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   Essential Knowledge


Site Instructions and Contractors Code of Practice [Draft]

1.0
Definitions

1.1
The ‘Client’ means company that our company provides with Facilities Management Services.

1.2
The ‘Site’ means the building together with its associated land, services, fittings and facilities.

1.3
‘Authorisation to Work’ means a company written document authorised by the Facilities Manager and agreed by the Contractor.  It permits a contractor to undertake a project, work or activity on the site after the Contractor has submitted to the Facilities Manager a method statement and risk assessment of the project, work or activity.

1.4
‘Permit to Work’ means a company written document authorised by the Facilities Manager for work or activities of a very hazardous and high risk nature.

2.0
Introduction

2.1
The following site instruction and health and safety code of practice for contractors is based on practical experience and is designed to maintain safe places and safe systems of work.

2.2
Any contractor employed by the company must observe its statutory and common law duties towards its employees, by providing safe means of access, safe working places and safe systems of work, competent workmen and adequate supervision.

2.3
The observance of the codes of practice in no way relieves the contractor of its legal obligations and responsibilities.

2.4
The contractor shall comply with the codes of practice and with any further codes or instructions that may be imposed by the company’s Health & Safety Manager or the site Facilities Manager.

2.5
The contractor will ensure that the Facilities Manager is informed immediately where work is likely to involve special risks such as hot works, working at heights, with toxic/hazardous substances, highly flammable liquids or confined spaces.

2.6
In case of doubt regarding these codes of practice, or if any further information is required, then the advice of the Facilities Manager is always available and must be obtained.

2.7
An ‘Authorisation to Work’ or ‘Permit to Work’, whichever is applicable, must be agreed and signed off by the Facilities Manager or his representative and the contractor before any work commences
Site Safety and Accident Prevention

3.0
Site Safety Meetings
3.1
Before work is started on the premises, the contractor or his representative must report to the Facilities Manager, or his representative, who will supply the contractor with a copy of the codes of practice and advise him of any special H&S requirements necessary to carry out the work.

3.2
The contractor will be responsible for ensuring that each of his employees and/or subcontractors receives a copy of the codes of practice and is made aware of any special precautions required to undertake the work.

4.0
Contract Planning

4.1
The company and the Contractor will agree the following points prior to commencement of work:

4.1.1
The facilities being made available to the Contractor i.e. welfare, parking and use of restaurant facilities etc.

4.1.2
Properly defined access and egress to the Site.

4.1.3
The method of work for each phase of the job.

4.1.4
The Contractor must inform the Facilities Manager or his designated representative when each phase of the work is complete.

4.1.5
The correct precautions are in place to restrict access to areas directly affected by the work, which will be indicated by barriers, signs and notices etc.

4.1.6
The contractor will notify the Facilities Manager of any hazardous work processes, which may put the client’s employees at risk.

4.1.7
The company will notify the contractor of specific site hazards, which may affect the contracted work.

4.1.8
All work to be organised so as to meet current Health and Safety legislation.

Codes of Practice
The following codes of practice are to be strictly followed by all contractors working on the company’s managed sites.
5.0
Entry to Site

5.1
On arrival, contractor’s employees must report to Security or designated reception area.  No person, material or equipment will be admitted to site except through recognised entrances.  Site Security or the receptionist will then sign in the contractor’s employees and issue them with “Visitors’ Passes” (passes should be handed in at the end of each working day).  Security or receptionist will then notify the Facilities Manager that contractors are on site and that the necessary Authorisation / Permit to Work is in order.

5.2
The company reserves the right to deny admission to their clients’ premises to any person refusing to comply with the company’s codes of practice or any other regulation concerning the Health, Safety and Welfare of both the contractor’s or client's employees.

5.3
Contractor’s employees will only use recognised access / egress routes.

5.4
Drivers of contractor vehicles delivering goods, materials or personnel to site should notify Site Security at the time of arrival.

5.5
All contractors’ vehicles must observe the client's entrances, exits and routes and all road signs e.g. speed limits etc.  If abnormal loads are to be delivered to the client's premises, the contractor must notify the Facilities Manager at least 7 working days in advance.  If any route within the clients’ premises may be obstructed by a contractor’s vehicle, plant, or material, the Facilities Manager must be notified so that alternative arrangements can be made.

6.0
Permits to Work

6.1
The contractor must be in possession of a valid and approved Permit to Work / ‘Authorisation to Work’ prior to the commencement of the project, work or activity.

6.2
‘Permits to Work’ will be issued by the Facilities Manager where the Contractor’s work entails: 

· The use of toxic/hazardous substances

· Work on high electrical voltages

· Work with portable liquid gas equipment

· Welding torches, electric arc welding equipment

· Working in confined spaces

· Roof works

· Work on pressurised systems

· Work gas systems

· Work with asbestos.
7.0 Fire Precautions

7.1
General fire precautions must be discussed and agreed with the Facilities Manager.  The contractor must ensure that his employees and sub-contractors employed on site are fully acquainted with the requirements of the site ‘Fire Instructions’ e.g. all contractors’ employees should know the nearest fire alarm point, the evacuation signal in an emergency and the location of the nearest fire extinguisher.

7.2
It is of paramount importance that the provision and maintenance of suitable fire fighting equipment for the contracted work is agreed prior to the work commencing.

7.3
‘Hot Work’ is covered at 6 ‘Permits to Work’.

7.4
Contractors shall make adequate arrangements for the safe use and storage of LPG and other gas cylinders.

7.5
No connection shall be made into or water drawn from fire hose reel points or hydrants for any reason unless authorisation has been obtained from the Facilities Manager.

7.6
In the event of a fire, Contractor’s employees working close by should raise the alarm immediately and if safe to do so attempt to extinguish the fire.  Contractor’s employees leaving a building due to an emergency, fire or fire drill evacuation should leave the area in which they are working and report to the appropriate ‘Assembly Point’.

7.7
The use of any fire fighting equipment must be reported to the Facilities Manager.

8.0
Waste Burning

8.1
The burning of waste material, wood, etc. is prohibited on Clients' premises.

9.0
Smoking

9.1
The contractors and the employees will adhere strictly to the client's smoking policy. 

10.0 Tools, Equipment and Machinery

10.1
The contractor shall be responsible for the supply of all tools, equipment and machinery needed to comply with the contract requirements and conditions.

10.2
All apparatus must conform to current Health and Safety Regulations and where the regulations provide for periodic examination calibration or testing, then the current test certificates should be made available by the contractor for inspection by the Facilities Manager or his nominated representative.

11.0
Ladders and Working Platforms

11.1
The contractor must inspect ladders before being issued for use to ensure that they are in a safe condition.  When in use they should be tied in place or footed.

11.2
Modular working platforms (including scaffolding) must be constructed by competent employees of the contractor or by a competent sub-contractor.  Guardrails, toe boards, brakes, stabilisers and securing brackets are to be used in accordance with current Construction Regulations.

11.3
The contractor must make available the ladder register for inspection by the Facilities Manager.

12.0
Lifting Equipment

12.1
Any lifting equipment brought on site (including mobile window cleaning equipment e.g. ‘cherry pickers’) must comply with current Health and Safety Regulations and carry a copy of its current inspection certificate.

13.0
Electrical Equipment
13.1
All electrical work and work involving the use of electrical power tools will be carried out in accordance with the Electricity at Work Regulations 1989. Portable electrical tools, hand lamps and other equipment with trailing leads used in building construction (including refurbishment work) shall be supplied with electricity at 110v ac supplied from a double wound transformer with an earthed centre tapping reduced to 55v ac when working inside tanks or vessels.

13.2
No fuses or isolators may be withdrawn replaced or operated by the contractor without prior approval of the Facilities Manager or his nominated representative.

13.3
The contractor will be responsible for the supply of all necessary step-down transformers and connections etc. to meet the above requirements.

14.0
Hazardous Substances

14.1
Where the contractor requires to use hazardous substances (when no alternatives are available) then the Facilities Manager must be advised before they are introduced on site.

14.2
When hazardous substances are in use, the contractor will ensure their compliance to COSHH regulations. 

14.3
The contractor/s will ensure that their staff are trained in the use of hazardous substance and that the removal and disposal of any hazardous waste will be carried out in accordance with statutory regulations pertaining to the substance.

15.0
Drains and Sewers
15.1
The Contractor must make every effort to prevent soil, sand or any other substance or contaminating materials being washed into drains or sewers.

16.0
Excavations 

16.1
Prior to any excavation work commencing, the contractor will consult the Facilities Manager or his nominated representative, who will determine if a Permit to Work is required, which will be dependent on size and depth of the excavation.

16.2
The Facilities Manager or his nominated representative will authorise the work and advise of the existence of electrical cables, drains or water mains, of which he/she is aware, likely to be affected by the work.

16.3
The contractor is to take all necessary precautions to ensure that the risks of damaging or disturbing any underground cables, pipelines or other services are minimised.

16.4
If, in the course of excavation, services are encountered that have not been previously identified, work should immediately cease and the Facilities Manager is notified.

16.5
The contractor will ensure that all excavations or openings (attended or unattended) are fenced and shored or otherwise protected for the protection of persons in the vicinity.  Excavations should be lit during the hours of darkness and during inclement weather.  The surrounding area of any excavation shall be maintained in an orderly and tidy condition.

17.0
Guarding of Machinery

17.1
All machinery and plant brought onto site by the contractor, should be fully safeguarded and protected to ensure the safety of both the contractor's and client's employees.

17.2
No safeguards (e.g. machine guards, fencing, etc.) shall be removed from the client’s plant without the permission of the Facilities Manager.  Where safeguards have been removed they must be replaced and secured immediately the contractor has completed the work.

18.0
Company Notices
18.1
The client's notices or announcements regarding safety, security, fire precautions and any other matters that are displayed on site must be strictly complied with.

18.2
Copies of the company’s codes of practice for contractor/s can be obtained from the Facilities Manager for display in the Contractor’s work area.

19.0
Personal Protective Equipment
19.1
The contractor shall provide suitable protective clothing to protect their employees from hazardous, poisonous or corrosive materials, inclement weather, excessive heat or cold, noise and sparks/hot substances.

19.2
This should include adequate and suitable breathing, eye, ear, foot protection and any other specialist protection that may be required.

20.0
Drugs and Intoxicating Liquor
20.1
The contractor/s or their employees shall not consume, or bring on site, any drugs or intoxicating liquor.

20.2
No person will be allowed to work on site when under, or if appears to be under, the influence of drugs or intoxicating liquor.  The Facilities Manager reserves the right to remove from the site any person infringing this rule.

21.0
Accidents and Dangerous Occurrences
21.1
The contractor will comply with the requirements of the Health and Safety (First Aid) Regulations 1981.

21.2
Prior to work commencing the contractor and Facilities Manager will agree the use of the clients medical services where appropriate with special consideration being made for contracted work being carried out outside normal working hours.  Contractors’ employees must be told what medical facilities are available and where they are situated.  

21.3
All accidents should be entered into the site ‘Accident Book’. Accidents and dangerous occurrences including fires must be reported to the Facilities Manager. 

If the incident is notifiable under ‘The Reporting of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR) 1985’ (or any replacement Regulations) the Contractor must additionally report as appropriate to the enforcing authority, subsequently advising the Facilities Manager that this has been done and supplying a copy of the completed form F2508.

22.0
Tidiness
22.1
The general tidiness of the site where the contractor is working shall be the responsibility of the contractor and the site must be kept in an orderly condition at all times e.g. all working areas, gangways and stairways must be kept free from obstructions and debris.

22.2
Where it is necessary to remove handrails etc. to facilitate construction or refurbishment work, the contract working areas shall be securely fenced and made safe by the contractor.

23.0
Motorised Vehicles

23.1
No motorised vehicle will be driven on site without the authority of the Facilities Manager.  All vehicles shall be roadworthy and driven only by a licensed driver.  Contractors’ vehicles must observe speed limits whilst on site, keep to designated routes and only park in areas allocated to them.

24.0
Cameras, Radios and Televisions
24.1
No photography equipment, portable radio or television receiver will be allowed on site without the written permission of the Facilities Manager.

25.0
Damage to Company Property
25.1
The contractor and their employees should make the Facilities Manager aware of any damage to the client’s property whether it be accidental damage incurred by the contractors’ employees during contract work or damage incurred by others.

26.0
Losses

26.1
Neither the company nor its client can be held responsible for any losses of machinery, plant, personal possessions or property belonging to the contractor or their employees.
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