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Emergency Information

Emergency Telephone Numbers

999 / (029) 2087 4444
University Emergency Services 

999
External Emergency Services - Fire, Police, Ambulance

Other useful numbers

(029) 208 76514
Director of Occupation Health, Safety and Environment Unit
(029) 208 74137
Deputy Director of Occupation Health, Safety and Environment Unit

(029) 208 70795
Assistant Director Scientific/Biological

(029) 208 70786
Assistant Director Environmental

(029) 208 75395
Radiation Protection Adviser
(029) 208 76313
Assistant Director Health
(029) 208 76768
Occupational Health Nursing Officer

(029) 208 74810
Health Centre

(029) 208 74477
Estates 'Hot Line'

Using internal phones

Remember (9) to be dialled first on internal phone when making an outside call.

When telephoning for assistance in an emergency XE "Emergency:Information to be given to emergency services" \t "P1" 

 XE "Emergency:Procedures to be followed" \t "P1" , the following information must always be given.

1. Who you are (name and status i.e. staff, contractor, visitor etc.)

2. Where you are: the exact location (building, floor, room number) and telephone extension from which you are telephoning.

3. The nature of the emergency and which emergency services are required.

4. The exact location (building, floor, room number) where assistance is required.

· To ensure that your message has been correctly received ask for it to be repeated back to you.

· Please ensure that the identification of the location is clearly defined. 

· Do not use "University terminology", i.e. the Ranch Site for instance means very little to the Emergency services, neither does Tower nor Preclin.  

· Always give the correct name for the building and the street where it is located.

· If University Personnel need to be contacted in an Emergency: either dial 999 if on central University campus or (029)20874444/5 if outside central University campus.

Using a mobile phone

Mobile phones should only be used to call the emergency services if it is not possible to use the internal phone system. After making the call the caller should inform Security on 02920874444 and provide the same information as indicated above.

Fire Procedures

On Discovering a Fire XE "Fire:Procedures to be followed on discovering a fire" \t "P2" 
· Immediately sound the alarm by breaking the glass in the nearest manual call point.

· Call for assistance.

· If possible, and only if safe to do so, turn off gas and electrical equipment.

· If trained in the use of portable fire extinguishers, attack the fire, but only if safe to do so.

· Always use the correct extinguisher.

On Hearing the Alarm XE "Alarm Procedures to be followed on hearing the alarm" \t "P2" 
· Dial 999 to ensure Fire Service has been called.

· Leave the building by nearest available exit closing all doors and windows behind you.

· Do not stop to collect personal belongings.

· Do not use lifts.

After Leaving the Building

· Move well away from the building.

· Leave clear access for Emergency Services.

· Do not attempt to re-enter the building until you are told it is safe to do so. (The alarms being silenced does not necessarily denote a safe condition, please await instructions before re-entering the building.

· Assemble at the designated assembly area.

Bomb XE "Bomb Alert:see Letter Bomb" \t ""  Alert

 XE "Bomb Alert:Procedures to be followed if you receive a message/warning" \t "P3" If you receive the message/warning

1. Remain Calm.

2. Try to find out the exact location and nature of the bomb:

a) Is it in a building?

b) Is it in a car or outside the building?

c) Is it a letter bomb?  (See below.)

3. If no location is given, assume the bomb to be inside the building.

4. Dial 999 or (029)(2087)4444 giving your name, exact location and nature of the emergency.

Letter Bombs XE "Letter Bombs:Procedure to be followed if you are suspicious of a letter or package" \t "P3" 
Look for the Unusual such as.

Grease Marks
Postmark
Spelling
Thickness
Sealing
Shape
Wrapping
Writing
Signs of Wires or Batteries
Size
Wrong name, title or address
Unsolicited mail
If you are suspicious of a letter or package
DON'T




DO

1.
Don't try to open it.


1.
Keep calm.

2.
Don't press, squeeze or prod it.
2.
Look for sender's name.

3.
Don't put it in sand or water.

3.
Check with sender.

4.
Don't put it in a container.

4.
Check with addressee.

5.
Don't let anyone else do any of these.

If you still think you have a letter bomb

1. Leave it where you found it.

2. Evacuate the room.

3. Lock the door and keep the key.

4. Dial 999 and ask for the Security Manager if you are on central University campus, dial 999 for emergency services if outside University central campus, again giving your name, the location from where you are speaking and the nature of the emergency.  

Security Response

During normal working hours the University security will respond and take charge of the situation and they will then institute the following course of action: -

· The fire alarm will be sounded and personnel will have been told, whenever practicable, that there is a bomb alert and not a fire evacuation.  

· Personnel will then have time to collect their belongings, switch off equipment, close down experiments and leave the building in an orderly fashion anticipating they will be absent from the building for a few hours or more.

· A search of the building will be carried out using police personnel and volunteers, starting at the bottom of a building working inwards and upwards.  

· It is a breach of University Rules for anyone, other than Estates personnel, to install a lock on a door, as entry will be required to all rooms to make a search.  

· It would greatly assist the searchers if the Chief Technician or a designated Deputy who has knowledge of the procedures and practices within that department would make themselves available in an emergency situation to guide the authorities through the department.  

· It would also be useful if a plan of the building were kept in the Porters Lodge, or made available, identifying any special hazards in the building.  

· On completion of the search the senior officer present will then advise that it is safe to return.  

· If not safe, the building must be secured to prevent re-entry.

· Good housekeeping is an essential safeguard against planted devices. Clean and tidy work areas make it more difficult for a device to be concealed.

Section 1 – Estates Division Safety Policy

1. Commitment to Safety, Health and the Environment

Estates recognise that the health and safety of its staff, which it considers to be its most valued and valuable resource, and protection of the environment, are of primary importance. Furthermore Estates recognise that it must aim to ensure that its work does not adversely affect the health and safety of its visitors (which includes contractors working under its direct control) and the general public. Therefore, Estates has established detailed mechanisms to achieve its commitment to: 

(i) Maintenance and continual improvement, as far as is reasonably practicable, of a safe and healthy working environment for all staff, students and visitors and; to strive for continual improvement in environmental performance in all its operations through meeting or exceeding common and statutory safety, health and environmental requirements.

(ii) Maintenance and continual improvement of a safety, health and environmental culture in which safety, health and environmental objectives are regarded by staff at all levels as aligned with the goal of University being a world leading university.  

To achieve its goals the Estates Division has established detailed mechanisms for providing information, training and advice about the various potential hazards which are likely to be encountered; for monitoring and the maintenance of its high safety, health and environmental standards and for regular consultation between Estates and representatives of its staff on health, safety and environmental matters. 

Furthermore, Estates will provide appropriate safety, health and environmental information for interested parties, contractors and others, who work within it, occupy its buildings and use its building services. In addition, through these mechanisms, Estates will remind staff at all levels that they have an individual duty to take reasonable care for their own health and safety and for that of other persons who might be affected by their actions (or lack of them); they must co-operate with Estates in meeting its statutory and other requirements and; co-operate with those persons who are responsible for health, safety and the environment so as to enable them to carry out their duties.

2. Management Outline

Estates recognises that the reduction and elimination of the causes of accidents and incidents and the reduction of Estates environmental impact requires effective management and competent staff at all levels which will ensure that: hazards are identified; effective control measures are implemented; environmental matters are addressed. The development and implementation of health and safety policies can only be effected through delegated lines of authority, therefore, the management of safety, health and environment will be based on:

· A safety, health and environmental policy, the responsibility for which rests with the Director of  PAFRS who has delegated day to day responsibilities to the Directors of Estates Development and the Assistant Director (Maintenance) who will ensure compliance with the University’s obligations to provide a healthy and safe environment for staff and other persons within, or affected by, Estates.

· Estates monitoring its safety, health and environmental performance through a process of audit and inspection and will seek to promote continual improvement through appropriate training of staff at all levels; consideration of new, safer and more environmentally sustainable technologies and setting of challenging safety, health and environmental objectives.

This statement of intent, and the organisation and arrangements as described within the remainder of this document constitute the formal safety, health and environmental policy of Estates, with which all staff and visitors are expected to comply. Where Estates has been delegated by the University to meet the requirements of any statutory regulation on behalf of and for the University, all University Directorates and Schools and members of their staff will be expected to co-operate with Estates to assist it in discharging those duties as identified by the regulation. The Estates Division is committed to maintaining a safe working environment by working in accordance with the 'Health and Safety at Work Act 1974' and subsequent regulations laid under it. It will also ensure that its own policy compliments and complies with the PARFS Directorate’s policy, of which it is a constituent part.  It is also committed through consultation with the University's Occupational, Safety, Health and Environment Unit, other Schools and Directorates and its employees, to achieving continual improvement of its performance in meeting the requirements as set out within its policy and arrangements.
Estates' management and supervisory staff have a responsibility for implementing this Policy throughout the Estates Division.  They will ensure that health and safety with respect to working conditions, equipment and systems of work are always given priority in planning and day-to-day supervision of work.  They will also ensure that all necessary information, instruction and training are provided to enable Estates employees, or contractors, who work for them, can work safely and without risk to both themselves and others who may be affected by that work.
All employees and contractors are required to co-operate with Estates through its appointed managers in the implementation of this Policy and must ensure that their own work is carried out without risk to themselves or others.
The operation of this Policy will be monitored by the Estates Safety Executive Committee.  To assist them in this respect they have appointed a Safety Compliance Officer who will carry out safety inspections of all sites and workplaces and carry out any necessary safety compliance audits in order to give advice on the requirements of the relevant statutory provisions and safety matters generally.
Information on the organisation and arrangements for implementing this policy are compiled in Safety Handbooks and Booklets.  Either a Handbook or Booklet as appropriate will be issued to all organisations and/or individuals that are contracted to, or directly employed by, the Estates Division.  New Estates staff will receive a safety induction talk from the Safety Compliance Officer on commencement of their employment.  The Estates Project Manager, who is responsible for managing a contract, will ensure that contractors working at Cardiff University receive a safety induction talk when starting work onsite.  It is the responsibility of all those issued with a Handbook or Booklet to read, understand and sign a receipt of acceptance.  All receipts must be returned to the Estates Safety Compliance Officer or kept within the project file until all site work has been completed.
Signed and Dated

Director of PAFRS of which the Estates Division is a part of

Follow link for signed copy of policy
Section 2 – Organisation and Responsibilities

Estates Management organisation for implementing the health and safety policy

Estates Maintenance & Rechargeable Works Section
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Managers responsibilities for implementing the health and safety policy

General Responsibilities for Health and Safety 

We all have legal responsibilities for health and safety while we are at work. It is important that we are all aware of these responsibilities and that we work together to achieve a high standard of safety.

It is also important that all personnel know the lines of communication and levels of responsibility that exist to ensure that safety matters are dealt with efficiently.

Management Responsibilities

Responsibility for safety ultimately rests with the highest level of management. Duties and responsibilities are however delegated to all levels of management. The following section identifies:

1. the responsibilities that we all have as employees, and;

2. those individuals with particular safety responsibilities.

Individuals who have been allocated specific health and safety responsibilities within the Health and Safety Policy and Health and Safety Management System have been made aware of those responsibilities. In addition to monitoring their own areas of control, they are also required to monitor the performance and activities of subordinates to ensure that acceptable standards are maintained.

1. Employee Responsibilities

All our employees have general duties under Section 7 and 8 of the Health and Safety at Work etc Act 1974 and other related legislation.

We ALL have the legal responsibility.

· to take reasonable care of own safety and the safety of any other persons who may be affected by what we do or fail to do at work;

· to co-operate with each other so as to enable compliance with any imposed legal duty or requirement;

· to comply with any reasonable safety instruction and safe method of work either given verbally or in writing by his supervisor or authorised Estates manager. 

· not to interfere with or misuse, intentionally or recklessly, anything provided in the interests of safety;

· to report hazardous shortcomings in health and safety arrangements;

· attend any training organised on their behalf;

· keep up to date with any statutory requirements including training needed for them to carry out their work;

· report any accident or dangerous occurrence during work activities;

· use the health and safety equipment provided;

· report defects in their equipment to their supervisor.

2. Managerial Duties and Responsibilities

The specific duties outlined below are those required to be implemented by the managerial supervisory staff of the Estates Maintenance and Rechargeable Works Section to ensure that the arrangements are in place so that the Estates health and safety policy is effective. Their general duties will be found in the main section of the Estates Safety Handbook. (see Safety Handbook) 

Director of Estates Development
Apart from the responsibilities shown in the general duties in the Estates Safety Handbook the Director is responsible for the production, maintenance and compliance with the Estates Asbestos Plan designed to meet the requirements of Regulation 4 of the Control of Asbestos Regulations.

Assistant Director of Estates (Maintenance)

The Assistant Director (Maintenance) has overall responsibility for health and safety within the Estates Maintenance and Rechargeable Works section. The Assistant Director is also responsible for establishing strategies to implement the safety policy within his section and integrating these within the overall Estates strategy. The Assistant Director is responsible for the management of asbestos within the University buildings and is a designated Deputy Responsible Asbestos Person. To assist the Assistant Director in implementing the arrangements necessary to make the safety policy work there is a Maintenance Manager (Buildings) and a Maintenance Engineer (M & E Services).

Maintenance Manager Buildings
The maintenance manager is responsible for ensuring compliance with the Estates agreed safety policy and arrangements made to implement the policy within the planned statutory and reactive building maintenance, rechargeable works and cleaning section. The maintenance manager is a designated Authorised Asbestos Manager and a Responsible Person for managing compliance with specific statutory regulations.
Maintenance Engineer

The maintenance engineer is responsible for ensuring compliance with the Estates agreed safety policy and arrangements made to implement the policy for reactive maintenance and  rechargeable works. He is also responsible for developing strategies and implementing procedures and systems of work for ensuring that the Estates Division complies with statutory requirements for which they are responsible and as such is designated a Responsible Person for managing compliance with those statutory regulations. (See Management of Planned and Reactive Maintenance)

Estates Safety Compliance Officer

The Safety Compliance and Safety Training Officer (SCSTO) will assistant the Assistant Director (Maintenance) and any of his managers to enable them to comply with the Estates safety policy. The SCSTO is also responsible for auditing the level of compliance within the section and reporting his findings and recommendations to the Estates Safety Executive Committee. 

Estates Buildings and Services Maintenance Officers

The Estates buildings and services maintenance officers are responsible for the following:

· the management of Contractors doing rechargeable works, which they will manage in accordance with the relevant arrangements shown in the Estates Construction Safety Handbook.

· the management of the DLO for which they are responsible ,where they will ensure that the arrangements outlined below are implemented. (see Supervisors duties)
· Compliance with Statutory Regulations as fall within their managerial control.
Estates Cleaning Officer

The Estates cleaning officers are responsible for ensuring compliance with the Estates agreed safety policy and implementing those arrangements that are necessary within the cleaning section. For details of those arrangements see Cleaning Section Safety Handbook.
Estates Buildings and Services Supervisors

The Estates buildings and services supervisors are responsible for the following duties:

· Duties outlined in their respective Workshop Safety Handbooks are implemented and complied with.
(see Direct Labour Organisation (DLO Supervisory responsibilities)
· Carrying out risk assessments for any hazardous work and where the assessment indicates a potential medium or high risk produce a method statement showing how the hazards are to be controlled to allow work to proceed safely. (for guidance see Estates risk assessments)

· Complying with their general duties as identified in the Estates safety handbook.
· They are also responsible for providing safety training via toolbox talks (See toolbox talks) and identifying where further training is required. Requests for additional health and safety training are to be referred to the Estates SCSTO.

Electrical, Mechanical Inspectors and the BEMS Technical Officer
The Electrical, Mechanical inspectors and BEMS Technical officer are responsible for managing the duties as shown below in the Management of Compliance with Statutory Regulations
Contractors

When contractors are appointed to undertake work for the Estates Division, all work shall comply with all statutory health and safety legislation and Estates safety rules as shown in the Estates ‘Construction Work Safety Handbook’ (see handbook). No Contractor is allowed to do work for the University without first receiving this handbook. For tendered work this will be provided with tender documents. Contractors are responsible for ensuring those people they employ are made aware and comply with the contents of this handbook and are also given the Estates safety booklet appropriate to their work.

Consultation with employees

Introduction

Estates’ acknowledges the importance of employee involvement in health and safety matters and the importance of the positive role played by employee representatives whether they are: 

(a) safety representatives appointed by recognised trade unions under the Safety Representatives and Safety Committees Regulations 1977, or

(b) representatives of employee safety elected by employees that they represent under the Health and Safety (Consultation with Employees) Regulations 1996

The Estates Division will consult with representatives with a view to making and maintaining arrangements which will enable us and our employees to co-operate effectively in promoting and developing measures to ensure the health and safety at work of employees, and in monitoring the effectiveness of such measures.

It is the intention of the Estates Division to positively encourage the involvement of employees in such matters and to provide any facilities and assistance that might reasonably be required in order for this involvement to be effective.

Consultation process

Estates Safety Executive Committee

The Assistant Director of Estates (Maintenance) is a member of the Estates safety executive committee where policy issues affecting his section are reviewed and modified if required. To assist this, the Assistant Director will arrange for annual reports on compliances with delegated statutory regulations, as carried out by his staff, to be tabled for consideration at appropriate safety executive committee meetings. It is the Assistant Directors responsibility to inform members of his staff of any changes to the Estates safety policy and ensure that the arrangements are put into place to make those changes effective.

Safety representatives

The Estates Maintenance section has the following appointed or elected safety representatives:

· a union appointed (UNITE) safety representative;

· a staff member with special responsibility for statutory compliance (currently the Maintenance Engineer); 

· a cleaning manager with special responsibility for cleaning issues;

· the Buildings and the Services Officers with special responsibilities for issues arising from their managerial responsibilities;

· the following representatives elected by their work colleagues:

· The DLO Services tradesman (currently the Union representative);

· The DLO Buildings workers;

· The DLO works assistants and plant attendants

· The Administration staff employees.

The above safety representatives are required to attend the Estates Safety Committee which must meet at least twice a year but generally meets every third month.

For further details on the Estates policy for consultation with employees and the consultation process generally see the main safety handbook.

Workplace Inspections/Investigations

Safety representatives are entitled, and encouraged to inspect the workplace annually or more frequently if appropriate (following the introduction of new processes, equipment etc). Any significant findings of the inspection will be reported to the line manager/supervisor concerned and may be raised at a meeting of the health and safety committee.

Safety representatives may investigate hazards, dangerous occurrences and accidents. To facilitate this, copies of accident reports will be issued to safety representatives.

Section 3 - Maintenance Section Health and Safety Arrangements

The Maintenance and rechargeable works section has identified health and safety arrangements required within its area of responsibility needed to ensure the effectiveness of the Estates Health and Safety Policy. These arrangements are to be found in four sections details of which are given below.

Management of Construction Work

All construction work managed by the Maintenance Section shall comply with the requirements laid out under the Estates health and safety policy and particularly in the section entitled the Construction Work Safety Handbook. Further guidance is given in the following documents these can be accessed by clicking with your mouse over the document or by going to the shared (S) drive on the network: -

Project work forms, checklists and documents finder
Contractor competency required information
Estates contractor competency procedures
Evaluating contractor’s method statements
Health and safety plans
The tendering process
When does CDM apply
Contractors and safety inductions
Contractor employees Estates safety booklet 
For work on University Health Board (UHB) property, see also Trust book)
Advice on managing small contracted projects.
Management of Cleaning, Waste Disposal and Pest Control

All cleaning, waste disposal and pest control managed by the Cleaning Section of the Maintenance Section shall comply with the requirements lay out under the Estates health and safety policy and particularly in the section entitled the Cleaning Section safety handbook.
Management of Planned and Reactive Maintenance

Planned Preventative Maintenance

The Estates Division has a system in place to automatically raise worksheets for planned maintenance. The PPM system is recorded on a data base (QFM) which sends out when required the following worksheets: -
	PPM Task
	Manager responsible

	Plantroom inspections – worksheets are issued weekly, monthly and yearly
	BEMS Technician

	Plantroom cleaning - worksheets are issued 6 monthly.
	BEMS Technician

	Maintenance AHU – worksheets are issued twice yearly.
	Mechanical inspector

	Cesspool Cartwright Court - worksheets are issued monthly.
	Mechanical inspector

	Emergency showers - worksheets are issued weekly.
	Mechanical inspector

	Woodwork Machines - worksheets are issued annually.
	Mechanical inspector

	Local Exhaust Ventilation (LEV) - worksheets are issued annually.
	Maintenance Engineer

	Fire Alarm testing - worksheets are issued weekly, 6 monthly and yearly.
	Electrical Inspector

	Emergency Light testing - worksheets are issued 6 monthly and yearly.
	Electrical Inspector

	Fire extinguisher maintenance & testing - worksheets are issued annually.
	Electrical Inspector

	Fire final emergency exit doors - worksheets are issued annually.
	Maintenance Manager

	Roof maintenance - worksheets are issued at least twice yearly.
	Maintenance Manager

	Access equipment – 6 monthly inspection of DLO access equipment. In-date equipment coloured tagged.
	Maintenance Officer (Buildings)


The worksheets are either given to the Estates DLO or Contractors to do. Those doing the work report to the manager responsible and also record on the worksheets any problems found. Information from returned worksheets is recorded onto the QFM by the Estates administration staff.

Reactive Maintenance

Reactive maintenance is raised via the ‘hotline’ (the Estates work request telephone line), which is manned by the Estates Administration section. Information is recorded onto the QFM system which automatically generates a worksheet. Worksheets are issued to the appropriate Estates manager and the procedure similar to that of PPM is followed.

Management of Compliance with Statutory Regulations

Asbestos management

Manager responsible – Estates Asbestos Responsible Person, Director of Estates Development
	Asbestos Containing Materials (ACMS)

Control of Asbestos Regulation 2005

Regulation 4
	Is responsible for ensuring that a plan is produced, maintained and reviewed to ensure that Estates complies with the requirements of CAR in particular Regulation 4 and ensuring that the plan is complied with.

See asbestos procedures


Manager responsible – Assistant Director of Estates (Maintenance)

	Asbestos Containing Materials (ACMS)

Control of Asbestos Regulation 2005 Regulation 4
	Is responsible for the allocation of necessary work required to maintain or remove ACMS in accordance with the Estates asbestos procedures. See asbestos procedures


Maintenance Engineer

The Maintenance Engineer has overall responsibility for managing the duties arising from statutory legislation as shown below. He is also responsible for providing the Assistant Director of Estates (Maintenance) with annual reports on compliance with those regulations for the scrutiny of the Estates Safety Executive Committee. In order to assist the Maintenance Engineer in carrying out this duty the Estates Division employs an Electrical Officer, Mechanical Officer, Senior BEMS Technician, Electrical and Mechanical Inspectors. Their duties and their responsibilities are also listed below.
Manager responsible – Maintenance Engineer HV Senior Authorised Person (HVSAP)

	HV premises and equipment.

The Electricity at Work Regulations 1989
	Is responsible for ensuring that all of the University’s HV premises and equipment are maintained to the accepted industry standard and in compliance with all statutory provisions. The SAP is also responsible for issuing all authorisation letters of competency which allow entry to HV premises and ensuring that the Estates Divisions Safety Rules (HV Distribution) are followed.


Manager responsible – HV Maintenance Manager – Electrical Officer
	HV premises and equipment.

The Electricity at Work Regulations 1989
	Is responsible for arranging the maintenance of all of the University’s HV equipment and ensuring that all HV premises are kept in a well maintained and safe condition.


Manager responsible - Maintenance Officer Mechanical assisted by the Mechanical Inspector
	Legislation
	Duties

	Lifts. (guidance INDG339)
Lifting operations and lifting equipment regulations 1998
	Arranges for all of the University’s lifts to be maintained and inspected. This is usually achieved by managing a tendered contract with a specialist Lift Company.

	Gas Boilers.
Gas safety (installation and use) regulations 1998

ACOP L56
	Arranging for Domestic Gas Boilers in Residence to be inspected and serviced annually.

Arranging for the Industrial Gas Boilers serving the Academic Buildings to be inspected and serviced annually.

This is normally achieved by managing a tendered contract with a specialist gas boiler maintenance company.

	Ventilation systems.
General requirement under the HSWA and COSHH regulations but given as specific requirements in the Workplace (Health, Safety and Welfare) Regulations 1992.
	Arranging for the cleaning and testing of supply air ventilation and extraction systems.

This is normally achieved by managing a tendered contract with a specialist ventilation duct cleaning company.

	Refrigeration and A/C Units.

PUWER regulations 1998 and the Environmental Protection Act 1990.
	Managing the safe disposal of redundant refrigeration units.
This is achieved by managing a tendered contract to a recognised waste disposal and recycling contractor.

Managing the maintenance and inspection of all the University’s A/C units.
This is achieved by managing a tendered contract to a specialist refrigeration company.

	Fire protection water sprinklers, dry risers and hydrants.
Fire Safety Order 2005
	Managing the testing and maintenance of all of the University’s fire protection water sprinkler systems, dry risers and hydrants.

This is achieved by managing a tendered contract to a specialist fire engineering company.

	Legionella
COSHH regulations
ACOP L8
	Is responsible for ensuring that the University is protected from the risks arising from Legionella by: - 

(1)
identify/assess sources of risk; 

(2)
prepare schemes for preventing/controlling risk; 

(3)
implement precautions; 

(4)
keep records of precautions.

	Safety Harnesses and anchor points.

LOLER

	Is to keep a register of Estates owned safety harnesses and ensure that they are regularly inspected as tested as required by risk assessment.

Is to keep a register of all anchor point attachments and ensure that they are annually inspected and tested.


Manager responsible – Maintenance Officer Mechanical assisted by the Mechanical Inspectors

	Legislation
	Duties

	Air Handling Units (including Gas fired).

Gas safety (installation and use) regulations 1998

PUWER
Gas alarm systems
	Is responsible for organising and managing the inspection, testing and maintenance of all of the University’s AHU.

This is achieved by managing a tendered contract to a specialist servicing contractor and is normally carried out every 12 months.

	Pressure Vessels

Pressure equipment regulations

ACOP L122
	Is responsible for liaising with the Insurance inspector to ensure that all identified pressurised equipment within the University are tested and inspected in accordance with the relevant regulations.

This is achieved by maintaining a register of Estates owned equipment and obtaining from other University Schools* a list of their equipment which requires to be inspected.

* Schools are responsible for identifying all pressurised equipment within their school. They are also responsible for ensuring that such equipment is adequately maintained and used in a safe manner. The Estates Mechanical Inspector will arrange for identified equipment to be inspected at a suitable pre-arranged time by the insurance inspector and pass on to the Schools relevant documentation.

	Lifts and Lifting equipment

LOLER

Lifts guidance INDG339

Lift equipment ACOP L113
	Is responsible for liaising with the Insurance inspector to ensure that all lifts and identified lifting equipment within the University are tested and inspected in accordance with the relevant regulations.

This is achieved by maintaining a register of Estates owned equipment and obtaining from other University Departments* a list of their equipment which requires to be inspected.

* Departments are responsible for identifying all lifting equipment within their department. They are also responsible for ensuring that such equipment is adequately maintained and used in a safe manner. The Estates Mechanical Inspector will arrange for identified equipment to be inspected at a suitable pre-arranged time by the insurance inspector and pass on to the Departments relevant documentation.

	Maintenance and inspection of Plantrooms, Boilerhouses and Tankrooms.

The Workplace (Health, Safety and Welfare) Regulations.
	Is responsible for the annual inspections of all plantrooms, boiler houses and tankrooms throughout the University.

	Maintenance and inspection of LEV’s in Estates workshops and registered Schools

COSHH & PUWER Regulations
	Is responsible for all Estates and School (as registered by the School) LEV’s are annually inspected as required by legislation and maintained in accordance with manufacturers instructions.

	Legionella

COSHH regulations
ACOP L8

	Is responsible for ensuring that the University is protected from the risks arising from Legionella by: - 

(1) Managing the cleaning and chlorinating program within the University. 

(2) Managing the maintenance of the University’s emergency showers. 

	Testing instruments
	Is responsible for ensuring that all instruments required for testing purposes are calibrated at suitable intervals to ensure accurate readings.


Manager responsible - Electrical Inspector

	Legislation
	Duties

	Periodic Electrical Inspections

Electricity at Work Regulations

	Is responsible for managing the periodical electrical inspections and testing of all the University’s buildings low voltage systems. This will require:

a) Organising a programme designed to inspect and test each building at regular intervals as indicated by a risk assessment.

b) As a result of the inspection attend to any repairs necessary to make the system safe and produce a report which must indicate any deviations in the system from BS7671

c) Keep records of all the University’s low voltage systems which includes the distribution lay out, the main isolation points including circuit protection and details of test results. 

	Portable Electrical Appliance Testing (PAT)

Electricity at Work Regulations
	Is responsible for ensuring that Estates portable electrical equipment and like equipment belonging to the University* that Estates has contracted to inspect and test, are inspected and tested at a frequency indicated by risk assessment. The inspector will also ensure that records are kept of all tests.
* Estates are not responsible for the management and use of portable electrical equipment which does not belong to Estates.

	Fire alarm system testing.

Fire Safety Order 2005
	Is responsible for ensuring that all the University’s buildings have their fire alarm systems regularly tested and inspected and keeps records of such inspections and organise the repair of any faults found in the systems either during testing or reported via the ‘hotline’.

A testing program has been devised which is automatically raised under the Estates PPM system.

	Fire extinguishers

Fire Safety Order 2005
	Is responsible for ensuring annual maintenance and testing is carried out on all fire extinguishers within the academic buildings.

	Emergency Lighting

Fire Safety Order 2005 and 
Electricity at Work Regulations
	Is responsible for ensuring that all the University’s buildings have their emergency lighting systems regularly tested and inspected and keeps records of such inspections and organises the repair of any faults found in the systems either during testing or reported via the ‘hotline’.

	Lightning Protection.
General requirement under the HSW and Management Regulations. Specific recommendations for the Protection of Structures against Lightning are found in the code of practice for British standard BS6651 1992
	Carrying out a risk assessment of the likelihood of University buildings being struck by lightning.

Arranging for inspection, testing and maintenance of buildings lightning protection systems at a frequency determined by the risk assessment.

This is normally achieved by managing a tendered contract with a specialist lightning protection maintenance company.

	Testing instruments
	Is responsible for ensuring that all instruments required for testing purposes are calibrated at suitable intervals to ensure accurate readings.


Manager responsible – Senior BEMS Technician assisted by the Assistant BEMS Technician
	Legislation
	Duties

	Maintenance and inspection of Plantrooms, Boilerhouses and Tankrooms.

The Workplace (Health, Safety and Welfare) Regulations.
	Is responsible, through the management of the DLO Plant attendants, for the regular inspection of all University Estates run plantrooms, boilerhouses and tankrooms.

Maintenance and remedial work is attended by raising worksheets through the PPM system.

	Fume Cupboard exhaust systems and other Local Exhaust Systems (LEV).

COSHH Regulations

PUWER
	Is responsible for organising and managing the inspection, testing and maintenance of all of the University’s fume cupboard exhaust systems. 

Annual inspection and maintenance work is carried out by trained operatives from the DLO and is normally carried out every 12 months.

Schools are responsible for ensuring that fume cupboards are working satisfactorily before permitting their use. Any faults found are reported to Estates via the ‘hotline’. 

	Steam Boiler maintenance & Inspections
Pressure Systems Safety Regulations 2000 

ACoP L122, PM5 & PM60, INDG178

PSG2 SAFed guidelines for the operation of steam boilers
	Is responsible for ensuring that a written scheme of examination is in place covering the Estates managed steam plant. That the steam plant is examined in accordance with the written scheme and that the written scheme is regularly reviewed.

To assist in this a Boiler Plant maintenance section carry out regular maintenance and inspection of the University’s steam boiler systems.

The responsible Manager will also ensure that all Plant Attendants are competent and have received suitable training.

The responsible Manager will also ensure that all statutory inspections are carried out.

	Legionella

COSHH regulations, ACOP L8
	Is responsible for ensuring that the University is protected from the risks arising from Legionella by: - 

(1) Monitoring hot water temperatures recorded on the BEMS system and as reported by plant attendants.


Manager responsible – Maintenance Manager Buildings
	Legislation
	Duties

	Fire door building final exits.

Fire Safety Order 2005
	Is responsible for organising the annual inspection and maintenance of all identified final fire door exits and fire doors on the means of escape within University buildings.

This is achieved by work sheets being automatically generated by the PPM system.

	Maintenance of flat roofs.
	Is responsible for organising the maintenance of all roofs of buildings having flat roofs and the cleaning of all gullies and waterways from those roofs.

	Reporting faults/defects to Project Managers during the Projects defect liability period
	Is responsible for monitoring the effectiveness of the agreed procedures which operate via the Estates ‘Hotline’.

See Contractors safety handbook – Retention


Manager responsible – Estates Maintenance Officer (Buildings)
	Access Equipment

Working at Height Regulations
Guidance INDG 401 & 402
	Is responsible for ensuring that all of the DLO access equipment is inspected on a six monthly basis. A log sheet will be maintained by Admin support from information provided by the inspector. Each piece of equipment will have an identification number and be tagged with a colour code to show compliance. Colour coding will be the same as for lifting equipment.
See Access inspection procedures


Direct Labour Organisation (DLO) Supervisory responsibilities

Services Maintenance M & E Supervisors 

The services workshop supervisors will ensure that the Workshop is kept in a clean and tidy condition and that all machines are regularly inspected and maintained in accordance with the requirements of the appropriate legislation, standards and instructions found within the appropriate manufacturers’ manual. The workshop supervisor will also ensure the following:

1. that only an authorised named operator is allowed to use the welding equipment.

2. that the fixed Pillar Drill is not used whilst welding is being carried out.

3. that the welding screen is in place to protect other workshop users whilst welding work is being carried.

4. that the extractor is working whilst welding work is being carried.

5. that welders wear suitable clothing when welding (flame retardant coveralls)

6. that ear defenders, eye shields and dust masks are worn when required.

7. that machines are switched OFF when not in use and isolated before any major adjustment, cleaning or maintenance is done.

8. that the area around the fixed abrasive wheel (grinder) is kept clear of obstructions.

9. that all walkways are kept clear of obstruction at all times.

10. that waste is put into bins which are emptied when full.

11. that the Abrasive Wheel and Welding Equipment maintenance logs are correct and up to date

12. that all replacement gas bottles be kept in the outside storage space in the designated chained position.

13. that the fire exit routes in the normal access entrance are kept free from obstruction at all times.

14. that all substance which could be considered potentially hazardous to health will have been COSHH risk assessed and when not being used will be kept in secure lockable storage.

15. that before any work is undertaken which requires the use of lifting equipment a risk assessment is first made and a method statement produced which puts in place any hazard controls indicated as being required by the risk assessment.

16. that a log is maintained of all access equipment. This log will indicate when and by whom the said equipment was last inspected and indicate the condition of such equipment. All access equipment shall be inspected at least once per six months and any equipment found not to be serviceable will be tagged with a notice saying “not to be used” and removed from service.

17. that a programme is arranged for annual preventative maintenance of fume cupboards and organise any resultant work in accordance with the Estates Protocol.
Buildings Maintenance Supervisor 

The  building maintenance supervisor will ensure that the Wood Workshop is kept in a clean and tidy condition and that all machines are regularly inspected and maintained in accordance with the requirements of the appropriate legislation, standards and instructions found within the appropriate manufacturers manual. The wood workshop supervisor will also ensure the following:

1. that only an authorised named operator is allowed to use a wood machine.

2. that all machine guards are in place with cutters and saw blades enclosed as far as practical.

3. that no two adjacent machines will be operated at the same time. (Space restriction rule)

4. that operators follow the agreed safe operating procedures for that machine.

5. that operators wear suitable clothing (loose clothing which could become entangled in machinery is prohibited).

6. that ear defenders, eye shields and dust masks are worn when required.

7. that push sticks and jigs are available, in good condition and are used by operators when appropriate.

8. that machines are switched OFF when not in use and isolated before any major adjustment, cleaning or maintenance is done.

9. that the machine operators attention is not distracted whilst work is in progress. To assist this the rear delivery door must be closed when the SP-12 saw bench is in use.

10. that the areas around each machine is kept clear of obstructions.

11. that new and finished timber is stacked in the appropriate storage position.

12. that all walkways are kept clear of obstruction at all times.

13. that waste is put into bins which are emptied when full.

14. that the dust extraction is always on when machines are being operated.

15. that the ‘dust extractor’ is regularly maintained with its waste bags being emptied whenever necessary.

16. that during delivery of materials all work on wood machines must stop and machines shut off.

17. that the wood machine maintenance log is correct and up to date

18. that before any work is undertaken which requires the use of lifting equipment a risk assessment is first made and a method statement produced which puts in place any hazard controls indicated as being required by the risk assessment.

19. that a log is maintained of all access equipment. This log will indicate when and by whom the said equipment was last inspected and indicate the condition of such equipment. All access equipment shall be inspected at least once per six months and any equipment found not to be serviceable will be tagged with a notice saying “not to be used” and removed from service.
Plantroom Attendant’s Supervisor 

The  plantroom attendant supervisor will ensure that all designated plant/boiler room are kept in a clean and tidy condition and that all serviceable equipment are regularly inspected and maintained in accordance with the requirements of the appropriate legislation, standards and instructions found within the appropriate manufacturers manual. The plant attendant supervisor will also ensure the following:
1. that all persons working under his instructions are competent to undertake any given task and are provided with sufficient safety instruction and PPE to be able to carry out the work safely.
2. that all plant/boiler rooms are risked assessed and that any required controls and safety signage are put into place.

3. that all plant/boiler rooms are regularly inspected and kept in a clean and tidy state.
Statutory Compliance Legislation

Provision and use of Work Equipment

Estates Project Managers/Supervisors and Contractors working for Estates will adhere strictly to ‘The Provision and Use of Work Equipment Regulations’ (PUWER). They will also comply with the ‘Management of Health and Safety at Work Regulations’ (MHSWR) particularly the requirements for ‘risk assessment’.

Suitability of work equipment

All work equipment must be suitable for the purpose for which it has been provided. This will be determined by making a ‘Risk Assessment’. The risk assessment shall consider the following: -

· its initial integrity;

· the place where it will be used; and

· the purpose for which it will be used.

The risk assessment should also consider the ergonomic factors to ensure the equipment’s design is compatible with human dimensions. This will need to consider: -

· operating positions;

· working heights; and

· reach distance

Operation of the equipment should not place undue strain on the user. Operators should not be expected to exert undue force or stretch or reach beyond their normal strength or physical reach limitations to carry out the task.

Maintenance and Inspection

All work equipment must be maintained in an efficient state, in efficient working order and in good repair.

Where any machinery has a maintenance log, the log must be kept up to date.

Where machinery is maintained by an inspection tagging system i.e. Portable Electrical Appliances (PAT), then such equipment shall not be used unless it complies with the following: -

· it appears visually sound; and

· it displays a current inspection tag, which indicates the next test date.

Frequency of Inspection and Maintenance will be determined by statutory requirements or where no specific requirements exist then by ‘risk assessment’. 

A competent person must only carry out maintenance and Inspection. The competent person should have the necessary knowledge and experience of the equipment to: -

· enable them to know what to look at (know the key components);

· know what to look for (fault finding); and

· know what to do (reporting faults, making a record, who to report to).

DLO Access equipment

Click to view the DLO access equipment inspection policy.
Records

All records must be retrievable and readily available for audit and inspection. They may be kept in hand-written form or stored electronically. Information recorded should normally include: -

· information on the type and model of equipment;

· any identification mark or number that it has;

· its normal location;

· the date that the inspection was carried out;

· who carried out the inspection;

· any faults; and/or

· any action taken;

· to whom the faults have been reported;

· the date when repairs or other necessary action were carried out.

Information, Instruction and Training

All persons required to supervise, or to use, work equipment shall have readily available to them adequate health and safety information and, where appropriate, written instructions pertaining to the use of work equipment. This information and instruction should include: -

· the conditions in which and the methods by which the work equipment may be used;

· foreseeable abnormal situations and the action to be taken if such a situation were to occur;  and

· any conclusion to be drawn from experience in using the work equipment.

Information and instructions must be readily comprehensible to those concerned.

Supervisor must ensure that only those who are competent and adequately trained are permitted to use work equipment. Supervisor must identify and refer all those working under their instruction who require training to the Estates Training Officer for training to be provided.

Where statutory regulations require specific qualifications or training to work on or with work equipment then the Supervisor responsible for the work must ensure the chosen operator holds the necessary qualification.

Contractors and University Equipment

It is not permitted for Contractors to use any University owned equipment, except in exceptional circumstances, when by agreement with the Project Officer this is allowed. The Contractor must before using such equipment be satisfied that it is in good condition and safe to use and also comply with the PUWER regulations with regards to its use and those required to use it.

Further information 
A simple guide to PUWER INDG 291 


HYPERLINK "../Safety%20advise%20Literature/Lifts%20pressure%20vessels%20work%20equipment/Using%20work%20equipment%20safely%20indg229.pdf"

Using work equipment safely INDG 229

PUWER ACOP L22
Lightning Protection Systems

The agreed standard for the Protection of Structures against Lightning will be found in the code of practice for British standard BS6651 1992. These recommend: -

Need for protection.

Section 2 of the code of practice gives the basis for deciding whether a building or structure needs to be protected from lightning strike. Under Health and Safety Legislation there is a requirement for the University to carry out a risk assessment of all its buildings to determine if Lightning protection is required and if so to what level that protection should provide.

Inspection

A competent person must inspect during installation, after completion and after alteration and extension to verify that the installation is in accordance with the recommendations given in the code. Visual inspection should then be taken at fixed intervals recommended at intervals not exceeding 12 months.

Testing

On completion of an installation or after any modification the following measurement and checks should be made and entered into a logbook –

a) the resistance to earth of the earth termination network and of earth electrode.

b) the results of a visual check of all conductors, bonds and joints or their measured electrical continuity. 

The recommended method of testing is given in BS7430. Impedance to earth should not exceed 10(. 
It is recommended that testing should take place at fixed intervals not exceeding 12 months. In practice it is recommended that a less than 12 months period is adopted so that tests can take into account the different conditions found in each season.

It is also a requirement of the BS7671 that the lightning protection system should be bonded to the Main Earth Terminal (MET) at the origin of the electrical installation for the building.

Records

The following records should be kept by the person responsible for upkeep of the installations: -

a) scale drawings showing the nature, dimensions, materials and position of all component parts of the lightning protection system;

b) the nature of the soil and any special earthing arrangements;

c) the type and position of the earth electrodes, including reference electrodes;

d) the test conditions and results obtained;

e) any alteration, additions or repairs to the system;

f) the name of the person responsible for the installation or its upkeep.

A label should also be attached at the connection to the MET worded as follows: -

“This structure is provided with a lightning protection system that is in accordance with BS6651 and the bonding to other services and the main equipotential bonding should be maintained accordingly”.

Maintenance and upkeep

The periodic inspection and tests recommended in 2 and 3 will show what maintenance, if any, is needed. Particular attention should be given to the following:-

a) earthing;

b) evidence of corrosion or conditions likely to lead to corrosion;

c) alterations and additions to the structure which may effect the lightning protection system (e.g. changes in the use of the building, the installation of crane tracks or erection of radio and television aerials).

Lifting Operations and Lifting Equipment

All lifting operations and lifting equipment will conform to the ‘Lifting Operations and Lifting Equipment Regulations’ (LOLER). In addition the Project Officer/Supervisor will establish a safe system of work. All persons required to carry out work involving lifting operations and/or using lifting equipment shall do so in a way which is safe and complies with LOLER. They will also comply with the ‘Management of Health and Safety at Work Regulations’ (MHSWR) particularly the requirements for ‘risk assessment’.

Estates lifting equipment

Before use all Estates lifting equipment will comply with the following: -

· it must be suitable for the task selected;

· it must display a current valid inspection tag, and have an indication of its safe working load;

· it must be checked visually for soundness.

· The Estates Mechanical Inspector maintains records of all Estates lifting equipment.

Contractors lifting equipment

Before Contractors carry out any lifting operation for or on behalf of the University they will produce for inspection by the University:

· The appropriate statutory inspection reports/certificates.

· Evidence that the operator of any crane or lifting machine is trained and competent.

· Detailed information as to the way in which lifting operations are to be carried out and the equipment to be used. 

Contractors will also consult with the University before carrying out any lifting operation with a crane or lifting machine to ensure:

· That the ground or place where the crane or lifting machine is standing is suitable and will withstand the weight imposed upon it.

· That no part of the crane or lifting machine is likely to foul overhead gantries, pipelines, electric cables or conductors.

Further information

A simple guide to LOLER INDG 290
Lifts

Standard types of Lift Installations which are found at the University are Passenger, Passenger/Goods, Goods only, Service and Platforms for the Disabled. The Provisions indicated in the PUWER98 and the Lifting Operations & Lifting Equipment Regulation 1998 (LOLER) have to be satisfied in order to comply with Health and Safety law.
The agreed standard whose guidance if followed will normally be regarded as sufficient to comply with Health and Safety law is that produced by the Safety Assessment Federation (SAFed) in full consultation with the HSE and recommends: -

Frequency of testing and inspection

Each of the different types of lift installations, which are found within the University, are required to undertake a series of recommended examinations and tests that must be carried out at one, five and ten year intervals.

Record keeping

The University as the lift owner is responsible for ensuring either, that copies of all current Reports of Examinations and Certificates of Test are retained in the lift machine room, or for displaying a notice in the lift machine room indicating where the Reports and Certificates are located.

Further information

A Simple guide for lift owners INDG 339
Fume Cupboards and other Local Exhaust Ventilation (LEV).

The Estates Division carries out, for and in co-operation with University Schools, the annual examination of Fume Cupboard extract systems and other identified LEV systems for compliance with the COSHH regulations. To ensure compliance with Regulation 9 of the COSHH regulations, Estates have devised a management system details of which will be found in the following documentation: -

Management procedure for fume cupboard maintenance 

Work will not be permitted on fume cupboards until the operative has received a Red permit-to-work from the School owning the fume cupboard, who will issue the permit having followed the University procedures.
See Procedures to be followed by Schools for Annual Fume Cupboard Maintenance.
Documents to support the management procedure are: -

Fume cupboard annual test card –
used for recording annual test and inspection information.

Fume cupboard checklist for roof ductwork – used to record the condition of roof ductwork 
during annual inspection.

Fume cupboard checklist for roof fan units – used to record details of roof fan units during 
annual inspection.

Defects reported via the record cards are reported to the Schools by Estates. In most cases Estates will organise any necessary repair but where a major repair or refurbishment is required Estates will first consult with the School to agree the appropriate course of action.

On-site record card

Fume cupboard test report card – this card is positioned on or adjacent to the fume cupboard 
and is amended after each inspection.

Records 
Information returned from the above work cards are collated and recorded by Estates and kept in its statutory records filing system. 

Further information
Fume cupboards education specification. PDF, 

COSHH a brief guide indg136rev2.pdf, 

COSHH essentials HSG193.pdf
Ventilation systems (cleaning and maintenance)

The statutory requirements for cleaning and maintaining ventilation systems will be found as general requirements under the HSW and COSHH regulations but given as specific requirements in the Workplace (Health, Safety and Welfare) Regulations 1992. The Regulations state;

i. Regulation 5 - requires that mechanical ventilation systems used for providing general ventilation are maintained (including cleaned as appropriate) in an efficient state, in efficient working order and in good repair. 
Regulation 5(2) - requires a system of maintenance for ventilation systems and in the associated code of practice a suitable system is defined as ensuring;

a) regular maintenance (including, as necessary, inspection testing, adjustments, lubrication and cleaning) is carried out at suitable intervals;

b) any potential dangerous defects are remedied, and that access to the defective equipment is prevented meantime;

c) regular maintenance and remedial work is carried out properly; and

d) a suitable record is kept to ensure that the system is properly implemented and to assist in validating maintenance programmes.

ii. Regulation 6(1) - requires that effective and suitable provision shall be made to ensure that every 
enclosed workplace is ventilated by a quantity of fresh or purified air. Regulation 6(2) - says that any plant used for the purpose of complying with 6(1) shall include an effective device to give visible or audible warning of any failure of the plant where necessary for reasons of health and safety. 

iii. Regulations 21 and 25 - require that toilets be well ventilated so that offensive odours do not linger and that rest rooms and rest areas include suitable arrangements to protect non-smokers from discomfort caused by smoking.

Practical guidance for compliance with the regulations can be found in publications produced by the Chartered Institute of Building Services Engineers (CIBSE) and HVCA - Guide to Good Practice: Cleanliness of Ventilation Systems Establishes the UK’s first ever level of particulate cleanliness verification for ventilation systems.

Refrigeration Plant and Air Conditioning Units

Regulations applicable to refrigeration plant and air conditioning units are found in the PUWER regulations 1998 and the Environmental Protection Act 1990. To ensure compliance with the requirements of the regulations Estates follows recommendations found in the ‘Good Practice Guide 178’ issued by the Dept. of Environment and Transport, ‘cutting the cost of refrigeration leakage’ and the ACoPs for the PUWER regulations. To meet the requirements the University requires all Contractors personal to hold a current ACRIB refrigeration handling certificate.

Protection from Legionellosis

The requirement to protect against infection from Legionnaires disease is cited in the COSHH Regulations and the standards followed to comply with the regulations are found in; The Control of Legionellosis HSE booklet HS(G)70, The ACOP HSE (L8) for the prevention or control of Legionellosis and BS 6700 – Design, installation, testing and maintenance of services supplying water etc. The Estates Division has in place procedures and controls for protection from Legionellosis through maintenance of the University’s water supply systems.

Responsible person

The Estates Maintenance Engineer is the designated person responsible for organising and maintaining the controls and maintenance required to prevent the risk from Legionellosis from work activities and water sources within the University. His responsibilities include: - 

(1) identify/assess sources of risk; 

(2) prepare schemes for preventing/controlling risk; 

(3) implement precautions; 

(4) keep records of precautions.

To assist him the Senior BEMS Technician, Maintenance Officer Mechanical with the Maintenance inspectors are responsible for: -

(1) monitoring hot water temperatures recorded on the BEMS system and as reported by plant attendants. 

(2) managing the cleaning and chlorinating program within the University. 

(3) managing the regular flushing of the University’s emergency showers.

For more information see: -

Legionellosis a guide iac27
Legionella ACOPs L8.pdf
Periodic Inspections of Electrical Installations

Periodic Inspection and Testing is necessary because all electrical installations deteriorate due to a number of factors such as damage, wear, tear, corrosion, excessive electrical loading, ageing and environmental influences. Consequently:

(i) legislation requires that certain electrical installations are maintained in a safe condition and therefore must be periodically inspected and tested 

(ii) licensing authorities, public bodies, insurance companies, mortgagors and others may require periodic inspection and testing of electrical installations 

(i) additionally, Periodic Inspection and Testing should be considered:

(a) to assess compliance with BS 7671

(b) on a change of ownership or tenancy of the premises

(c) on a change of use of the premises

(d) after alterations or additions to the original installation

(e) because of any significant change in the electrical loading of the installation

(f) where there is reason to believe that damage may have been caused to the installation.

The agreed standard required to comply with the above requirements is found in BS7671 and its supplementary publication ‘Inspection and Testing Guidance note 3’. These recommend: -

Frequency of testing and inspection

All new installations, and after any changes to existing installations, must be tested prior to being handed over for use.

All Commercial, Educational, Offices and Residential Accommodation should be tested every 5 years or earlier if there is a significant change of use.

Places licensed for public entertainment must be inspected and tested every year to satisfy the local licensing authority.

Competency of tester

The inspector carrying out the inspection and testing of any electrical installation must be competent. He must therefore be skilled, experienced and have sufficient knowledge of the type of installation to be inspected and tested to ensure no risk of injury to persons or livestock or damage to property.

Record keeping

Records of all checks, inspections and tests, including test results should be kept throughout the working life of an electrical installation. This will enable deterioration to be identified. They can also be used as a management tool to ensure that maintenance checks are being carried out and to assess their effectiveness.

Portable Electrical Appliance Testing (PAT)

The recognised standard for compliance with statutory requirements, in regards to ensuring electrical equipment is maintained properly so as to prevent danger, is that laid out in the ‘code of practice for in–service inspection and testing of electrical equipment’ produced by the Institution of Electrical Engineers.

Estates testing program

The Estates Division has established a testing program for all Portable Electrical Equipment within its sphere of responsibility. In addition Estates provide a testing service for some of the University’s departments. Departments are responsible for ensuring that only valid tested equipment is permitted to be used. 

Estates keep records of test and an inventory of equipment tested on a data base backed up on the University’s computer network.

For more information on Low Voltage Electrical Maintenance see Electrical Maintenance
Management Fire Safety

Fire Alarm Testing and inspections

The key legislation concerning fire safety is ‘The Regulatory Reform (Fire Safety) Order 2005. The focus of the fire safety order is on risk assessment. This builds on the approach to fire safety established by the Fire Precautions (Workplace) Regulations 1997. Guidance documents are provided for each type of building occupancy. Electrical supply to fire alarm systems must comply with ‘The Electricity at Work Regulations 1989’. Normally compliance with BS7671 will ensure compliance with the EWR.
The agreed standards required to comply with the above requirements are found in BS5839 and BS7671, these recommend: -

Frequency of testing and inspection

1. Only people working for, or on behalf of, the Estates Maintenance Section are permitted to fault find or isolate an existing fire alarm system within the University; this will require Project Managers to give the Electrical Inspector a reasonable period of advance notification if fire alarm systems within their project work area are to be impaired or protected from damage.

2. Planned isolation of all or part of a fire alarm system will only be carried out upon receipt of a job request order raised on the ‘hot line’;

3. The person being given the isolation request job card will have received instructions via Toolbox talk “No.48 – Working on Fire Alarm Systems”. All instructions must be complied with including the requirement to record all faults and isolations into the onsite fire alarm log book;

4. Before any person works on a fire alarm system they must inform the Control Centre when starting the work and upon completion report that they have finished and notify if any parts of the system have been isolated or left in fault;

5. If the person working on the fire alarm system should be unable to put the system in full working order, it must be reported to his immediate Supervisor( who shall ensure that a ‘hotline’ is raised to report the fault and make sure that the Control Centre* have been informed. If the fault or isolation should result in a building losing total automatic fire alarm protection, or partial significant loss in excess of 8 hours, or any time out of normal working hours, then the procedure for notifying the Universities insurance company must be implemented. (See Fire Alarm Impairment Procedures);

( If that person should be a contractor he must inform the Estates Manager/Supervisor who requested the work.
* If the fault should be in Residences the local Unit Manager must also be informed.

6. The Electrical Inspector will keep a record of all fire alarm isolations within the University
7. The Electrical Inspector will inform the Universities Occupation Health, Safety and Environment Unit (OSHEU) and Security if there is a major fire alarm system failure, which leaves a building or part of a building at high risk from a fire being undetected;

Certification - On completion of the work of installing a fire alarm system, or part thereof, or of a major alteration to an existing installation, a completion certificate must be provided to the Estates Division of Cardiff University. 

Every five years, or at intervals indicated by a risk assessment, a periodic test and inspection certificate for the mains supply to the system is required. This is the responsibility of the Estates Electrical Inspector.

Places licensed for public entertainment must be inspected and tested every year to satisfy the local licensing authority. This is the responsibility of the Estates Electrical Inspector.

Routine inspections and tests – these are required a) Weekly, b) Six-Monthly, c) Yearly and for supply to system Five-Yearly.

Record keeping

A logbook should be kept in each building and should be used to record the following information;

a) Name, Location, extension number of the responsible person.

b) Record of all alarms (false, test, practice and genuine), including the location of the device initiating an alarm.

c) Dates, times and types of all defects and faults.

d) Date and time when defects and faults rectified.

e) Dates and types of all tests.

f) Dates and types of all services.

g) Dates and times of all disconnection and disablement’s.

h) All alterations to the system.

i) A record of the names of persons/organisations carrying out tests, repairs, alterations of services of any kind.

Responsibility for testing University Fire Alarm Systems

The weekly testing of fire alarm systems in academic buildings is carried out by Security.

The weekly testing of fire alarm systems in Residence’s buildings is carried out by Residences.

Faults discovered during weekly testing are reported to Estates by Security or Residences via the ‘hotline’ and logged under the fire alarm code. The Estates SCTO monitors reported faults and reports to senior Estates management if there are any concerns.

All other fire alarm tests are carried out by Estates under the control of the Estates Electrical Inspector.

Fire Alarm Systems faults and isolation procedures

Fire Alarm Impairment Procedures

Estates on behalf of the University is required to notify the University’s insurers if any of its automatic fire detection or fire fighting systems are impaired so that the buildings could be placed at risk. Buildings will be considered at risk if any of the following situations should occur: -

1. Sprinkler/Flood Protection Systems – any building containing a Sprinkler or Flood Protection System which becomes inoperative for longer than 8 hours or likely to be inoperative outside of normal Monday-Friday working hours (this includes weekends) must be notified to the insurers.

2. Fire Alarm Systems – A complete loss of a buildings fire alarm system or a significant loss (to be determined by risk assessment) where it is anticipated that this loss will be for longer than 8 hours or likely to be inoperative outside of normal Monday-Friday working hours (this includes weekends) must be notified to the insurers.

When it is required for the insurers to be notified of fire alarm system impairment the following procedure must be followed: -

a) A FIRE PROTECTION IMPAIRMENT FORM, must be filled out by the Project Manager causing the impairment, or in the event of a fault to the system the Estates Electrical Inspector.

b) Where necessary (determined by risk assessment) extra fire fighting equipment are to be arranged to cover the effected impaired areas.

c) The impairment form must be sent to the Estates Insurance Officer (currently Ken Howells ( 74168), and a copy retained for inclusion in the project file or maintenance record.

d) Security must be informed to allow for extra surveillance.

e) The Estates Safety Compliance Officer (SCO) must be informed to record impairment on database and inform OSHEU.

f) When the system has been restored those person identified in (c) to (e) above must be informed by the Project Manager.
Fire fighting equipment

Estates are responsible for maintaining the Sprinkler system in the BIOSI basement car park, fire hydrants on University property and fire dry risers found in various building within the campus. The Estates Electrical Inspector manages the annual maintenance and testing of fire extinguishers within the Academic buildings and Estates controlled areas in Residences.
Maintenance of emergency exit and fire rated doors

Estates are responsible for maintaining final emergency exit doors throughout the University. Estates is also responsible for maintaining fire rated doors in the University Academic buildings. The Estates Maintenance Manager is responsible for this management. CSERV are responsible for fire rated door maintenance within Residences buildings. 
Safe havens for Disabled persons

1. Safe Havens are required if either requested by the Fire Brigade or a University School/Directorate as part of their fire safety precautions.

2. OSHEU will provide the specifications for the ‘safe haven’; the specification will be dependent upon local needs and any special request from the fire service.

3. Estates will carry out any work required from the specifications supplied, excluding the fitting of a telephone this being the responsibility of INSRV.

4. Estates will keep a register of the location of all safe havens. The position of all safe havens will be drawn on the fire precautions layer of the CAD system.

5. OSHEU are responsible for identifying all fire safety signs required to be displayed at the safe haven and upon completion of the safe haven they will advise Schools/Directorates using the building of the function and use of the safe haven.

Buildings Fire Risk Assessments

Risk Assessment.

Fire risk assessments of Cardiff University buildings are required under the Management of Health and Safety at Work Regulations 1999 (MHASAW), which cites the Fire Precautions (Workplace) Regulations 1997 (FPWR), which themselves refer to the MHASAW regulations. This statutory requirement is self-regulatory in practice but its enforcement falls to the Fire Service. The University’s OSHEU are responsible for carrying out building fire risk assessments of University properties. As well as the requirements of the above regulations fire risk assessments also consider any requirements needed to meet the ‘Dangerous Substance & Explosives Atmosphere Regulations 2002’. The Estates Division, which is responsible for the maintenance and repair of all of the University’s non residential buildings, will assist OSHEU with the statutory inspection of buildings with regard to fire risk assessments. To achieve this, the Estates Division has allocated its Safety Compliance Officer to this task.

For more information see Fire risk assessment guide 
FIRE PROTECTION IMPAIRMENT FORM

All impairments to Fire Protection Systems exceeding 8 hours should be notified to our UMAL. Notification of these impairments should be made 48 hours in advance, or as soon as possible when the impairment is known.

	SYSTEM IMPAIRED.

	

	Name and Address of Building
	

	Impairment From: 
	Date: 
	Date: 

	Impairment To: 
	Time: 
	Time: 

	Equipment & Areas Effected:
	

	Reason for Impairment:
	

	Precautions taken  (
	
	Yes
	No

	
	1. Fire Brigade Notified.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	2. Cutting and welding work is banned
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	3. System is reinstated over night
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	4. Extra fire extinguishers are provided in impairment area.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	5. Extra security patrols in impairment area
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	6. Area of impairment kept to a minimum, rest of the buildings fire alarm system in full working order.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	7. If the sprinkler system is impaired it must be ensured that after the area involved is drained down, the following equipment where applicable will be put back on line by the Contractor.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	a) Diesel and/or Electric Pump
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	b) Fire Indicator Panel
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	c) All valves restored to normal operating condition.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
UMAL Notified By:
	Name: 
	Position: 

	
	( 
	Date: 

	UMAL Contact:
	Name: Ian Hawkins

ian.hawkins@umal.co.uk

	SYSTEM RESTORED

	System Restore: 

Notified by: 
	Date: 
	Time: 

	
	Name: 
	Position: 

	


Control click for a copy of the impairment form.

Managing small projects and maintenance work

Risk assessment

All project managers and DLO supervisors who are responsible for managing project or maintenance work must make a “risk assessment” of the work to be undertaken. If the risk assessment shows there to be any significant hazard associated with the work, which could harm either the workmen, other people in or close to the project site then the manager/supervisor must produce a method statement showing how the known hazard(s) will be controlled. Where the hazard(s) are such that they show a high level of risk then the work should be controlled by use of a permit to work. 

For a summary of risk assessment required by statutory regulation see The Estates Safety Handbook.
Job Sheets

Supervisors

Before issuing any Job sheets the Supervisors must make a ‘Risk Assessment’ of the work requested. If the risk assessment should indicate any significant hazards or abnormal conditions then the Job Sheet should be issued with a ‘General Permit to Work’. This permit will give advice on the potential hazards and where appropriate instruction on the safe method of work and any necessary personnel protective equipment.

Employees

Employees required to work via a job ticket should inquire if a permit is required. If a permit is required they must strictly adhere to all instructions and procedures required by the permit. If no permit is required before they start work they must be sure that the work task will not cause danger to themselves or other people. If it is believed that there is an uncontrolled hazard they should refer the job back to their supervisor for re-evaluation. 

For further information on risk assessments see the following:

Construction work generic risk assessments
Estates risk assessment procedures 

Method statements

Where a risk assessment indicates that a method statement is required to show how the work can be carried out safely the method statement must be produced by the person supervising the work. For further information on method statements see the following:

Evaluation method statements
Procedures for safe isolation of building services and working in hazardous areas
For information on the following topic please refer to the following handbook:-

Procedures for isolations of building services and work in hazardous locations
Topic covered within safe working practice handbook

1. List of Authorised building services isolation managers

2. Procedures for organising safe isolations of building services

3. Permit to work system within Cardiff University

4. Isolation procedures for the following building services:-

· Electrical isolation procedure for LV systems

· Gas isolation procedures

· Steam isolation procedures

· Fire Alarm isolation procedures

· Water isolation procedures

· Compressed air systems isolation procedures

· Lift isolation procedures

· BEMS isolation procedures

· Isolation of building services on the University Health Board (UHB) site

5. Controlling hazardous work or work in hazardous locations: -

· Hot Work – general permit to work procedure

· Safe working arrangements for plumbers working on hazardous waste pipework

· Working in confined spaces

· Hazardous rooms entry procedures

· Roof access guidance and permit system

· Guidance for lone workers and call-out procedures

· Legionellosis Management Control
Asbestos Management Procedures

Duty Holders

Asbestos Responsible Person (ARP) – Mr Stephen Duddridge is responsible for developing and ensuring compliance with the Estates Asbestos Management Plan produced in response to the CAR regulation 4.
Deputy Asbestos Responsible Persons (DARP) – Paul Yeoman and Richard Williams will deputise in the absence of the ARP
Asbestos Register Keeper (ARK) – M Thomas, Estates Safety Compliance Officer is responsible for maintaining the Asbestos Register and is the person to whom all documents required by these procedures for the Asbestos Register Keeper must be sent too.

Authorised Asbestos Managers – only those persons authorised by the ARP may manage work involving the maintenance or removal of Asbestos Containing Materials (ACM).
For full details refer to the Estate’s Asbestos Management Procedures Document
Further useful information on managing asbestos

An introduction to Asbestos Essentials; and

Asbestos Essentials Task Manager task finder
Asbestos alert for maintenance workers indg188 

Asbestos dust the hidden killer advice for building maintenance workers indg187 

Asbestos licensing regulations 1998 

Working with asbestos in buildings indg289 

Managing asbestos in premises indg223
Useful information on asbestos in University Buildings

Cardiff University Asbestos Register

Asbestos in Buildings (Flow Chart)

Portable Electrical Tools and Appliances

Portable Electrical Tools

These must not be used unless they display a green pass label showing a valid next test date. Contractors must provide certificates proving equipment has been tested to the satisfaction of the University Safety Officer and Estates Project Manager if requested.

RCD Plug / Socket

All employees who are required to use Hand Held 240V Equipment (permission must be first sought from the Project Manager) must use a Residual Current Device Plug/Socket.

The RCD is to be tested mechanically before use by operation of the test button. It must also be electrically tested by use of a suitable test instrument at regular intervals, which will ensure that the RCD is in a safe working condition.

Estates Division Rules Prohibit: -

· The use of 240V equipment without the supply being protected by an RCD of 30mA trip rating.

· 
The use of a RCD Plug/Socket without a current PASS label.

Notes: It is the duty of the EMPLOYEE to see that his RCD carries a valid pass label.

SUPERVISORS have a duty to enforce these rules.

Breach of these rules will result in DISCIPLINARY ACTION being taken against the offending person. 

Ground Maintenance

Overview

The maintenance of the University’s grounds is managed by the Estates Division Maintenance Building Section employing a Contractor under a term contract. The successful contractor is responsible for supplying all Labour and Equipment. The Maintenance Officer Buildings is responsible for, monitoring the quality of the work and ensuring that procedures are in place so that the work can be carried out safely. 
The type of work required by the contract includes: 
1. Litter picking/sweeping up rubbish outside of campus buildings and within their grounds.

2. Emptying of designated University owned external litter bins.

3. Maintaining trees. (limited to light accessible pruning, more extensive work will be carried out under a separate contract)

4. Grass and hedge cutting, weeding and pruning.

5. Planting flowers and shrubs and maintaining flower beds.

Further information
See Managing Ground Maintenance Contracts.
· HSG47 Avoidance of danger from overhead electrical lines
· AIS16 Guidance on storing pesticides for farmers and other professional users

· INDG317 Chainsaws at work

· INDG84 Leptospirosis

· 1NDG278 Tree work accidents.

Estates Division Vehicles

Vehicle Use

· Only Estates Division employees may drive an Estates Division Vehicle.
No vehicle may be driven if it does not have a Vehicle Mileage Logbook (VMLB). Before driving the Vehicle, for the first time each day, the driver must carry out a vehicle check as per instructions found in the preface to the VMLB. 

· Every journey must be recorded in the VMLB.

· All fuel purchases must be recorded in the VMLB. Receipts signed for fuel purchased at a garage must have the purchasers printed name along side signature.

· The last person to drive the vehicle on a Friday in normal working hours will be responsible for removing and handing in the top copy(is) of the Log Sheet(s) to his/her supervisor.

· The Supervisor who receives the Log Sheet(s) copies will send them to the Estates finance office, with those weeks time sheets and marked ‘for the attention of the Insurance Officer’.

· When VMLB is completed it must be returned to the supervisor who will forward it to the Assistant Director (Maintenance).

Vehicle Accidents 

· In the event of being involved in an accident the driver should not admit liability or discus the incident with anyone. Any requests for information should be referred to the Estate Division.

· Any accident or damage to the vehicle should be recorded in the VMLB and reported to the drivers' supervisor as soon as possible.

· An Accident Report Form should be completed as soon as possible after the accident. A copy of the Accident Form can be obtained from the Finance Office. ( 74168.

Vehicle first aid and fire extinguishers

It is the responsibility of the Estates Supervisor controlling the use of an Estates vehicle to ensure that each vehicle has a fist aid box and a fire extinguisher. Estates employees using the vehicles must note in the vehicle log book if the first aid box or fire extinguisher is missing or requires maintenance.
See - Estates Guidance for Driving whilst on Cardiff University Business
Useful guidance information and management forms

(double click over information line for a direct link to the required document.)

Estates Safety Handbook (Main section)

Estates (Contractor section) Safety Handbook
Estates (Cleaning section) Safety Handbook
Estates Division procedures and arrangements for the safe isolation of E & M services and hazardous work
Toolbox talks (Index of toolbox health and safety talks and handouts)

Estates risk management procedures
COSHH method statement form
COSHH risk assessment form
COSHH DLO section index of risk assessment and method statements
Electrical minor works completion and test certificate
Work record sheet for Gas Appliance
Fume cupboard annual test card
Fume cupboard checklist for roof ductwork
Fume cupboard checklist for roof fan units
Useful general Estates forms and information

Accident / information report form
Accident investigation form
Accident reporting procedures from OSHEU 
Display Screen Equipment self assessment form checklist
General Risk Assessment Form
Incident investigation form 
New estates WU & Admin safety booklet 

Estates Asbestos Management Report Form
Index
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