success of ONTC/NCR safety programs will be ensured through the collective and cooperative 
efforts of all, including management, employees, unions, and Workplace Health and Safety 
Committees. All ONTC/NCR members will jointly participate in safety, health and loss prevention 
initiatives to ensure a safe and healthy workplace for all employees. 
 
 

 
Chad Evans  
President and CEO 

Safety. Full Stop 

 

 

 

 

Health and Safety Policy 

 

 

DATE FORMALIZED 
April 2016 

REVISED 
February 2023 
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B. Contractor Health and Safety Responsibility Agreement 
 
 
In submitting this Proposal, I/We, on behalf of, __________________________________ 
                          (Legal name of company) 

Certify the following: 
 

(a) I/We have a health and safety policy and will maintain a program to implement such 
policy as required by clause 25(2) (j) of the Occupational Health and Safety Act, 
R.S.O. 1990, c.O.1, as amended, (the “OHSA”). 

 
The requirements in (a) do not apply to employers with five (5) or less employees. 

 
(b) With respect to the Services being offered in this Proposal, I/We and on behalf of 

our proposed sub-consultants, acknowledge the responsibility to, and shall: 
 

(i) fulfill all of the obligations under the OHSA and ensure that all work is 
carried out in accordance with the OHSA and its regulations; 

 
(ii) ensure that adequate and competent supervision is provided as required 

under the OHSA to protect the health and safety of workers; and 
 

(iii) provide information and instruction to all employees to ensure they are 
informed of the hazards inherent in the work and understand the 
procedures for minimizing the risk of injury or illness. 

 
(c) I/We agree to take precautions reasonable in the circumstances for the protection 

of worker health and safety, as required under the OHSA. 
 
 
Dated at ____________________ this _____ day of __________________, 202_. 

 
An Authorized Signing Officer   _____________________________ 
 
(Key Contact)    
     (Title)   _____________________________ 
 
     (Telephone Number) _____________________________ 
 
     (Firm’s Name)  _____________________________ 
 
     (Firm’s Address)  _____________________________ 
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APPENDIX F – REFERENCE DRAWINGS 

Refer to the Reference Drawings, which are attached to this Appendix F.  
 

Drawings – Prepared by Northland Engineering Ltd. Date 
Electrical Details 

November 26, 
1986 

Plan, Elevations and Details 
Elevations, Sections and Details 
Plan and Sections 

Drawings – Prepared by Dominion Freightways Ltd. and L.W. 
Ward & Associates 

 

Plot Plan and Room Schedule 

October 2, 1964 

Floor Plans and Elevations 
Sections 
Roof Framing Plan and Foundation Plan 
Heating and Plumbing 
Electrical Layout 
Plot Plan and Room Schedule 

October 05, 
1967 

Floor Plans and Elevations 
Sections 
Roof Framing Plan and Foundation Plan 
Heating and Plumbing 
Electrical Layout 
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APPENDIX G – REFERENCE DOCUMENTS 

Refer to the Reference Documents, which are attached to this Appendix G.  
 

Reference Documents 
Timmins Bus Garage Designated Substance Survey Report  
Building Conditions Assessment Report  
Short-Circuit, Protective Device Coordination, and AC ARC Flash Incident Energy 
Analysis  
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Summary notes on Supply to the Ontario Northland Buildings: 

With the screen captures provided by the Ontario Northland it was determined that 3 
building sites were supplied directly from the Northern Ontario Wires distribution system 
and two sites with multiple buildings were suppled from the Ontario Northland privately 
owned 25 kV distribution line.   This follow up report contains fault data for all Ontario 
Northland screen captured sites of interest and the work to provide transformer 
impedance and fault data for those sites supplied by the Ontario Northland privately 
owned line is chargeable back to the Ontario Northland.   

Disclaimer: 

The data provided from the model of the distribution system in Cochrane Ontario and 
contains archetype data for distribution transformers and known source impedance data 
supplied from Hydro One.   Brian Smith Consultant will not be held liable for the 
accuracy of the information produced from the distribution model provided in this report.   
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APPENDIX H – REFERENCE PHOTOS 
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APPENDIX I - POLICIES AND PROCEDURES 

The Successful Respondent will be required to adhere to the following ONTC Policies and 
Procedures while under contract with ONTC, and which are attached to this Appendix E. 

ONTC Electrical Safety Policy and Program 
Contractor/Sub-Contractor Policy 
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DATE FORMALIZED
April 6, 2023

REVISED
Electrical Safety Policy

POLICY STATEMENT  

In keeping with our values of Safety Full Stop, Go Beyond, Lead the Way and Never Stop
Caring Ontario Northland Transportation Commission (ONTC) commits to ensuring that all
employees who may be exposed to electrical hazards associated with their work have the
knowledge, skill, tools, and equipment needed to ensure their safety.    

In our efforts to Go Beyond our minimal requirements, ONTC commits to continuously
improving our safe work practice by striving to incorporate the Workplace Electrical Safety
standard, CSA Z462.   

All authorized employees will ensure the power supply to electrical installations, equipment,
or conductors is disconnected, locked out of service, connected to ground, and tagged
before any work is done.  It is a requirement that, where possible, all hazardous
energy sources are reduced to and maintained at a ZERO ENERGY state before
starting any electrical work. Should it become necessary that maintenance, cleaning, or
adjustments need to be performed on any piece of equipment while it is in operation, safe
work procedures for this type of work shall be made available and easily accessible.  Only
authorized employees shall be allowed to perform such work.

PURPOSE

To ensure employee safety by allowing only Authorized Employees, Qualified Persons,
Certified Electricians or Electricians in Training (EIT’s) who are under direct
supervision of a Certified Electrician to do electrical work such as connect, maintain, or
modify electrical equipment or installations at ONTC work locations.

To ensure that all ONTC employees or contractors working for ONTC comply with the
Canada Labour Code, Occupational Health and Safety Act, associated regulations and
ONTC procedures.
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APPLICATION AND SCOPE

This procedure applies to all ONTC workers and contractors at all workplace locations. 
The procedure applies whenever exposure to a hazardous energy may occur while
servicing, installing or maintaining, machinery or equipment. 

DEFINITIONS

Affected employee – persons who are not directly involved in the work requiring the
hazardous energy control, but who are (or may be) located in the work area.

Authorized employee – a qualified person who, in their duties or occupation, is obliged
to approach or handle electrical equipment; or a person who, having been warned of the
hazards involved, has been instructed or authorized by a qualified Supervisor or
management member.

Certified Electrician – Electricians who have obtained a 442A Industrial or a 309A
Construction certificate of qualification.

Control Device – means a device that will safety disconnect electrical equipment from its
source of energy.

Electrical Equipment – means equipment for the generation, distribution, or use of
electricity.

Electrician in Training (EIT’s) – Aspiring electrician’s registered with Skilled Trades
Ontario who must complete specific criteria, a set number of hours, and a final test to be
eligible to become a Certified Electrician.

Isolated – means separated or disconnected from every source of electrical, hydraulic,
pneumatic, or other kind of energy that is capable of making electrical equipment
dangerous.

Qualified Person – One who has demonstrated skills and knowledge related to the
construction and operation of electrical equipment and installations and has received
safety training to identify hazards and reduce the associated risk.

RESPONSIBILITIES



Page 3 of 6
Safety. Full Stop.

Employer is responsible to:

1. Provide training and instruction on the Electrical Safety Policy and LOTO program.

2. Properly implement and periodically audit the Electrical Safety Policy and LOTO
program.

3. Provide single key locks and tags as well as other LOTO equipment and maintain
records of issuance of lock.

4. Provide all relevant PPE to ensure staff are performing their tasks in a safe manner.

5. Prequalify and approve contractors who work at any ONTC location.

6. Discipline, ensuring authorized and affected personnel perform their duties within
the requirements of the LOTO Procedure.

Managers/Supervisors are responsible to:

1. Communicate any actual and potential hazards of which they are aware;

2. Apply and enforce the LOTO Program for all personnel in the workplace.

3. Identify those personnel who are authorized and affected and trained in accordance
with this policy.

4. Periodically inspect the work area to ensure compliance with this policy;

5. Ensure that only authorized workers perform LOTO, and that work is performed in
compliance to the procedure.

6. Provide written instructions as required; and

7. Provide to workers, company supplied LOTO equipment and PPE as required.

Workers and contractors of ONTC are responsible to:

1. Comply with the Electrical Safety Policy and LOTO Procedure.

2. Notify their supervisor or contact person of any questions or concerns with respect
to LOTO.

3. Participate in electrical safety training as required.

4. Provide input on the effectiveness of the LOTO Procedure and participate in annual
reviews of the electrical safety policy and LOTO Procedure as required.
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5. Achieve a zero-energy state where hazardous energy may harm a person and
ensure proper LOTO is achieved.

6. Ensure all power sources remain locked out before resuming work after a
temporary absence.

7. Ensure only single keyed locks are used.   The key must remain in the direct
possession of the authorized person engaged in lockout.

8. remove only the locks that have been assigned by ONTC; and

9. avoid using a Point of Operation switch or controller for the sole Lockout of a device
or piece of equipment unless it has been designed to accommodate an energy
isolating device.

ELECTRICAL SAFETY RULES

1. A sign warning of the danger, and forbidding entry by unauthorized persons
will be posted at the entrance to a room or similar enclosure containing
exposed live electrical parts.

2. Any piece of equipment or tool found to be damaged or have defective
electrical components or found to pose a safety or health hazard to any
employee will be disconnected and removed from service without delay and
must be tagged appropriately. 

3. Any tool or piece of equipment that is capable of conducting electricity
and/or endangering the safety of any worker will not be used around or close
to any live electrical installation or equipment that might cause electrical
contact with the live conductor.

4. Flammable materials/liquids shall not be stored anywhere near electrical
equipment.

5. Eye protection must be worn when carrying out a work assignment.

6. Consider all electrical equipment to be live until you have properly tested it to
confirm it’s dead.

7. Do not work on “live” equipment unless it is absolutely necessary.  If it is
necessary, a safe work procedure must be in place.

8. If it is necessary to work on “live” equipment wear rubber gloves and work
from a dry location.
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9. Do not close any switch without knowledge of the circuit and the reason the
switch was left open.

10.Notify the persons affected before the power on any circuit is shut off.

11.All electrical equipment of 110 volts or over must be grounded.  Circuits
sometimes retain a charge.

12.Portable electrical equipment used outdoors or in damp locations must be
equipped with a ground fault circuit interrupter installed at the receptacle or
on the circuit at the panel.

13.Specially authorized persons and electricians are the only ones permitted to
change fuses.

14.Rubber gloves, tools and equipment must be maintained in good condition.

15.Do not handle “live” wires while standing in water or on moist or steel
surfaces.

16.Electrically driven machinery and controls should normally be locked out
before servicing.  However check with your Supervisor to be sure.

17.Only persons authorized to do so may enter any electrical room and/or
enclosure containing live parts.  The entrance to any electrical and/or
enclosure containing live parts will be marked by conspicuous warning signs
stating that entry by unauthorized persons is prohibited. 

TRAINING

Employees exposed to an electrical hazard when the risk associated with that hazard is not
adequately reduced by the applicable electrical installation requirements shall be trained to
understand the specific hazards associated with electrical energy.

 Safety-related work practices and procedural requirements necessary to provide
protection from the electrical hazards associated with their job or task assignments;
and

 They shall be trained to identify and understand the relationship between electrical
hazards and possible injury.

Qualified persons shall be trained in and knowledgeable about the construction and
operation of equipment or a specific work method and trained to identify and avoid the
electrical hazards that might be present with respect to that equipment or work method. 
The training required shall meet the requirements of the CSAZ462.21 and may include
classroom, on-the-job, electronic, or web-based training methodologies with interactive
components.  
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Employees involved in or affected by the lockout procedure must be trained in the lockout
procedure and their responsibility in the execution of the procedures.

Retraining in the lockout procedure shall be performed:

 When the procedures are revised;

 At intervals not to exceed 3 years; and

 When supervision or annual inspections indicate that the worker is not complying
with the lockout procedure.

Employee training must be documented to confirm that each employee has received the
training and retained for the duration of the employee’s employment.  The documentation
must include

 when the employee demonstrates proficiency in the work practices involved

 contain the content of the training, each employee’s name, and date of the training. 

REFERENCES

Part II Canada Labour Code R.S.C, 1985, c. L-2
Published by the Minister of Justice at the following address: 
http://laws-lois.justice.gc.ca

Implementing an Occupational Health and Safety (OH&S) program November 2017 DSS
Catalogue Number CC273-2/17-1E Canadian Centre for Occupational Health and Safety
(CCOHS): www.ccohs.ca

Occupational Health and Safety Act (R.S.O. 1990, c. 0.1) Consolidated Edition, Carswell

Workplace electrical safety, CSAZ462:21 CSA Group., July 20214

http://laws-lois.justice.gc.ca
http://www.ccohs.ca
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DATE FORMALIZED
February 2019

REVISED
September 17, 2024

CONTRACTOR/SUBCONTRACTOR 
HEALTH AND SAFETY POLICY

POLICY STATEMENT  

In keeping with our values of Safety Full Stop, Go Beyond, Lead the Way, and Never Stop
Caring, Ontario Northland Transportation Commission (ONTC) adheres to the requirements of
the Canada Labour Code and all applicable Regulations by ensuring that all selected contractors
and subcontractors meet the set health and safety standards associated with each project. 

All work shall be done safely no matter how urgent the job is and ONTC will assure that all
contractors and subcontractors working on any ONTC property and/or project will follow this
policy, adhering to all health and safety legislation and working in a manner that puts the safety of
each employee/worker and the environment as the top priority.  

PURPOSE

The purposes of this policy are to:
 Ensure that the health and safety of all Ontario Northland Transportation Commission

(ONTC) employees, equipment, property, and environment are protected when work is
being performed by an outside agency.

 Ensure that all contractors retained by the ONTC are compliant with ONTC policies,
procedures, standards, and applicable legislation.

 Ensure that all contractor employees and ONTC employees are provided with a safe and
healthy work environment.

 Eliminate or minimize the risk of loss to employees, equipment, property, and
environment.

 Minimize corporate liabilities.

APPLICATION AND SCOPE

This procedure applies to all ONTC divisions and departments that engage the services of an
outside agency to perform work at any level.

DEFINITIONS

Adequate: in relation to a procedure, plan, material, device, object, or thing, means
a) Sufficient for both its intended use and actual use; and
b) Sufficient to protect a worker from occupational illness or occupational injury.

Competent Person: a person who is:
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a) qualified because of knowledge, training, and experience to organize the work and its
performance,

b) familiar with the Occupational Health and Safety Act and/or the Canada Labour Code and
the regulations that apply to the work, and  

c) has knowledge of any potential or actual danger to health or safety in the workplace.

Construction: includes erection, alteration, repair, dismantling, demolition, structural
maintenance, painting, land clearing, earth moving, grading, excavating, trenching, digging,
boring, drilling, blasting, or concreting, the installation of any machinery or plant, and any work or
undertaking in connection with a project, but does not include any work or undertaking in a mine. 

Constructor: a person who undertakes a project for an owner and includes an owner who
undertakes all or part of a project by himself/herself or by more than one employer.

Consultant: a person who is retained by ONTC to provide professional non-construction
services.  

Contractor: any person or entity contracted to provide service to ONTC.

Employer: a person who employs one or more workers, or contracts for the services of one or
more workers, and includes a contractor or subcontractor who performs work or supplies
services and a contractor or subcontractor who undertakes with an owner, constructor,
contractor, or subcontractor, to perform work or supply services.

Lead Employer: an employer who contracts for the services of one or more other employers or
independent contractors in relation to one or more confined spaces that are located,

a) in the lead employer’s own workplace, or
b) in another employer’s workplace.

Prescribed: means established in a Regulation made under the Occupational Health and Safety
Act or Canada Labour Code

Project: a construction project, whether public or private, including:
a) the construction of a building, bridge, structure, industrial establishment, mining plant,

shaft, tunnel, caisson, trench, excavation, highway, railway, street, runway, parking lot,
cofferdam, conduit, sewer, watermain, service connection, telegraph, telephone or
electrical cable, pipeline, duct or well, or any combination thereof,

b) the moving of a building or structure, and
c) any work or undertaking, or any lands or appurtenances, used in connection with

construction. 

Project Administrator: a person who leads/coordinates a project.

Regulation: the regulations made under the Occupational Health and Safety Act or the Canada
Labour Code.

Subcontractor: a person or company that a contractor pays to do part of a job that the
contractor has agreed to do and is responsible for.
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SUPPORTING MATERIAL REQUIRED

Contractor Safety Checklist and Orientation Form
ONTC Contractor Health and Safety Responsibility Agreement
Project Hazard Assessment
Contractor Orientation Training Package 

PROCEDURE

Once it has been determined that a contractor will be required, a lead must be immediately
established regardless of the size of the project.  That lead will become the Project Administrator
for the purposes of this policy, ensuring that all requirements of this policy are met.  

Before Contractors/Subcontractors begin work/project ensure the following are adhered to:
 All Contractors on the property are compliant and current with all legislative licensing

requirements.
 All Contractors provide a valid WSIB Clearance Certificate and/or liability insurance

before beginning any work on ONTC property.
 Orientation training is provided to contractors prior to commencement of work.
 Contractors understand their contractual obligations under this standard.
 Provide a designated ONTC contact person to ensure Contractors’ compliance to

ONTC policies, procedures and standards through ongoing work site inspections,
communications and reported safety concerns.

 Ensure that application of this standard is delivered and used consistently throughout
ONTC operations.

 Where the work/project is occurring in an area where there may be ONTC employees,
inform those employees of potential risk and communicate all restrictions and
responsibilities.  

The Project Administrator shall establish practices so that all Contractors, subcontractors, or
contract workers perform their work in a safe and effective manner and meet all the
requirements of the Occupational Health and Safety Act, the Canada Labour Code, and the
Construction Regulations.  The Project Administrator must be adequately familiar with all
applicable laws, codes and regulations and be capable of applying them.

Construction Work that meets Provincial “Project” Definition 
Where ONTC retains a Contractor with provincial jurisdiction, and the work meets the definition
of “project” per the Provincial Construction Regulations, the Contractor will assume the position
of Constructor. Under these circumstances:

 ONTC is not responsible for ensuring that Contractors meet their provincial obligations
as they relate to applicable Regulations.  

 Contractors will assume control of all work at the construction site.  
 ONTC will ensure that any Contractor is pre-qualified before awarding any contract and

will monitor work activity to ensure work is being done safely and meets expectations.  

ONTC will ensure that:
 all Contractors/Subcontractors are properly trained,
 contractors/Subcontractors are monitored and requirements for safety are observed, and
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 procedures for safe conduct of the work are in place and known to Contractor’s
employees.

The Project Administrator shall direct the Contractor in completion of all applicable
documentation, as described by the Contractor Safety Prequalification Procedure. The Project
Administrator shall ensure that the Constructor maintains full responsibility for safety. 

Where the Project Administrator identifies unsafe situations, they are responsible for bringing
this forward to the Contractor and shall stop work if deemed necessary.  

Non-Construction Work where ONTC is Acting as the “Employer”
The Project Administrator shall review the ONTC’s applicable policies and procedures with the
contractors/subcontractors.  It is recommended that all contractor/subcontractor workers
undergo this training orientation, but it is mandatory that at least the contractor’s supervisor or
site superintendent receive the orientation and then have a method to ensure that this
information is passed on to all employees under their direct control. 

NOTE: The requirement of “Lead Employer” must be fulfilled if the work is Confined Space Entry
work.

It is the responsibility of the Project Administrator to ensure the contractor is aware that project
specific training is to be conducted.

The Project Hazard Assessment form shall be completed by the Project Administrator and
reviewed with all contractors prior to commencement of work.

Contractors/subcontractors who regularly perform services at ONTC must complete a
Contractor Training Orientation on an annual basis or whenever there is a change in personnel
or applicable and safety conditions which may affect the contractor’s/subcontractor’s workers.
For project contracts, a Hazard Safety Assessment form will be completed each time the
contractor performs a new project, unless the same contract personnel have performed project
work of a similar nature within the previous 12 months.  

Prequalification
Pre-Qualification of a contractor is designed to ensure that the contractor has:

 Appropriate current and sufficient insurance,
 WSIB Coverage,
 An appropriate and compliant health and safety policy,
 Competent supervisors, and
 A program to completely undertake and control the construction work being conducted at

ONTC.

When pre-qualifying a contractor who will not act as “Constructor,” ONTC shall determine
whether the contractor has the specific policies, procedures, training, and supervision to perform
the job safely and in compliance with all provisions of the Occupational Health and Safety Act
and the applicable Regulations.  Use the Contractor Safety Prequalification form to fulfill this
policy obligation.
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If the Procurement department is completing the prequalification procedure, input may be
required from the Manager of Health and Safety or the Project Administrator if there are specific
requirements for a project. 

The following items must be submitted by the contractor for prequalification:
 Certificates of insurance – general liability insurance (Minor projects $2,000,000

minimum, Major Projects $5,000,000 minimum).
 WSIB Safety Record – submit a copy for the last 3 years or equivalent accident/injury

data. 
 Current Clearance certificate – Confirms Contractor has met reporting and payment

obligations to WSIB.  ONTC requires the Contractor to submit a copy of the clearance
certificate every 2 months and before the final payment on the contract has been made.

 Contractor’s Health and Safety Policy.
 Past environmental, Health and Safety Records – a copy for the last 2 years.
 Training and Certification Records – Documentation verifying all workers have received

the necessary safety training required for the specific job.
 Hazardous material list – List of all hazardous materials that will be brought onto ONTC

property.
 ONTC may require a separate work plan detailing higher hazard work activity or any

tasks that may tend to produce adverse consequences. 

Procurement or the Project Administrator will ensure that the Contractor Health and Safety
Responsibility Agreement has been completed by the Contractor. 

Procurement or the Project Administrator will ensure current copies of insurance, WSIB
clearance certificates, and annual safety reviews are maintained for pre-qualified contractors.

Contractors who have already been prequalified should be reasonably favoured and used for
OTNC projects.

Project Management
In all circumstances except where a Contractor has assumed the role of Constructor, the
Project Administrator is responsible for health and safety on the project and must halt the project
if there are health and safety concerns. The Project Administrator must maintain communication
with the Contractor throughout the project.

The Project Administrator is responsible to ensure that all health and safety documentation for
the project is completed and maintained.  

The Project Administrator is responsible to create an ONTC Project Assessment Folder and
complete it with Contractor prior to any work beginning. The folder includes the following
documents:

 Signed Contractor Safety Responsibility Agreement,
 Certificates of Insurance – General Liability Insurance,
 WSIB Safety Record,
 Current Clearance Certificate,
 Contractor’s health and safety policy and procedures applicable to the work being

conducted,
 Training, licensing, and certification records,
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 Hazardous materials list and current SDS for material brought onto ONTC
property and already onsite that will be used during or encountered during the
project,

 Completed Contractor Orientation Training Records,
 Copies of any applicable ONTC procedures that have been reviewed,
 Completed Contractor Prequalification form.

The Project Hazard Assessment form must be filed once the project has been completed and
made available for review if required for auditing purposes.

The Project Administrator must ensure that the Contractor Orientation Training is completed for
all workers on the project. 

On-Site Safety: All ONTC safety procedures (Fall protection, Confined Space Entry,
Lockout/Tagout, Ladder Safety, WHMIS, Personal Protection Equipment, Respiratory Protection,
etc.) apply to all construction work on ONTC projects, unless the Contractor’s procedures
exceed ours.

The Project Administrator shall review all applicable safety procedures with
contractors/subcontractors at the site. Copies of the ONTC procedures can be obtained through
MyPolicies.

The Project Administrator will ensure that daily safety briefings are conducted prior to the
beginning of each project workday, as well as regularly inspect the work site as the project
requires.

If the Contractor or subcontractor has a question or concern regarding safety on the project, they
should speak to the Project Administrator or their immediate supervisor.

All contractor(s) or subcontractor(s) supervisors must report to the Project Administrator:
 Any unsafe actions or conditions,
 Contraventions of the Occupational Health and Safety Act, Canada Labour Code

and Regulations or any ONTC safety procedure, or
 Existence of any hazard at the project.

Any incident (first aid, near miss, etc.) on the project must be immediately reported to the Project
Administrator.

NOTE: Workers and their supervisors shall be held accountable for violations of health and
safety rules, regulations, and procedures. Disciplinary action, where necessary, will be dictated
by the ONTC disciplinary procedure and will be based on the merits of the specific case.

RESPONSIBILITIES

To ensure clarity of responsibility, where a Contractor is hired to conduct work for ONTC and the
provincial Occupational Health and Safety Act applies in respect of that work, the Contractor will
assume the position of Constructor.  
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No ONTC employee will be assigned to work on the same project as the general contractor
unless there is an agreement between the Contractor and ONTC determining the contractor as
the Constructor.  

Where a project requires more than one Employer, ONTC may enter into an agreement before
the commencement of the project to determine control over the project identifying who will be the
Constructor.

Employer
The Employer is responsible to:
 Ensure contractors, employees, supervisors, and managers are adequately aware of the

provisions and requirements of the Purchasing Policy and Procedure.
 Ensure that contractors, subcontractors, and project worker companies are adequately

prequalified in accordance with the Contractor Safety Prequalification Form for large projects
or projects where the combined value of the project exceeds $50,000.00 and where ONTC is
the Constructor.

 Ensure contractors, subcontractors and project worker companies have agreed with and
endorsed in writing the terms of the Contractor Health and Safety Responsibility Agreement.

 Properly implement and periodically audit the Contractor prequalification and safety
procedure.

 Ensure that authorized staff comply within the Contractor Prequalification and Safety
Procedure.

 Discipline and or remove from the authorized contractors list any contractor that fails to
comply with this procedure.

Procurement
The Procurement Department is responsible to:
 Conduct prequalification in conjunction with the Project Administrator for consultants and

service providers and ensure completion of the Contractor Health and Safety Responsibility
Agreement.

 Where required ensure the Contractor completes the Prequalification Form before any
construction work is initiated on any of the ONTC properties.

 Maintain a list of all service agreements, memoranda of understanding, and service
contracts.

 Obtain a current copy of WSIB Clearance Certificates and Insurance Certificate for
pre-qualified consultants and service providers.

Project Administrator
The Project Administrator is responsible to:
 Contract a prequalified contractor.
 Ensure contractors, subcontractors and project worker companies are prequalified in

accordance with the Contractor Safety Prequalification Form.
 Ensure the Contractor completes the Contractor Orientation Training with the Contractor's

workers prior to the beginning of a project.
 Complete with the Contractor and maintain the Project Hazard Assessment.
 Request applicable training records, certificates, licenses, and written procedures and

measures from the Contractor as required.
 Ensure the Contractor Health and Safety Responsibility Agreement is completed by the

Contractor prior to the beginning of work.
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 Conduct safety briefings with the Contractor(s) prior to the work beginning and as required by
the project.

 Periodically view the work areas to ensure compliance with the Occupational Health and
Safety Act, associated Regulations and the relevant ONTC safety procedures.

 Respond to safety concerns from contractors and others impacted by a project.
 Ensure all relevant ONTC safety procedures are being implemented at the project. 
 Ensure all contractors have provided SDS for all hazardous product used and that the SDS

are readily available if stored on ONTC property. 
 Inform the supervisor and employees in the area where the work/project is occurring of

potential risk, including restrictions and responsibilities needed to ensure their safety.  

Where a Contractor is hired to perform work for ONTC and the work is subject to the
requirements of the Occupational Health and Safety Act, the Contractor will assume the position
of Constructor.  The aforementioned duties or similar must then be completed by the Contractor.

Note: The Contractor – Constructor will be required to utilize their own prequalification and
safety contract documents for any and all subcontractors hired to perform work on the project.

Contractors
Contractors are responsible to:
 Employ competent Supervisors and Workers.
 Comply with the Contractor Prequalification and Safety Procedure.
 Complete the ONTC Project Hazard Assessment and Contractor Health and Safety

Responsibility Agreement.
 Furnish the ONTC with hard copies of applicable training records, certificates, licenses and

written procedures and measures as required.
 Ensure that the Contractor Safety Checklist and Orientation form are completed and signed.
 Notify the Project Administrator of any questions or concerns with Contractor Prequalification

and Safety Policies.
 Notify the Project Administrator of any contraventions of the Act or ONTC’s Procedures.  
 Participate in required safety training.
 Provide WSIB documentation and/or liability insurance confirming the Contractor is

registered and their account is in good standing.
 Have all products used in their process evaluated by ONTC personnel prior to the products

being brought onto ONTC property.  This will be done through the evaluation of Safety Data
Sheets (SDS) provided by the Contractor/subcontractor.

 Ensure copies of all SDS are readily available.
 Immediately inform designated ONTC contact person of there are any changes in their

process or products used in their operation.
 Prior to entering ONTC property, register with Security, appropriate supervisor or designated

ONTC contact person for direction.
 Ensure that all equipment and vehicles are properly maintained and meet prescribed safety

standards, e.g., no loose pins on backhoe extensions or arms, safety pins and safety
features are working properly.

Workplace/Policy Health and Safety Committees
The WHSC/PHSC are responsible to:



Page 9 of 10
Safety. Full Stop.

 Participate in the development and review of the Contractor/Subcontractor Health and Safety
Policy, procedure, and applicable forms. 

 Serve as a resource to employees regarding the Contractor/Subcontractor Health and Safety
Policy, procedure, and applicable forms.

Manager Health and Safety 
The Health and Safety Department is responsible to:
 Provide assistance if needed with prequalification process of contractors as required by the

Procurement Department and/or the Project Administrator.
 Approve/disapprove exceptions to the Contractor Safety Prequalification process.
 Facilitate the development and review of the Contractor/Subcontractor Health and Safety

Policy, procedure, and applicable forms. 
 Apply and audit compliance, and discharge discipline when required, specific to the

Contractor/ Subcontractor Health and Safety Policy, procedure, and applicable forms.

TRAINING

ONTC is responsible to ensure that those ONTC employees who have duties and
responsibilities to act under this procedure are adequately trained in these duties as applicable.

The training shall reinforce the hazard control hierarchy as follows:
 Elimination: activities or practices that involve the complete removal of the hazard from

the worker in the workplace.
 Substitution: involves the replacement of high hazard task or workplace circumstance

with a lower hazard task or workplace circumstance.
 Engineering Controls: involves creating and using designed infrastructure or

equipment to minimize a hazard.
 Administrative Controls: involves creating protocols involving stated obligations and

prohibitions that change the way people work.
o E.g., Warning Signs: postings and placards that communicate the presence of a

hazard as well as hazard control directives.
 Personal Protective Equipment (PPE): involves the use of gear that is worn by the

worker to create a barrier between the hazard and the worker. PPE can include gloves,
respirators, hard hats, safety glasses, high-visibility clothing, and safety footwear.

The Manager, Health and Safety will ensure that the training is refreshed at adequate frequency.

Retraining will be provided for all authorized workers or contractors whenever there is a change
in their job assignments, a change in condition, equipment or processes that presents a new
hazard, or when there is a change in the Contractor Safety Prequalification Process. 

Additional retraining shall also be conducted whenever a periodic inspection reveals, or
whenever there is reason to believe, that there are deviations from or inadequacies in workers’
knowledge or use of the Contractor Safety Prequalification Process. The Project Hazard
Assessment will be updated to add any additional hazards and corresponding controls, as
required.

APPENDICES/EDUCATIONAL MATERIAL
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 Contractor Safety Prequalification Form
 Contractor Health and Safety Responsibility Agreement
 Contractor Safety Checklist and Orientation 
 Project Hazard Assessment

REFERENCES

 Ontario Occupational Health and Safety Act R.S.O 1990
 O.Reg 213/91 Construction Projects
 Canada Labour Code R.S.C., 1985 c L-2
 Canada Occupational Health and Safety Regulations SOR/86-304
 Contractors Subcontractors Safety NBRHC OH&S4-017
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