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Emergency Information

Emergency Telephone Numbers

999 / (029) 208 74444
University Emergency Services
999 / (029) 207 43333
University Hospital Board (UHB) Emergency Service (Heath Park) 

999 - University Emergency Services - Fire, Police or Ambulance
3333 - UHB phones for External Emergency Service (Heath Park)
Other useful numbers

(029) 208 74416
Estates Contact Number

(029) 208 74477
Estates 'Hot Line'

Using internal phones

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

Providing information

When telephoning for assistance in an emergency, 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 or BIOMED.
· 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:

University Security on 029 208 74444, or

UHB Security (Heath Park) on 029 207 8043 and provide the same information as indicated above.

Fire Procedures

On Discovering a Fire

· 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

· 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 Alert

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) (208) 74444 giving your name, exact location and nature of the emergency.

Estates Fire Safety Management Arrangements

Details of the Estates fire safety management arrangements will be found in the Maintenance section of this handbook.
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Estates Division Health and Safety Policy 

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 University's health and safety policy. It is also committed through consultation with its employees, the University's Occupational, Health, Safety and Environment Unit (OSHEU) and other Schools and Divisions, to achieving a good safety culture which works to recognised quality standards.
The Director of Physical and Financial Resources is responsible for health, safety and welfare of all those employed by the Division, and is committed to ensuring that all reasonable measures are taken, and that the management structure is in place, to maintain a safe working environment. The PAFRS Director 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 in, or affected by, Estates.
In pursuit of this objective the Estates Division will take all reasonable measures to avoid risk to its employees, contractors carrying out work on its behalf, other members of the University, Students, Visitors and any member of the public who may be affected by its work.
Estates management and supervisory staff have a responsibility for implementing this Policy throughout the 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 is 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 running 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.

To see a copy of the signed and dated Estates Division Health and Safety Policy follow link
Estates Policy for Managing Health and Safety in Construction
Cardiff University’s Council, through it governance of the University, has delegated its Estates Division, when undertaking building development work, to make all necessary arrangements and implement those necessary to ensure compliance with the CDM Regulations in particular those identified as ‘Client’s duties’. 

This ‘contractors safety handbook’ is designed to provide guidance to Estates project managers/supervisors and assistance for contractors (including the self-employed) and their employees, employed by Estates to do construction work safely, to prevent accidents and injuries to them and to others as a consequence of their work. The safety handbook aims to assist contractors in complying with the Health and Safety at Work Act 1974 and its various regulations in particular the CDM Regulations. It will provide contractors with information on how Estates organises and manages construction work and provide general pre-construction information needed to work safely within the University. Pre-construction information on the hazards and risks associated with the design and construction work related to a specific project will be provided by the project manager or CDM co-ordinator in the tender information package.
Contractors engaged to work for the University within the Cardiff and Vale University Health Board (UHB) must also comply with the Board’s ‘General Code of Practice for Contractors’. In the event of any conflict of procedures between the Estates ‘Contractors Safety Handbook and the UHB’s ‘Code of Practice for Contractors’, the Board’s code will take precedence. 

Contractors are advised that when working for the University that they must conform to the requirements outlined in the safety handbook (or the Code when working on the Board’s site), however neither will relieve the contractor of his legal or contractual obligations. Contractors working for the University must comply with common law as it applies to the general duty of care, as well as any statutory provisions applicable to the work they are carrying out. All contractors and their employees should be conversant with the safety rules outlined in this handbook, including any local rules bought to their attention by the School or Directorate or Board in whose area they are working. It is the Contractor’s representative named in the contract document who has responsibility for ensuring this is done.
Estates organisation for managing construction work

Director of Physical and Financial Resources 

Has overall responsibility for all work carried out in the Estates Division. The Director signs all SO1’s, this giving authorisation for a project to proceed. The SO1 is normally approved immediately after the feasibility study has been accepted.
Director of Estates Development 
Are responsible for the management of all ‘Major Capital’ and ‘Minor Works’ projects and for ensuring that the agreed Estates procedures have been complied with.
Assistant Director Maintenance

Is responsible for the management of all project work carried out as Maintenance and/or Rechargeable Works and for ensuring that the agreed Estates procedures have been complied with.
Estates Administration Manager

Is responsible for receiving the Projects health and safety file at the completion of a project and seeing that it is filed in the Buildings Health and Safety File in such a way, so that it is easily retrievable. Other documents associated with the project will be filed in the Archive room.
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Project Managers

Are responsible for managing allocated project work and ensuring that the following duties are complied with: -
1. Preparing preliminary work required for an SO1 to be authorised. (See SO1 form)

2. Organising and co-ordinating Design Work. (See Duties of a Designer)

3. Selecting Contractors and ensuring co-ordination and the communication of relevant information between the Contractor and Designers, Client Schools/Directorates, Security, OSHEU and other sections of the Estates Division. 

4. Obtaining relevant health and safety information from both the Client Schools/Directorates and Estates and providing it to any Contractor working on the Project before work commences. (See clearance to work certificate)

5. Ensuring that Contractors respond adequately to issues that are raised in the pre-construction information provided by Estates and that Contractors adequately control any risks they may introduce to the University. (See Assessing contract stage Construction phase plan and Evaluating Contractors Method Statements)
6. Ensuring that adjacent to site and on-site health and safety arrangements are adequate and in place before the Project starts, and that these arrangements are developed and complied with through the length of the Project.

7. Ensuring that all information needed for inclusion within the Building Health and Safety File (see H & S File) is collected and placed in the correct place within the Estates health and safety files room. It must also be ensured that knowledge of this information is circulated to all relevant persons.

8. Decide if the Project comes under the Construction, Design and Management (CDM) regulations (see when does CDM apply). If CDM regulation apply then the Project Manager must ensure the following: -

a. that designers and contractors are competent and adequately resourced for the work they have to do (See Competency procedures);

b. that any implication for the public, the Universities occupiers and users safety are properly addressed – i.e. work near public areas, work in occupied buildings, movement of site vehicles and demolition are examples of issues that need to be considered;

c. that those who have legal duties (Clients, Designers, CDM Co-ordinators and Principal Contractors), are appointed, are clearly identified and are clear on how they must inter-relate;

d. that designers and contractors correctly identify hazards and control measures in accordance with regulations 11 and 13 of CDM, regulation 3 of the Management Regulations, and other relevant legislation; (See risk management and evaluating contractors method statements)

e. that the HSE has been notified as required in accordance with regulation 21 of CDM (see when does CDM apply
f. that pre-construction information is produced and that the contract work will not start until an adequate construction phase plan has been produced by the Principal Contractor. (see Construction phase plan);

g. that there is a systematic and routine monitoring and review of the work to ensure that it is undertaken safely and without risk to health; 

h. that revisions to designs, programmes of work or method statements are managed safely and without risk to health; and
i. those arrangements for the above are set out in writing. They should be written simply and clearly, and be as concise as possible. They may be incorporated in other documents, for example the CDM construction phase plan or contracts but they must be easily found if necessary by cross reference. (See Construction phase plan
Copies of the highlighted linked documents above can be provided on request to the Estates Safety Compliance Officer ( (029208 – 76625) or email ThomasM6@cardiff.ac.uk
Duties of Duty Holders under CDM regulations

Client

All construction work at Cardiff University is carried out for, and on behalf of, Cardiff University, who with respect to Regulation 2 of the CDM regulations as well as relevant duties under the Management of Health and Safety at Work Regulations is the designated Client. At the conception stage of the project the duties of Client are the responsibility of the University Planning Committee and/or the University Schools/Directorates requesting the work. When the decision is made to proceed to detail design stage of the project the Estates Division will be delegated the duties of the Client on behalf of Cardiff University.
Designers and Consultants
Any organisation, person acting for an organisation or individual appointed to produce designs for any Cardiff University construction project, must do so in compliance with the Health and Safety at Work Act 1974 and its attendant regulations, in particular, the Construction (Design and Management) Regulations 2007. As part of its compliance procedures, Estates Development require that any organisation or individual employed as a consultant or designer, in respect to any construction project Estates has delegated Client duties, shall comply with the following requirements:-

Designers must:

(a) provide evidence that they are competent and adequately resourced to address the health and safety issues likely to be involved in the design;

(b) when carrying out design work, avoid foreseeable risks to those involved in the construction and future use of the structure, and in doing so, they should eliminate hazards (so far as is reasonably practicable, taking account of other design considerations) and reduce risk associated with those hazards which remain;

(c) provide adequate information about any significant risks associated with the design;

(d) co-operate with the CDM Co-ordinator (and any other designer preparing a design in connection with the project) in order to improve the way in which risks are managed and controlled.
In carrying out these duties, designers must consider the hazards and risks to those who:

(a) carry out construction work including demolition;

(b) clean any window or transparent or translucent wall, ceiling or roof in or on a structure or maintain the permanent fixtures and fittings;

(c) use a structure designed as a place of work;

(d) may be affected by such work, for example customers or the general public.

Designers for projects at Cardiff University need to be aware that most structures or parts of structures will be used as workplaces and as such, the finished design will need to take into account the relevant requirements of the Workplace (Health, Safety and Welfare) Regulations 1992.

Clients expectations of its Designers.

The Estates Division represents Cardiff University as the Client under the CDM2007 Regulations. As the Client it expects any Designer it employs to provide designs, to brief and following the principles outline in the ACOPs L144 under the section headed Designers. This requires the Designer where possible to firstly eliminate hazards and then to reduce any remaining risks arising from their designs. The principle of this is shown using the ERIC acronym:-

· Eliminate (ACoP paragraph 127) - If you can eliminate an identified hazard, by taking a different design decision, you must do this: (1) if it is a mandatory requirement or a specific obligation; but otherwise (2) so far as is reasonably practicable. 
For example, placing an air handling unit at ground level instead of at height, on a wall, eliminates the hazard of ‘working at height’. 
However, you will need to consider other hazards that might be introduced (obstructions, tripping) or risks that remain as a consequence of this action.
If the identified Hazard cannot be eliminated then:
· Reduce (ACoP paragraphs 128–130) - The designer must reduce the remaining risks associated with the hazard, so far as is reasonably practicable. 
For example, hard landscaping is designed such that there is space around the foot of the wall, and a level surface with access, for a scissor lift to be used to install and maintain the air handling unit, as ladders are not appropriate in this instance.
Alternatively, if it was in fact reasonably practicable to install the unit at ground level, it is likely that there would be some residual risks associated with that placement, such as tripping. These risks must also be reduced. 
The ACoP recognises that the weight given to a particular risk will be proportionate to its assessed likelihood, severity, the number of people affected, and frequency or duration of the exposure. This will be a professional judgement but guided by relevant good practice. In reducing risk, there is a hierarchy to be observed which is described below.
And then if Significant Risks remain:

· Inform (ACoP paragraphs 131–134) - Provide information on these risks to the contractor, or those using or maintaining the structure. 
For example, maintenance strategy statement to go in the health and safety file. Proposed access discussed with the client.
· Control – in most cases this will be the responsibility of the contractor or the client.
Principles of Prevention

When reducing risks, there is a hierarchy to be observed, which is known as the ‘general principles of prevention’ (these originate from the Management of Health and Safety at Work Regulations1999: Schedule 1 but are also mentioned in Regulations 7 & 11 (3) of CDM2007). 
Examples of general principles of prevention

	Provide collective protective measures before those that only benefit individuals.
	An example of this is to provide edge protection before adopting fall restraint or arrest systems.

	Assume the use of PPE as the last resort.
	No one likes wearing PPE: it gets lost, worn out, discarded. It should always be the last assumption or choice (although it will be the responsibility of those in charge of the work activity to determine exactly what is required)


General expectations

As Clients we expect our designers to consider the principles of prevention as defined using ERIC during the construction stage, the useful life of the building and its future demolition.

Construction – Designers must discuss with Estates, the appointed CDMC (or safety advisor if not notifiable) and the Principal Contractor or other contractors any aspects of their design where risk has not been eliminated so that all necessary precautions can be taken to ensure a safe build.

Maintenance – Estates as well as having Client responsibilities, also has responsibilities for the life maintenance of the build. As such it requires that all designs closely follow the principles of prevention and would ask that Designer address the following:

1. Consider the various anticipated maintenance operations in respect of the health and safety perspective of:

· access and egress

· working environment

· space (ergonomics)

· client liabilities (e.g. testing of fall arrest systems)

· effect on others (e.g. public, users)

· compliance with the Workplace (Health, Safety and Welfare) Regulations

2. These should be scheduled into a ‘maintenance access strategy’ for discussion with the Estates and inclusion within the health and safety file.

3. When eliminating hazards and mitigating risk, you should considered the balance between maintenance cost, frequency and disruption, and the overall benefits of adopting a different and/or more expensive capital cost solution.

4. Where plant and equipment require regular planned maintenance they should be provided with a permanent safe means of access without the need for fall arrest/restraint equipment. This permanent means of access should not require the removal of ceiling tiles etc.

Demolition – Designers should provide details, of any health and safety considerations arising from the design concerning demolition, within the information provided for the health and safety file.

CDM Co-ordinator (CDMC)
Cardiff Universities Estates Development recognises that the early appointment of the CDM co-ordinator is crucial for effective planning and establishing management arrangements from the start of a project. CDM Regulations require the appointment to take place as soon as is practicable after initial design work or other preparation for construction work has begun. The CDM co-ordinator needs to be in a position to be able to co-ordinate the health and safety aspects of the design work and give advice on the suitability and compatibility of designs, and therefore they should be appointed before significant detailed design work begins. Significant detailed design work includes preparation of the initial concept design and implementation of any strategic brief. As a scheme moves into the detailed design stage, it becomes more difficult to make fundamental changes that eliminate hazards and reduce risks associated with early design decisions.

Proper consideration of the health and safety implications of the design for those who build and maintain the structure will make a significant contribution to reducing its whole life cost, and will make delivery to time, cost and quality more likely.

Estates Development in their capacity as Clients working on behalf of Cardiff University will be responsible for appointing a CDMC. This appointment will be one of the following;

1. Retained in-house – it will be the Project Managers responsibility to liaise and co-operate with the appointed in-house CDMC.
2. External appointment – CDMC will be appointed from an ‘approved list’ in accordance with financial regulations and Estates competency procedures (see competency procedures). 
When the CDMC is an external appointment, the CDMC must:
(a) give suitable and sufficient advice and assistance to the Estates appointed project manager in order to help them to comply with their duties. in particular: 
(i) the duty to appoint competent designers and contractors; and

(ii) the duty to ensure that adequate arrangements are in place for managing the project;

(b) notify HSE about the project (F10 form);

(c) co-ordinate design work, planning and other preparation for construction where relevant to health and safety;

(d) identify and collect the pre-construction information and advise the Estates appointed project manager if surveys need to be commissioned to fill significant gaps;

(e) promptly provide in a convenient form to those involved with the design of the structure; and to every contractor (including the principal contractor) who may be or has been appointed by the Estates Development, such parts of the preconstruction information which are relevant to each;

(f) manage the flow of health and safety information between clients, designers and contractors;

(g) advise the client on the suitability of the initial construction phase plan and the arrangements made to ensure that welfare facilities are on site from the start;

(h) produce or update a relevant, user friendly, health and safety file suitable for future use at the end of the construction phase.

Principal Contractor
Cardiff University’s Estates Development recognises that the early appointment of a competent Principal Contractor, for notifiable projects, is the key for ensuring that their construction sites are well co-ordinate and managed to ensure the health and safety of everybody carrying out construction work, or who is affected by the work. To achieve this Estates Development requires that any organisation or person appointed as Principal Contractor should be adequately resourced to plan, manage and monitor the construction work. 

There will only be one principal contractor at any one time within any Cardiff University site. If sites within the University campus should overlap and a single principal contractor are not possible, all principal contractors will be co-ordinated by Estates Development, and will be required to co-operate to ensure that the health and safety of, everybody carrying out construction work or who is affected by the work.
The principal contractor must be the main or managing contractor or an Estates project manager. Before appointing a contractor to the position of principal contractor the project manager must be satisfied that they are competent and adequately resourced. (See competency procedures).
Principal Contractors working for Estates Development must:-

(a) satisfy themselves that a CDM co-ordinator has been appointed and HSE notified before they start work;

(b) provide proof that they are competent to address the health and safety issues likely to be involved in the management of the construction phase;

(c) ensure that the construction phase is properly planned, managed and monitored, with adequately resourced, competent site management appropriate to the risk and activity.

(d) ensure that every contractor who will work on the project is informed of the minimum amount of time which they will be allowed for planning and preparation before they begin work on site;

(e) ensure that all contractors are provided with the information about the project that they need to enable them to carry out their work safely and without risk to health. Requests from contractors for information should be met promptly;

(f) ensure safe working and co-ordination and co-operation between contractors;

(g) ensure that a suitable construction phase plan ('the plan') is:

(i) prepared before construction work begins,

(ii) developed in discussion with, and communicated to, contractors affected by it,

(iii) implemented, and

(iv) kept up to date as the project progresses; 
(h) satisfy themselves that the designers and contractors that they engage are competent and adequately resourced;
(i) ensure suitable welfare facilities are provided from the start of the construction phase; (in order to comply with this legislation the Estates project manager will either make arrangements for contractors to use or share University facilities or make arrangements with the principal contractor for the provision of services to temporary welfare facilities. These arrangements must be specified in the pre-tender health and safety plan. Welfare provision must be agreed between the University and the principal contractor before the construction stage starts).
(j) take reasonable steps to prevent unauthorised access to the site; (Estates Development would remind principal contractors that large numbers of young persons (students) are likely to be present near to the construction site)
(k) prepare and enforce any necessary site rules;

(l) provide (copies of or access to) relevant parts of the plan and other information to contractors, including the self-employed, in time for them to plan their work;

(m) liaise with the CDM co-ordinator on design carried out during the construction phase, including design by specialist contractors, and its implications for the plan;

(n) provide the CDM co-ordinator promptly with any information relevant to the health and safety file;
(o) ensure that all the workers have been provided with suitable health and safety induction, information and training; (Estates Development require that as part of the information provided a copy of its Contractor Safety Booklet be provided for each construction worker on site for which they should sign the receipt page which should be returned to the Estates project manager)
(p) ensure that the workforce is consulted about health and safety matters;
(q) display the project notification. (The University requires that the notice be displayed in a place where contactors and others working adjacent to the site if within occupied buildings can see the notice).
Guidance on the duties of the above duty holders will be found in the ACoP for CDM regulation 2007 L144. Also Estates Development has produced guidance on CDM duty holders’ duties as part of their contract management procedures. A copy of the relevant guidance can be provided on request to the Estates Safety Compliance Officer ( (029208 – 76625) or email ThomasM6@cardiff.ac.uk).
Duties of Contractors and Self Employed under CDM Regulations
Cardiff Universities Estates Division expects all contractors, including the self employed, working within the University to help to ensure that the site is a safe place to work and is safe for all others who may be affected by the work. To achieve this contractors are expected to maintain good communication and co-operate at all times with the appointed Estates project manager/supervisor or where the construction work is notifiable the designated principal contractor and any others involved in the work. They are also expected to comply with all health and safety legislation and regulation and any rules given to them by the University.

What contractors must do on all projects

For all projects contractors must:

(a) satisfy themselves that they and anyone they employ or engage are competent and adequately resourced;

(b) plan, manage and monitor their own work to make sure that workers under their control are safe from the start of their work on site;

(c) ensure that any contractor who they appoint or engage to work on the project is with the permission of the Estates project manager/supervisor and are informed of the minimum amount of time which will be allowed for them to plan and prepare before starting work on site;

(d) provide workers under their control (whether employed or self-employed) with any necessary information, including about relevant aspects of other contractors' work, and site induction (where not provided by a principal contractor or Estates safety officer) which they need to work safely, to report problems or to respond appropriately in an emergency;

(e) ensure that any design work they do complies with CDM regulation 11;

(f) comply with any requirements listed in Schedule 2 and Part 4 of the CDM Regulations that apply to their work;

(g) co-operate with others and co-ordinate their work with others working on the project;

(h) ensure the workforce is properly consulted on matters affecting their health and safety; and

(i) obtain specialist advice (for example from a structural engineer or occupational hygienist) where necessary when planning high-risk work – for example alterations that could result in structural collapse or work on contaminated land;

(j) when undertaking hazardous work provide the Estates project manager/supervisor with a copy of their risk assessment and method statement designed to avoid or minimise the danger to those carrying out the work or who may be affected by the work. This should include where relevant and information required for compliance with the COSHH regulations.

(k) Report any notifiable accident or any near miss occurrence to the Estate project manager/supervisor.
Site induction, information and training

Contractors must not start work within the University until they have been provided with basic information. This information will be provided by Estates by way of a contractor safety induction. The contractor will arrange with the Estates project manager/supervisor a suitable time and place before work starts so that all persons engaged to work on the contract site can be provided with:

(a) A University site safety induction (normally provided by the Estates safety officer);

(b) Identification from security; and

(c) If relevant occupational health screening.

The Estates project manager/supervisor will make all of the required arrangements in co-operation with the contractor. As proof of attendance all persons working on the site will be required to sign an attendance sheet and the receipt section of the health and safety booklet provided at the safety induction. Suitable arrangements must also be in place to ensure that any person engaged when work has commenced on site will receive a site safety induction before commencing work.
Reporting incidents

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) require the 'responsible person' to notify any death, reportable injury, disease or dangerous occurrence, to the relevant enforcing authority. The responsible person is the employer or, for the self-employed, the contractor or principal contractor. Estates require that the contractor ensures that their appointed responsible person notifies the Estates project manager/supervisor in addition to the statutory authorities.
Additional duties for notifiable projects

In the case of notifiable projects, contractors must also:

(a) check that a CDM co-ordinator has been appointed and HSE notified before they start work (having a copy of the notification of the project to HSE (form 10), is normally sufficient);

(b) co-operate with the principal contractor, CDM co-ordinator and others working on the project or adjacent sites;

(c) tell the principal contractor about risks to others created by their work;

(d) provide details to the principal contractor of any contractor whom he engages in connection with carrying out the work;

(e) comply with any reasonable directions from the principal contractor, and with any relevant rules in the construction phase plan;

(f) inform the principal contractor of any problems with the plan or risks identified during their work that have significant implications for the management of the project;

(g) tell the principal contractor about accidents and dangerous occurrences;

(h) provide information for the health and safety file.
Providing Pre-Construction Information (Client’s Duty)
The Estates Division of Cardiff University has produced procedures for the management of project work. A Project includes the design, construction, future maintenance and potential demolition of the required work. These procedures require that the Estates Project Manager shall provide a pre-construction information pack to ensure, so far as is practical, the health and safety of those involved in the project. This handbook will provide some of the information required by a contractor working on University property but individual projects may require new or more detailed information. It is the duty of the Estates project manager to seek this information and provide it in good time to any designer or contractor engaged to work on the project. This will be achieved by providing this information with the tender documents provided to those bidding for the work. Where the project is notifiable under CDM regulations the CDM Co-ordinator will be required to assist in this task. To assist Estates Project Managers and CDMC’s, Estates Development have produced guidance documents listed towards the rear of this handbook, copies are available upon request to the Estates Safety Compliance Officer.
General Pre-Construction Information
The pre-construction (pre-tender) stage information must be job specific and address the key health and safety issues. The pre-construction information provides information for those bidding for or planning work, and for the development of the construction phase plan. The level of detail in the information should be proportionate to the risks involved in the project.
The following provides general information designed to be of assistance in providing pre-construction information for contractors working on University property. It will provide general details of the Estates considerations and management requirement as well as known information on environmental and existing on-site risks. It will also provide details of the format and content of the project generated health and safety file. The contractor should liaise with the project’s Estates appointed project manager and CDMC if applicable to clarify any issues raised in the information provided and for more specific project relevant information not included in this document, this includes the requirements set out by the NHS Trust for working on their property.
Some of the pre-construction information specific to a project will not be known until the tender stage of the project is agreed so will be provided with the tender documents. 
1. Description of project
The following information will be provided with the tender documents or contract brief:-

· Key dates including planned start and finish of the construction phase and if applicable  the minimum time allowed between the appointment of the principal contractor and instructions to commence work on site;

· Details where applicable of the Estates project manager, designers, CDMC and other consultants;

· Whether the structure will be used as a workplace, if so the finished design will need to meet the requirements of the Workplace (Health, Safety and Welfare) Regulations.

· The extent of any relevant existing information contained within our buildings health and safety file.
2. Estates Considerations and Management Requirements

· Communication and liaison between Estates and others.
This will be detailed in the tender documents or contract brief.
· Health and Safety Goals for the Project
The health and safety goals for the project are to create a safe working environment that will have zero accidents. An accident being defined as, one being reportable under RIDDOR. In pursuit of this goal, any reported dangerous incident will be immediately investigated and control measures for the prevention of the cause of the incident will be created or modified. 
· Security arrangements

No contractor or those working for the contractor will be permitted on University property without first receiving security identification. This will be organised by the Estates project manager.
Security of the construction site must be agreed by Estates and the contractor before work commences. 
· Welfare provision

For small projects the University will allow contractors to use its welfare facilities subject to agreed conditions. For larger projects the principal contractor must arrange for site welfare facilities for which the University will provide access to services if reasonably practicable.
· Car parking and Deliveries

Reasonable access will be allowed by arrangement with the Estates project manager for making deliveries to the construction site. Normally on-site parking will not be available except by special arrangement and normal commercial rates will be charged. All persons driving vehicles on University property are reminded that access routes and parking areas will have pedestrians present and speed must be no greater that 5mph. Special care must be taken when reversing. Other restrictions may be in place at NHS Trust sites.
· Permits to work and isolation of building services.

To ensure that building services within occupied buildings are free from unplanned disruption, all building services isolations are managed by Estates Division Maintenance Section following agreed isolation procedures. Except in an emergency situation contractors are prohibited from isolating any building service. All service isolation required to enable the contracted work will be arranged by the Estates project manager in liaison with the Estates Maintenance Section. 
Permits-to-Work are required to be used for the following:

a)  Hot Work

b)  Building Service Isolation

c)  Roof access

d)  Entry into designated hazardous areas

e)  Asbestos repair or removal
The above list is not conclusive and a permit may be required in other situations or to carry out hazardous work. Information on the Estates procedures for isolation of building services, use of permit-to-work and arrangements for working in hazardous areas should be requested by the contractor if applicable to the contracted work.
Copies of the isolation and working in hazardous areas procedures are available from the Estates Project Manager or on request to the Estates safety compliance officer.
· Fire precautions

Contractors are expected to make all necessary arrangements to ensure that ensure that any work they undertake will not give rise to a fire situation and have in place any necessary controls including fire fighting equipment to prevent such an occurrence. All arrangements must be made known in writing to the Estates Project Manager and where possible must be integrated into the University’s fire prevention arrangements.

· Emergency procedures and means of escape

Contractors are advised that the University’s general guide to emergency procedures will be found at the start of this handbook. Site specific information will be provided with the tender documents or during pre-start of contract safety induction. 
· Smoking, Radios, Walkmans and Cameras

Smoking is not permitted within buildings or on the grounds of Cardiff University. The playing of any musical device is prohibited and cameras are not allowed within any building. Cameras may be permitted for work purposes by arrangement with the Estate Project Manager.

3. Environmental restrictions and existing on-site risks
a. Safety Hazards

These will vary according to the location of the work so specific information, as relevant, will be detailed with tender documents or contract brief.

· Adjacent land use and others likely to be affected by the work

Cardiff University is situated within a city environment and activities commensurate with this location must be considered by the Contractor whilst undertaking any work for the University. Nearly all construction work will also take place close to or within where normal University work and activities are taking place. Contractors need to go about their work in a way which will not give rise to danger to University employees, Students, University visitors and members of the public on the adjacent highways and public footpaths. 
b. Health Hazards

These will vary according to the location of the work so specific information, as relevant, will be detailed with tender documents or contract brief however the following information is relevant to a number of locations within the University.
· Water supplies, controlling legionellae bacteria

Where contractors are working in areas which have been handed over to them and the water supplies are being maintained, the contractor must ensure that all outlets are regularly used. To ensure compliance with the University policy on Legionellosis contractors may be asked to complete a ‘water flushing log sheet’. This will require flushing of designated outlets in areas under their control to be flushed for the agreed amount of time. Flushing will at a minimum be required on a weekly basis. 
· Working in designated hazardous areas 
Hazardous Rooms

Some project work may take place in areas of the University which may contain potential hazards. These are generally identified by a sign outside the door, which states the following: 

Amber Zone:  Medium risk 


[image: image2]
This applies to all laboratories and workshops, which are not designated as high risk, but are greater than low risk and are identified by the following sign displayed on the access door.  

Access by maintenance and contract workers requires, that the contractor must provide the Estates project manager with an appropriate method statement showing what work will be carried out and the places workmen will need to access. The Estates project manager will then arrange for safe access to carry out the intended work. The contractor or any person working for the contractor will not enter any Amber room unless told by the Estates project manager that it is safe to do so.

Red Zone:  High risk 

These are all laboratories and workshops, which as a result of risk assessments are designated by the School as containing hazards, which pose a high risk.  

	Red Zone


	Entry by maintenance staff or cleaners requires a written Permit to Work.




Access for any maintenance or contract workers will require a written Permit to Work using the existing Red Book system. The Estates project manager will make the necessary arrangements to obtain the required permit.

· Asbestos Containing Material (ACM)
(i) It should be assumed that buildings constructed or refurbished before the 1999 will contain asbestos-based materials.

(ii) No work should be carried out which is likely to expose employees to asbestos unless an adequate assessment of exposure has been made.

(iii) The area where work is to be carried out should be checked to identify the location, type and condition of any asbestos likely to be disturbed. This should be done by consulting with the University asbestos register.
(iv) Where the building profile predicts the possible presence of ACM’s a type 2/3 survey will be carried out before construction work is carried out which could exposed workmen and others to exposure from asbestos.

Contractors and their employees

If any Contractor, their employees or sub-contracted personnel, should in the course of their work discover any material they suspect might be an ACM, they must immediately report their suspicions to the Estates Project Manager. If their work is likely to disturb the suspicious material, or the material is in poor condition, then they must stop work until the Project Manager resolves the matter.

Procedure for dealing with reported ACM.

If contractors report suspect ACM’S to the Estates Project Manager/Supervisor the manager/supervisor must then follow the Estates procedures found in the guidance document Estates Division Asbestos Procedures. 

Any sampling of suspect ACM’S must following the advice contained in the document ‘Advice on obtaining an asbestos sample’. 
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4. Significant design and construction hazards.

As this information is project specific it will be provided with the tender documents or contract brief.
5. The Health and Safety File

Overview

The Estates Division maintains a health and safety file on every building which it occupies. The health and safety file provides information needed during future construction work, which includes cleaning, maintenance, alterations, refurbishment and demolition. 

The health and safety file for each of the University’s buildings is a valued resource, which will be of use by: -

1. Project managers who require or have to provide information to Designers, CDM Co-ordinators or Contractors; 

2. Those preparing health and safety plans for future work;

3. Principal Contractors and Contractors preparing to carry out or manage this work; and

4. The Estates Building Maintenance Section, including cleaning services, who have to maintain the University’s premises.

Where is the file kept?

University buildings health and safety files are kept in two locations. These are: -

1. Safety File Store – maintained by the Estates Administration Manager and located on the fifth floor of McKenzie House, 30-36 Newport Road, this file store holds all information supplied in documentary form.; and

2. The CAD storage system – maintained by the CAD technician on the sixth floor of McKenzie House, 30-36 Newport Road, holds all relevant drawing on building layouts both structural and services which may assist the development of future designs;

What must be done? 

The University’s Estates Development, designers, principal contractors, other contractors and CDM co-ordinators all have legal duties in respect of the health and safety file:

1. CDM co-ordinators must prepare, review, amend or add to the file as the project progresses, and give it to the Estates project manager at the end of project;
2. The Estates project manager, designers, principal contractors and other contractors must supply the information necessary for compiling or updating the file;

3. Estates project manager must pass on the completed file to the Estates Safety Compliance Officer for audit and filing into the appropriate building H & S File;

4. Everyone providing information for the health and safety file should make sure that it is accurate, and provided promptly.

Content of the File, information not required 

The file must contain adequate information for anyone planning or carrying out construction, cleaning work or to allow maintenance to be carried out safely and without risk to health. The file does not need to include the following: -

· The pre-construction information, or construction phase health and safety plan;

· Construction phase risk assessments, method statements and COSHH assessments;

· Details about the normal operation of the completed structure;

· Construction phase accident statistics;

· Contractual documents,

· Information about structures, or parts of structures, that have been demolished - unless there are any implications for remaining or future structures, for example voids;
· Information contained in other documents, but relevant cross-references should be included.
· The pre-construction information, or construction phase health and safety plan;

· Construction phase risk assessments, method statements and COSHH assessments;

· Details about the operation of the completed structure;

Format of the File

In order that the information received by the project manager for inclusion in the health and safety file should be easily recognised and consistent. Relevant information from the project should be labelled according to which section of the file it needs to be included. The Sections and typical contents required by Estates are show below in “Contents of health and safety file”.

When must information be provided?

Designers need to provide the person preparing* the health and safety file with information for the file as they become available. They must not wait until the end of the project.

* This will be the CDM Co-ordinator if the project is notifiable under CDM regulations or otherwise the designated Estates project manager.

Principal contractors and other contractors have to promptly provide relevant information for the file, this includes information which comes to light during work, and even if it’s not relevant to the work being carried out at that time. Information should be made available as early as possible to ensure the file can be: -

· Developed as the project progresses; and

· Completed in good time and handed over when the Estates take over responsibility for the structure.

Contents of Health & Safety File

Documentary form
A minimum of two sets of all the requested documents are required for the health and safety file.
Important health and safety information

An overview document should be provided, providing in brief important information concerning residual health and safety risks associated with the design and construction of the project with regards to maintenance and demolition. Examples of information required include details for safe access to maintain plant and equipment as well as access for cleaning windows and other areas. This should also include a fire safety strategy. 
Section 1 – Drawings

· A complete schedule of all Drawings

· As built Architectural and Structural Drawings - this should include information and as-built drawings of the structure, its plant and equipment (for example, the means of safe access to and from service voids, fire doors and compartmentalisation etc

· As built Mechanical Drawings and Electrical Drawings, including fire alarm and BEMS systems -  these should include the nature, location and markings of significant services, including underground cables; gas supply equipment; fire-fighting services etc;

Section 2 – Design Criteria 

These should all provide an overview of the strategy and concept of the design and cite relevant standards to which the design conforms.
· Structural 

· Architectural

· Electrical

· Mechanical

· Fire 

· BEM’s Software Strategy

Section 3 – Construction Methods and Materials used

This should provide:-

· a brief description of the work carried out;

· information on any residual hazards which remain and how they have been dealt with (for example surveys or other information concerning asbestos; contaminated land; water bearing strata; buried services etc);

· key structural principles (for example, bracing, sources of substantial stored energy - including pre- or post-tensioned members) and safe working loads for floors and roofs, particularly where these may preclude placing scaffolding or heavy machinery there;

· hazardous materials used (for example lead paint; pesticides; special coatings which should not be burnt off etc);

· information regarding the removal or dismantling of installed plant and equipment (for example any special arrangements for lifting, order or other special instructions for dismantling etc);

Section 4 – Access Means and Equipment Supplied

· health and safety information about equipment provided for cleaning or maintaining the structure;

Section 5 – Operating and Maintenance Manuals

· This must show how installed serviceable equipment can be safely operated and accessed for maintenance purposes. Details of planned maintenance requirements should be specific and not generic in nature.

Section 6 – Commissioning and Test Certificates

These must all be provided in good time before the services are handed over for end user use. Where commissioning results do not verify or deviate from the design criteria this must be clearly shown on the test certificate.

· Water supplies and chlorination

· Gas Installation

· Medical Gas Installation

· Lift Installation

· Electrical Installation

· Fire Alarm

· Heating System

· Ventilation / Air Conditioning

· Building Management System

· Fume Cupboard Installation

· Stand-by Generators

In Electronic Form

All the above information must also be provided on a CD-Rom disc in either Microsoft office format or in PDF file format.
Format of information provided for the CAD.

All information supplied on CD Disc for placing on the CAD system must conform to the Estates standard CAD specification. Copies are available on request.
All drawings must be provided on CD-Rom Discs in AutoCAD 2006 Format

· Architectural

· Structural

· Mechanical/Heating/Ventilation/AC

· Electrical/Fire Alarm/Emergency Lights
Working for Cardiff University on at a  Cardiff & Vale University Health Board site

Where construction projects are organised and managed by Estates project manager on a UHB site they must comply with the UHB’s requirement set out below:-
“Before work commences on each contract, the UHB’s Planning and Asset Management Department / Estate Maintenance Department, as appropriate, must be informed so that the appropriate arrangements for health and safety can be made. A safe system of work must be arranged between all parties, before Contractor's operations are allowed to begin.”

Contractors, in addition to complying with the health and safety requirements set out in this handbook must all comply with relevant sections of the UHB’s ‘Contractors – General Code of Safe Practice’, copies of which will be provided as appropriate.
Planing and Managing Health and Safety in the Construction Stage
Project notifiable under CDM regulations
Principal contractors must plan, manage and co-ordinate work during the construction phase taking account of the information contained in the preconstruction information provided by the Estates Project Manager, and any other information provided by contractors.

The effort devoted to planning and managing health and safety is expected be in proportion to the risks and complexity associated with the project.

The principal contractor should work with other contractors to identify the hazards and assess the risks related to their work, including the risks they may create for others. Using this information and applying the general principles of prevention the principal contractor, in discussion with the contractors involved, must plan, manage and co-ordinate the construction phase.

This includes supervising and monitoring work to ensure that it is done safely and that it is safe for new activities to begin.
The Principal Contractor must provide evidence that the construction phase plan has been prepared to the Estates Project Manager or the appointed CDM Co-ordinator before the work commences on site. 

Construction phase plan.
The way in which the construction phase will be managed and the key health and safety issues for the particular project must be set out in writing in the construction phase plan. This plan should set out the organisation and arrangements that have been put in place to manage risk and co-ordinate the work on site. It should not be a repository for detailed generic risk assessments, records of how decisions were reached or detailed method statements, but it may, for example set out when such documents will need to be prepared. It should be well focused, clear and easy for contractors and others to understand – emphasising key points and avoiding irrelevant material. It is crucial that all relevant parties are involved and co-operate in the development and implementation of the plan as work progresses.

The plan must be tailored to the particular project. Generic plans that do not contain the information relevant to the particular risks associated with the work will not satisfy the requirements of regulation 23. Photographs and sketches can greatly simplify and shorten explanations. It should also be organised so that relevant sections can easily be made available to designers and contractors. The plan should be as brief as possible but must be recorded. This could be within the contract document, or instructions, or a box on the design plan diagram. Where the project warrants it a more formal document should be considered. 

The construction phase plan should as a minimum provide the following information: -

1. General information about the project, including a brief description and details of the programme;

2. Specific procedures and arrangements for the early work;
3. Provide information on the management structure and lines of responsibility for the management of the work;
4. General procedures and arrangements which apply to the whole construction phase, including those for the management and monitoring of health and safety;
5. Details of the arrangements for controlling significant site risks;
6. Welfare arrangements;

7. Emergency procedures; 

8. Arrangements for communication including safety inductions; and

9. Information required for health and safety file and when it is to be provided. (See contents of health and safety file)

Even if the design and preparation for later work is not complete at the start of the construction phase, the plan for the initial phase of the construction work must be prepared before any work begins. It must also address later activities that will require careful planning. It may only be practical to address such activities in outline form before work starts and most will require revision in the light of developments.

The topics that need to be addressed when developing the construction phase plan should be as shown in Appendix 3 of HSE ACoP L144. Where other available documents address these issues appropriately, the plan may refer to them; the information does not need to be repeated.

Implementing and monitoring the plan.

A plan is no good if it is treated merely as a paper exercise and gathers dust. To improve standards, it must be a practical aid to the management of health and safety on site. Principal contractors and other contractors have a particular role in both implementing and monitoring the plan to ensure that it works in practice.

If the plan is not being followed, health and safety will be put at risk; those involved in the project must take appropriate action to deal with the risk. Where project managers are managing a site they must carry out spot checks to see the plan is being complied with. 

The principal contractor will be responsible for seeing the plan is being complied with within the designated site. For areas adjacent to, or being affected by, the project, the project manager and the principal contractor will make arrangements to co-ordinate the enforcement of the plan.

Any significant changes to the plan must be brought to the attention of all those affected.

Site rules

Principal contractors should include any necessary rules for the management of construction work in the construction phase plan, which others on the site have to follow. These must take into account the site rules required to be complied with the University shown below. These may cover issues such as restricted areas, permit-to-work systems, hot work and emergency plans. In order to avoid cluttering the plan with detailed arrangements for implementing site rules, the plan should refer to other documents or put detailed arrangements in appendices.
Site rules should be:

(a) set out in writing;

(b) understandable to those who have to follow them;

(c) brought to the attention of everyone who has to follow them;

(d) enforced.

Copies of the site rules should be displayed on site in a place where they can be seen by those who work there.

Display of notification to HSE (F10)
The principal contractor must display a legible copy of the most up-to-date information notified to HSE where it can be read by people working on the site. 
University’s Site Rules and Procedures

Health and Safety competence

No Consultant, Designer or Contractor will be employed by Estates on behalf of Cardiff University before they have satisfied its rigorous vetting procedure designed to ensure their competency on relevant health and safety issues and that they have adequate resources, including time, equipment and properly trained workers to do the job safely and without risk to health. Where selection of Contractors are made using ‘Constructionline’, such selection must include membership of an approved health and safety competency checking agency such as CHASS. Estates Project Managers must comply with the requirements of the Estates project management procedures where the procedure for verifying the competence of appointed consultants, designers and contractors are laid out. (See Estates competency procedures)

Information required for establishing competency.

To assist the Estates Development in determining the health and safety competency of those organisations wanting to work at the University a relevant questionnaire must be completed by the applicant. The following information relevant to the work being tendered for must be provided: -:

1. Information about track record: references from similar work or an invitation to visit a current work site;

2. Evidence of competence of individuals who will work on the project, including managers and supervisors. For example, their practical experience and knowledge of the work; qualifications; membership of a relevant trade or professional body; and training in health and safety;

3. The availability of sufficient, appropriate, competent people and essential equipment, facilities and management systems;

4. Whether the organisation and key people can devote sufficient time to the project;

5. Information about past health and safety performance, including previous enforcement action and steps taken to put things right;

6. Examples of previous health and safety plans, risk assessments and method statements for similar work being tendered; and

7. Contractors wishing to be considered for the position of Principal Contractor must provide evidence of an appropriate construction phase plan and details of the management system they would employ to implement the plan. 

Managing health and safety on the project site

Start of contract.

Before the start of contract the Estates project manager will arrange with the contractor for the following to be done: -

1. If the project is notifiable under CDM regulations the designated Principal Contractor must ensure that a copy of the notification certificate is posted in a prominent position on the project site;

2. The Contractor must ensure that all those working on the project site receive adequate safety induction, (see safety induction format) and each person is to be given a copy of the Estates safety information and guideline for contractor’s booklet. These are to be signed for by the recipient with the receipts being given to the Estates project manager.

3. Carry out all necessary risk assessment and provide method statement showing how any residual risk is to be controlled.

4. Where a laboratory is to be refurbished arrange for the previous occupants to provide a clearance to work certificate. (See certificate)

Site safety induction

In general, three areas of information must be addressed with regard to contract staff working at the University.

1. 
Normal site rules.

2. 
Emergency procedures.

3.
Special risks caused by contract staff or to which they will be exposed.

Safety induction will either be provided by the Estates project manager (with assistance from the Estate Safety section if requested) or the Principal Contractor where the project is notifiable. The Principal Contractor will be required to familiarise himself with the University’s site rules and include them in his induction.
Normal Site Rules

"Normal" site rules refer to the guidelines for contract staff on the client's site, e.g.:

· the means of accounting for the contract staff on the client's premises;
· first aid;
· the facilities, which may and may not be used by the contract staff;
· use of personal protective equipment;
· vehicle usage on site;
· emergency procedures;
· accident reporting procedures;
· access to restricted areas;
· smoking policy;
· music equipment; and
· behaviour of contractor employees to University staff, students, visitors and members of the public.

Emergency Procedures

The details of the emergency procedures should be included in the site rules, and these should be issued to the contract staff before work starts, e.g. the Estates safety information and guideline for contractor’s booklet. The basic information to be provided should include:

· what emergency alarms sound like or look like;

· the action to be taken upon hearing or seeing the alarm (e.g. where to muster, who to report to, what to shut off, what not to shut off, the escape route, etc.);
· any special ways for contract staff to raise the alarm, if necessary, during their time on the premises, e.g. by telephone, by operation of special alarm call points, by radio, or by messenger (where the work is in an isolated area);
· location of emergency cut‑off points on site for gas, electricity and water.

Special Risks

The special hazards and the associated risks posed by and to the contract workers should be addressed during the period before the contract work starts. Whether the hazards are created by the client's or contractor's work, the contract staff will need to understand:

· the nature of these special hazards

· the preventative measures required and the need to comply with them

· any special emergency procedures associated with these hazards

· the need to report any problems arising from the work or preventative measures associated with the hazards.

Changes to rules

It is also important to consider any unusual situations or changes to the normal situation that may invalidate or alter the normal rules and which may therefore give rise to the need for further training. Examples of unusual situations include:

· major deliveries to or pick‑ups from the site;
· routine or emergency maintenance;
· work by contract staff during a site closure.

During the contract

All contractors and those working for them will observe the site general and specific rules listed below and comply with all health and safety legislation. 

Commencement of Contract

For all contracts Contractors will comply with all relevant health and safety legislation. In particular, the requirements of the Management of Health and Safety at Work Regulations and the Construction (Design and Management) Regulations (CDM). In addition to the required compliance with statutory regulation Contractors will also comply with the following Cardiff University rules: -

1. On first arrival and final departure, contractors, their employees and agents must report to the project site manager. For work carried out in Residences they must report to the University’s site reception.
2. All persons new to the project site must receive adequate safety information. This will be by safety induction provided by the Principal Contractor or Estates. This will be agreed before the start of contract. All persons working for the contractor will be given the Estates Contractors safety booklet for which they will sign receipt of. The receipt is to be returned to the Estates project manager.

3. The Contractor must keep a register of all people working on site. This must record start and finishing times and be available for inspection by the Project Manager.

4. Contractors must co-operate with the Estates Project Manager, his/her representative and other duty holders (as defined under CDM regulations), at all times.

5. All Contractors’ personnel must obtain and keep in their possession a University identity card before commencing work on site.

6. All Contractors must be in possession of a current copy of the Estates Division Health and Safety Handbook (Construction and Building Operations), to which they will strictly adhere. All Contractors’ employees and agents must be made aware of the contents of the Estates Division Health and Safety Handbook (Construction and Building Operations), to which they will strictly adhere. 

7. If the project work is notifiable under CDM regulations, make sure you can see a copy of the notification form displayed in a prominent position on the project site.

8. Before any contract work commences, contractors will if requested supply the Project Manager with a 'risk assessment' associated with the contract and a 'method statement' giving details of how any indicated risks will be controlled.

9. Contractors will only employ both directly and indirectly, only those people who are trained and competent for the task employed and who are capable of working in a safe responsible manner. They will ensure that adequate supervision is present on site throughout the life of the contract.

10. Contractors, their employees and any sub-contracted personnel shall attend when requested, and at their own cost, any Safety Induction meeting or Safety Training seminar organised by the University in connection with their work for the University.

11. Where contract work is to take place in occupied buildings, and before work commences, the contractor will take all practical measures to protect other building users from the effect of their work. This will include were necessary placing and maintaining fences, barriers or other means of segregation as well as suitable hazard notices. Contractors will also ensure that all emergency escape routes remain at all times available and free from obstruction.

12. Contractors must ensure that their emergency arrangements will effectively integrate with those of the University by prior arrangement with the Project Manager. Arrangements must also be made with regards to the reporting of notifiable* accidents and incidences, which occur at the University and these, must be reported to the Project Manager. (* notifiable as defined by RIDDOR.)
13. No isolation of any Services will be allowed without written permission being obtained from the University Project Manager running the contract.

14. Certain types of hazardous work, or work in hazardous locations will be required to be undertaken under a permit to work system. (see permit to work below).

15. Where access to roof space is required permission must first be obtained in writing from the University Project Manager who will arrange for a Permit to Work.

16. Contractors will only be permitted to use University welfare facilities, canteen and toilets, by prior agreement with the Project Manager. Where agreement is given to use University facilities the Contractor and those working for him will not use any canteen or cafeteria in soiled and dirty clothing.

17. Contractors, their employees and any sub-contracted personnel, are not permitted to smoke within any University building. 

18. Contractors, their employees and any sub-contracted personnel, are not permitted to play any music device including radios, CD machines etc on University property.

19. Contractors are not permitted to bring into the University any work equipment which is not fit for its intended purpose. Contractors will also provide, if requested by the Project Manager, evidence that their work equipment is safe to use. i.e. Portable electrical appliance test certificates etc.

20. Contractors, their employees and any sub-contracted personnel, are not permitted to borrow or use University work equipment. 

21. Vehicles owned by Contractors, their employees or agents may not be parked in University car parks unless by prior arrangement. The Contractor may be charged for this facility, if used, at commercial rates.  The Contractor must ensure that his vehicle(s) cause no obstruction in and around the site.

22. The Contractor shall be responsible for the receiving, unloading and protection of all materials delivered to site.  Deliveries of materials should be arranged so that a minimum of obstruction and inconvenience is caused to other building and site users.

23. Contractors shall report any significant case of property loss or damage to the Projects Manager or his Representative.

Completion of Contract

Witnessing service commissioning

All commissioning must be witnessed by the Estates Clerk of Works assigned to the project and a representative of the Estates Maintenance section. Details must be recorded on the Project File commissioning form. The commissioning form must be signed by the Project Manager or Consultant in charge of the project. No project can be handed over as finished before all commissioning has been completed.

Fire alarms and emergency lighting

When new or modifications to existing fire alarm and/or emergency light systems have taken place no re-occupation of buildings or parts of buildings affected by the work is to be allowed until satisfactory witnessed commissioning has taken place.

Fume cupboards and other Local Exhaust Ventilation Systems (LEV)

The Project Manager is responsible for providing information, on any installed fume cupboard or LEV and copies of commissioning data, to the Estates Maintenance section that are responsible for ensuring statutory compliance with the COSHH regulations. The Project Manager must also arrange a demonstration for the end users and maintenance in compliance with the University’s LEV policy. They must also report the removal of any FC or LEV so that the maintenance schedule can be suitably amended.

Principal Contractor

On practical completion of work the principal contractor must: -

1. ensure the site is left in a safe and tidy condition;

2. return all identity badges, security passes, keys and other University property to the University Project Manager.

3. provide the Planning Supervisor with the Health & Safety File which will contain the following :-

· As fitted drawings.

· Test results and certificates.

· Commissioning certificates.

· All other relevant information required under the CDM regulations which shall be placed in the Health and Safety File.

Project Manager

1. For projects carried out under CDM regulations the Project Manager must receive the health and safety file from the CDM Co-ordinator and give it to the Estates Division Safety Officer for audit and to place in the building safety File Library.

2. For work not carried out under the CDM Regulations the information requested shall be provided in the prescribed format (see Contents of Health & Safety File below). The Project Manager will again forward the information to the Safety Officer. 

3. All non-CDM work will be carried out using the Estates procedures as agreed under the Grey File system. Additions or alterations to items included in the Physical Resources system must be reported to the CAD Technician.

Project Managers must obtain from Safety Services full details of fire protection requirements, obtained from the Fire Services, for inclusion in the building health and safety file.

Leaving Site

Upon leaving site for the last time contractors must remove all redundant and project produced waste material from site. They must also return all University IDs and car parking permits.

Retention Period

Arrangement must be made for any required access for servicing, maintenance or repair of any system or item of equipment during the retention period. The Estates Maintenance Section must be informed of the details of these arrangements and the procedures for any emergency situation, which might arise.

Procedure for rectifying project defects during the retention period.

At practical completion, a copy of the certificate is to be given to the Maintenance Manager, who will open a defects file. The defects file will be kept in the ‘Hotline Office’. The agreed procedure is as follows: -

1. All faults or defects are to be recorded on the ‘Hotline’ system.

2. The faults will be recorded as appropriate under one of the following job types: -

· Building Faults/Defects – GD01

· Electrical Faults/Defects – GE01

· Mechanical Faults/Defects – GM01

3. The ‘Hotline’ job ticket, giving a brief description of the fault/defect, will be issued to the Project Manager responsible for that Project. A record of forwarded fault/defect will be kept in the Defects File.

4. When the fault/defect has been rectified the Project Manager is to complete and return the job ticket with any comments noted on the space provided at the rear of the job ticket. The job ticket is to be returned to the ‘Hotline’ office so that it can be signed off the system.

5. Prior to the final end of retention period certificate being issued, the Project Manager is to check with the Maintenance Manager that all outstanding faults/defects have been cleared, and inform him/her if there are any financial implications pending.
Specific Rules and Guidance

Risk Assessing

Introduction

Contractors must carry out risk assessments of the activities they will be undertaking at the University. Where any risk is considered to be significant the assessment must be recorded. Where the risks cannot be eliminated the controls required to allow safe work must be recorded in a method statement and included in the project health and safety plan. All risk assessments and any resultant method statement must be provided before work commences to the Principal Contractor who will ensure that they are included in the health and safety plan. Where no Principal Contractor has been appointed the Estates project manager is responsible for carrying out his duties. 

Regulation 3 of The Management of Health and Safety at Work Regulations 1999 places a duty on employers to carry out assessments of the health and safety risks to which employees and non-employees are exposed from work activities and to weigh up whether enough precautions have been taken, or more should be done to prevent harm. 

Sometimes it may be possible to avoid risk completely by eliminating the hazard (e.g. re-arranging the workplace so that climbing a ladder is unnecessary). In most cases, however, it is necessary to control the risk by reducing the likelihood or severity of harm. 

Risks are generally controlled by physical controls (e.g. guards, protective equipment etc.) or by administrative controls (e.g. providing information and training, safe operating procedures etc). In most cases a combination of physical and administrative controls are needed. The main purpose of a risk assessment is to decide whether existing controls are in place or adequate. 

For more information on risk assessing construction work see Estates safety library.

Key Terms

Hazard - A source of potential harm or damage or a situation with potential for harm or damage;

Risk - The combination of the likelihood and the consequences of a specified hazardous event (accident or incident).

General Risk Assessment – An assessment of the overall risks to employees and others, in accordance with Regulation 3 of the Management of Health and Safety at Work Regulations 1999.

Specific Risk Assessment - An assessment of the risks to employees and others, in accordance with specific regulations (e.g. Manual Handling, COSHH, Noise, Display Screen Equipment).
What activities should be assessed

It is the responsibility of the Contractor to assess all significant risks.  In addition, all new activities should be routinely assessed. Any significant changes in the way an activity is carried out (e.g. introduction of new plant, new ways of doing the job, new laws relating to the activity), are likely to require that the assessment is reviewed.

Accident/near miss or ill-health reports may indicate that the risks are not as well controlled as was first thought and may also highlight the need for an assessment to be reviewed. 

Risks at work do not only arise from routine work activities, they can also arise from:

· non-routine work such as various types of maintenance

· foreseeable emergency situations such as fires

· the movement of people/vehicles both on and off-site

· the storage, movement or use of substances and materials

· visits by contractors, members of the public etc
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Responsibility for carrying out risk assessments

The responsibility for carrying out assessments under all the Regulations mentioned in the introduction rests primarily with the employer whose work poses the hazard. However, the MHSW Regulations require co-operation and co-ordination between employees who share a workplace in order to ensure that everyone who works at that place has information on the risks posed to their health and safety, and the precautions required to be taken. Furthermore, the Construction (Design and Management) Regulations require the Principal Contractor (person in charge of the construction phase) to ensure that all contractors (including sub-contractors) on site comply with the requirements of the MHSW Regulations, particularly with regard to risk assessments, as well as all other statutory provisions.

Who should carry out assessments?

In the case of all the Regulations mentioned in the introduction, the "assessor" should have knowledge of the Regulations, Approved Code of Practice and Guidance, and should be "competent".  In all cases, the "assessor" must understand the principles of risk assessment and prevention, understand relevant current best practice, be aware of their own limitations and knowledge, and be willing and able to call for "expert" assistance when required.

Specific assessments required by other regulations

In addition to assessment of general risks, specific regulations also require assessments to be made of risks relating to specific hazards, i.e. chemicals, noise, manual handling and display screen equipment.  Whenever these hazards arise out of one of the activities considered under the General Risk Assessment, a reference has been made to indicate that a specific assessment is required. 

This approach of making a general assessment followed by more detailed specific assessments is permitted under the Approved Code of Practice to the MHSW Regulations.  

Review of assessments

Assessments should be reviewed periodically and, in any case, where there is reason to suspect that they are no longer valid or where there has been a significant change in the work to which they relate.

Method Statements

Contractors will not commence any work designated as "High or Medium Risk" until appropriate documents are agreed with the designated Estates project manager, e.g. Permit-to-Work, Method Statements/Risk Assessments etc. For more information, see evaluating contractor’s method statements.

As a guide the following activities are deemed to be "High Risk".


	· Hot work

· Demolition

· Excavation

· Asbestos removal/contact
	· Work in confined spaces

· Electrical work

· Overhead work

· And other work as specified.


Method Statements from contractors will include the following:-

Documentation

· Should contain details of the people working on site, including their supervisory levels and other responsibilities. Details will also show any personnel not involved on site who can be contacted for design or other specialist information if necessary.

· Details of any back-up system.

· Detailed calculations for all Temporary works, Supports, Rakers, Loading Platforms, props etc.

· Details of the use of safety documented procedures e.g. Permit-to-Work.

· References to guidance documents, regulations and other standards appropriate to the work.
Permits to Work

Permits to work are required where work is to be conducted in a hazardous place, on hazardous equipment or a combination of the two. It is designed to protect both the individual, people working with the individual, other people affected by the work and provide written evidence that proper safety procedures have been followed. 

The Estates Division operates two categories of 'Permit to Work'. 

These are: -
i) 
Permits which are Mandatory.



ii) 
Permits which from 'Risk Assessment’ are deemed necessary.
Information on permit-to-work will be found in the Estates document on ‘Isolation procedures and working in hazardous areas’. Copies of this document should be requested by any contractor either working in a hazardous area or doing work of a hazardous nature.
Access to project site

Where possible, contractors must segregate the project site from other University work, by the installation of barriers to prevent unauthorised access into the project site. All barriers must be positioned before work commences. Where it is not possible to segregate the project site from other work then adequate controls must be put into place to prevent danger.

Asbestos

Most work involving either the removal or repair of Asbestos Containing Materials (ACM’s) must only be carried out contractors licensed to carry out such work under the Control of Asbestos Regulations (CAR). Where under CAR work is deemed to be acceptable to be carried out by unlicensed contractors, the contractor must comply with the following:-

1. The contractor must provide for the attention of the Estates project manager a method statement showing how the work is to be done safely;
2. Amongst other information the method statement must indicate which procedure as described by the HSE’s ‘Asbestos Essentials’ tasks sheets the contractor will be following to ensure the work is done safely;

3. The contractor must demonstrate that they have the correct equipment and PPE for their employees as shown in the relevant task sheet;

4. The contractors employees, employed to carry out the work must be competent and have received adequate training and instruction in how to comply with the instructions as shown in the relevant task sheet.

All work involving ACM’s, whether it be licensed or unlicensed, will not be allowed to commence until the appointed Estates project manager, for dealing with asbestos related work, and is satisfied that the contractor is complying with the Estates asbestos procedures. The contractor cannot commence such work until the Estates project manager has issued an asbestos permit-to-work.
Cartridge Operated Fixing Tools
Cartridge fixing tools may not be used on University premises without the prior permission, in writing, of the Estates project manager.

Control of Pollution

Contractors must ensure that arrangements are made to prevent any waste, sand, cement, oils, chemicals, substances or any detritus or similar matter, seeping or being washed into site drainage / sewage systems or deposited in waste containers on University premises, unless express written permission has been given by the Estates project manager.

Demolition
All demolition work shall be in compliance with the CDM regulation (Regulation 29).
Disruption of Service

No contractor shall isolate any building services without first receiving permission from the Estates Project Manager managing the contractor. 

Where the isolation of services is required in an occupied building then it shall only be made by the Estates Maintenance Section upon the written request of the Project Manager as indicated below.

Occupied Buildings

Where contract work is to take place within an occupied building the following procedure for the isolation of any service shall be followed: -

1. All requests for service isolation by a Contractor must be made via the Estates Project Manager supervising the contract.

2. The Project Manager will seek the service isolation by raising a rechargeable 'Hot Line' request to the Estates Maintenance section. Where possible an indication of when the service will require reconnection should be included in the original request. Where this is not possible a new rechargeable 'Hot Line' request must be made for reconnection of services.

3. The Estates Maintenance section will carry out the isolation of the service and upon completion immediately inform the Project Manager who made the request. 

4. Where there is a danger to persons through accidental reconnection of services the isolation must be made using a 'Permit to Work'.

5. It is the responsibility of the Contractor to check that the isolation of the service has been successfully carried out before commencing work.

6. Before reconnecting a service the Estates Maintenance section must make sure that it is safe to do so.

Dust creating work.

Contractors must ensure that dust levels, arising from their work, are kept to the minimum. Where it is anticipated that work is likely to give rise to high levels of dust control measure must be put into place to reduce such levels of dust to an acceptable minimum.

Electrical Work

All contractors carrying out electrical work must comply with the following: -

1. Health and Safety at Work Act 1974.

2. The Electricity at Work Regulations 1998.

3. BS 7671: 2002 Requirements for electrical installations. IEE Wiring Regulations. Sixteenth edition.
4. Building Regulations

5. All relevant British Standards, Regulations and Codes of Practice.

6. Contractors or their employees must not isolate any existing electrical systems unless they have received specific permission from the Estates Project Manager/Supervisor. Any isolation must either be carried out under a permit-to-work (see above) or following safe working procedures agreed with the Estates Project Manager/Supervisor.

7. Contractors or their employees are not permitted to work on or near potentially LIVE Low Voltage exposed systems unless they comply with the conditions show below 

8. Contractors must have a management system, which ensure good quality electrical work and records the inspection and commissioning procedures. Relevant test and inspection certificates must be provided to the Estates project manager before the electrical system is allowed to be used.

9. All persons installing electrical systems must be competent or adequately supervised in the work they are expected to carry out. 

10. All work must be carried out in a safe manner.

Working on or near live exposed low voltage systems

No person shall work on or near exposed LIVE low voltage systems unless: -

· It is absolutely unreasonable for it to be made DEAD; and

· It is reasonable for him to be at work on or near it, while it is LIVE; and

· Suitable precautions (including provision of suitable protective equipment) are taken to prevent danger.

Note – for work to proceed the above is to be determined by a written risk assessment and a method statement produced giving full details of how the work is to be undertaken, the risk etc., and the precaution necessary to ensure the work is carried out safely.

Contractors who are likely to be required to work on or near potentially LIVE Low Voltage exposed systems must comply with the following: -

1. They must provide the Estates Project Manager/Supervisor with a copy of their safety arrangements and procedures for carrying out such work. Their arrangements must contain reference to the: -

· that only competent qualified person will be employed to carry out such work,

· that adequate supervision will be available as is necessary to ensure safe working procedures are being complied with,

· that the competent person will be instructed in a safe method of work which must be strictly complied with,

· that the safe method of work will be such that neither the person working on the system or any other person will be subject to risk from those exposed parts,

· that suitable barriers, warning notices and signs will be prominently displayed as necessary whilst the work is being carried out and until such times as the electrical system is made completely safe,

· that only approved insulated tools and test instruments will be permitted.

Note – Contract electricians must assume that all electrical systems are LIVE until they have proved them DEAD using approved testing instruments following a safe testing procedure. The Contractor must provide evidence to the Estates Project Manager/Supervisor of their safety arrangements and procedures and evidence of compliance.

Emergency routes and exits

The contract must ensure that there a sufficient number of emergency routes and exits for all person on the construction site to leave safely in an emergency in compliance with the CDM regulation (Regulation 40)
Entry into Confined Spaces

Contractor's employees may not enter any tank, pit, chamber, pipe, flue or similar confined space where there may be dangerous fumes or lack of oxygen, without the express permission of the Estates project manager. If permission has been given, work in such places shall be carried out in compliance with the Estate’s Permit-to-Work system, following the methods and taking the precautions detailed in the relevant Health & Safety Executive Guidance.

Fire Alarm systems

Contractors must not isolate any fire alarm systems in any University building. If a fire alarm service should need to be isolated then the contractor should inform the Estates project manager who will arrange with the Estates maintenance services to carry out the isolation. 

Fire detection and fire fighting

The contractor shall work in compliance with the CDM regulation (Regulation 41).
Gas Work

All contractors carrying out gas work must comply with the following: -

1. Health and Safety at Work Act 1974.

2. Building Regulations

3. The Gas Safety (Installation & Use) Regulations 1998.

4. The Gas Safety (Management) Regulations 1996.

5. All relevant British Standards, Regulations and Codes of Practice.

6. All contractors undertaking Gas Work must be CAPITA registered.

7. Contractors must have a management system, which ensure good quality gas work and records the inspection and commissioning procedures. Test and purge certificates must be provided to the Estates project manager before the gas system is allowed to be used.

8. All persons working on gas within the scope of the Gas Safety (Installation & Use) Regulations 1994 must be trained to the approved level for the type of work they are engaged on. Proof of competence must be provided to the Estates Project Manager before work commences. The use of unqualified persons on gas work is strictly prohibited. 

9. Estates Project Managers shall manage gas work in accordance with the guidance and procedures shown in the maintenance section of this handbook.

10. All work must be carried out in a safe manner.

11. Gas work using Liquefied Petroleum Gas must ensure that adequate precautions are taken to prevent and control fire.

Ground Work

Excavations 

All excavation work shall be in compliance with the CDM regulation (Regulation 31).
Underground Services

Underground services can easily be damaged during excavation work if proper precautions are not taken; it is all too easy for workers to hit these services. Many of the underground services both within and adjoining University property are public utilities, which were laid many years ago. Some service plans do exist but these are unlikely to show all of the potential services. Therefore before any excavation work commences the following must be agreed with the project manager: -

The person who is to supervise the work must be identified to the project manager. The supervisor must be suitably experienced and qualified to supervise excavation work. The supervisor must be able to read site service plans and know how to use them;

All workers involved in the digging must know about safe digging practices and emergency procedures and be properly supervised;

A locator must be used to trace as accurately as possible the actual line of any pipe or cable to confirm that there are no pipes in the way and the ground has to be marked accordingly;

There must be an emergency plan to deal with damage to cables and pipes and a system for notifying the service owner;

If a gas pipe should be damaged arrangements must be put into immediate effect to: -

· Ban smoking and naked flames;

· If necessary carry out evacuations; and

· Erect suitable signs to warn everyone of the danger.

Harmful substances

All Contractors will comply with the COSHH regulation. They will identify any harmful materials and substance, which they intend to bring on site. They will be required to carry out a 'risk assessment' with regards to anyone who may be exposed to those materials and substances and identify any precaution which are necessary.

Highly Flammable Liquids

Many paints, thinners, solvents, adhesives and cleaning fluids present a serious risk of fires and explosions due to the ignition of vapours. The use of such substances on University premises is normally prohibited, and every effort must be made by Contractors to use non-flammable alternatives. Where the use of highly flammable liquids is unavoidable, Contractors are responsible, in liaison with any School/Directorate affected and with the Estates project manager, for establishing and maintaining a safe system of work designed to prevent fires and explosions.

Hot Work

Contractors are not permitted to do any 'hot work' unless they have demonstrated by way of a 'method statement' to the Project Manager, that they have adequate procedures in place to carry out the work safely and to check that the site is safe after the work is complete. Where grinding and welding is being undertaken Contractors will ensure that the work area is suitably screened off and take suitable precautions to keep dust levels to a minimum. Where ‘hot work’ is to take place in an occupied building or a building containing combustible materials then this work must be done using a ‘permit to work’.

Hot and Cold Water Systems (Legionnaire Control)

Where refurbishment work is being undertaken which requires the existing hot and cold water systems to be isolated and remain unused during the length of the refurbishment work, the systems will either be drained down from the point of entry into the construction area or with the agreement of the Estates project manager the contractor shall instigate a suitable flushing regime sufficient to prevent the building up of harmful pathogens. To comply with flushing requirement the Contractor shall complete a ‘Water flushing log sheet’, as agreed with the project’s Estates manager.
Noise and Vibration

All work noise and vibration must be kept to a minimum. Where it is anticipated that a work task will create noise and/or vibration the Project Manager must be informed before work commences. Requests to stop work because of noise or vibration nuisance should be politely responded to and immediately reported to the Estates project manager who will advise if the work can continue.

Personal protective equipment (PPE)

Contractors are responsible for issuing, maintaining and ensuring the use of PPE, within the designated project site, identified as being required to protect against hazards, which cannot be fully controlled by any other means. Where specific PPE is required to be worn, such as Hard Hats, Ear Defenders etc, within a specific area, that area must be clearly identified and warning notices posted.

Roof Access and Working at Height
All access to roofs is by permit only. The Estates project manager will make all necessary arrangements for contractors who need to work on a University building roof. It should be noted that on some of the University’s roofs a ‘man-safe’ system of work is required to ensure work is carried out safely. Where this is required the contractor must ensure that s written method statement showing how the roof work is to be carried out safely by use of the man-safe system is produced. All persons required to use the man-safe system must be adequately trained in its use and be effectively supervised by a competent person.
Where there is a need to carry out work at height then the Contractor must select the most appropriate means of access. The means of access shall be in compliance with the Working at Height Regulations 2005 and associated guidance. 

Reporting Accidents and Incidents

Contracts are responsible under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) for the reporting of accidents, which result in the loss of work for more than three working days, which result in a proscribed type of injury or certain types of near miss incidences or dangerous occurrence to the HSE. The contractor will immediately inform the Estates project manager if: -

1. Any member of the University staff, student, visitor to the University or member of the public is injured, no matter how minor the injury, or is subject to the distress of a near accident from any activity associated with the project;

2. A person working under the control of the contractor is involved in a reportable accident or incident; and

3. Where a risk assessment or review of an assessment shows a need to improve controls to prevent the possibility of an accident or incident occurring.

If any Contractors employees working for Estates should have a reportable accident or be involved in a reportable incident they MUST fill in an appropriate Accident/Incident form.

These are available from: -

Security Control Centre in Park Place (24 hours),

The Health Centre 47 Park Place (9am to 5pm)

Or

Estates Division Reception at 30-36 Newport Road (9am to 5pm)

Completed Accident/Incident forms must be given to the Estates Project Manager who will forward to the Estates Safety Compliance Officer. 

The contractor when working within the University premises should adopt the following procedures in the event of an accident happening to any person working for him;

Appointed first-aider and first aid facilities

It shall be agreed between the Estates project manager and the contractor before the start of the project as to whether it is appropriate for the contractor to appoint an employee as a first-aider. If the project is small and relatively safe, and it is agreed by the Estates project manager, the contractor may call upon the University’s first aiders for assistance. (All Security’s staff are registered first-aiders). All contractors will ensure that an adequate first aid kit is provided for their workmen on the project site.

Minor Accident

In the event of a minor accident the following procedures should be observed: -

· An injured person should tend to injury using facilities provided in designated First Aid Box.

· If help is required the aid of designated first-aider should be sought.

· If further treatment is required facilities are available at the University Health Centre at 47 Park Place. (( 74810)

A person with a minor injury should not leave his place of work to seek further treatment without first informing the site supervisor. 

Major Accident

In the event of a serious accident or incapacitating illness the following procedure should be observed by the person who is assisting the distressed person: -

If available follow the advice of the attendant first-aider who has been trained to deal with an emergency situation.

If no first aider is available PHONE either:-

· University Emergency Number 
(   999 (24 hours)
· University Health Centre

(   74810 (9 to 5)


· Estates Division Office

(   74416 (9 to 5)

and give the following information: -

· Your Name

· Your Location

· The Nature Of Accident Or Illness

You should remain with the injured or sick person until otherwise instructed by a medically qualified or authorised University official.

If the call to the emergency service is by a mobile phone, the caller, after making the call, should inform the emergency service that they will now call the University’s security service who will be able to direct the emergency service to the correct location and send assistance. 

· University Security Centre
(   74444 (24 hours)

Site transport
All traffic routes and vehicle use shall be in compliance with the CDM regulation (Regulations 36 & 37).
Site cleanliness and waste disposal

Contractors are responsible for ensuring that the contract site is kept at all times in a tidy condition. Waste must not be allowed to accumulate on site but must be removed during the contract. When the contract site is finally vacated by the contractor they must ensure that all redundant materials and other waste are removed. All waste and redundant materials must be disposed in accordance with the Environmental Protection Act. Copies of waste transfer certificates must be provided to the Project Manager upon request.

Use of University facilities

Where it has been agreed that the contractors employees can use the University’s toilets and catering facilities the following conditions must be observed: -

· Contractor employees are to conduct themselves in a quite and orderly manner;

· Where appropriate toilets will be allocated for use and these must be kept in a clean and tidy condition and not be abused;

· When using catering facilities workmen must wear clean clothing. Access will be denied to anyone wearing soiled working clothes.

· Contractors and their employees may only use non-public phones with the permission of an authorised University representative.

· Contractors and their employees may use University first aid facilities if agreement is sought prior to commencement of contract.

· It is permitted to use University fire fighting equipment in the event of an emergency situation. The use of such equipment must be reported as soon as possible to the Estates project manager.

Estates Development contract management information.

The Estates Development has produced a number of guidance documents and contract management forms which can be found on the University administration shared network. The information listed below is provided for the use of Estates Project Managers and Supervisors. Links to the documents or web sites shown will only work when viewing this document on the University’s computer network.
Useful project management guidance and forms
For a selection of project forms and guidance documents see project document finder.
Useful construction guidance documents
CDM 2007 ACOPS L144
CITB - CDM Guidance for Construction stage plan
Useful web links
The Absolutely Essential Toolkit for the smaller construction contractor PDF [668kb]
Construction fire safety (Construction Information Sheet No. 51) PDF

Construction industry site
 Health and Safety Executive - Homepage

Information about health and safety at work
Health and Safety Executive - Publications

Health and Safety Executive - Publications
HSE Books - Guidance and free leaflets etc

http://www.hsebooks.com/Books/
 Considerate Constructors Scheme – Homepage to the national scheme created by the construction industry to improve its image

http://www.considerateconstructorsscheme.org.uk/htm-home/index.html
  
Department of Health - Homepage for NHS publications

http://www.dh.gov.uk/en/index.htm
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Estates Division Safety Handbook for Projects Acknowledgement Form

This Estates Division Safety Handbook is issued for 

	Project Number: 
	

	Site Address:
	

	Date of issue: 



	

	Estates Project Manager (name): 
	


I acknowledge that I have received on my behalf or on behalf of my Company a copy of the Estates Safety Handbook which I recognise forms part of our Contract to Work for Cardiff University. I agree that our Company shall be responsible for keeping the Handbook up to date by placing amendments as shall be received from time to time from Estates via the Project Manager. We shall also be able to provide, immediately on request, the Handbook for Estates to audit. We also agree that it is our responsibility to ensure that any employee, representative or sub-contractor working for our Company* on Cardiff University property shall be made aware of, understand the contents and comply with all instructions and procedures contained therein. 

* Where the Company is designated as the Principal Contractor it is that Companies responsibility to ensure that all contractors working on that Project are aware of, understand and comply with all instructions and procedures contained within the Estates Safety Handbook.
	Company Name :
	

	Company Representative and Title (block letters) :
	

	
	

	Signature :
	
	Date :
	


Note 
A copy of this safety handbook must be issued and disseminated by all parties before work starts on the construction site.  A copy should be readily available on site.
When the Safety Handbook has been issued a copy of this form must be placed: -

1. in the Project File

2. with the Estates Safety Compliance Officer 
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Safety Compliance Officer





Admin Manager





Maintenance and Rechargeable Works Project Managers/Supervisors





Assistant Director Maintenance





Minor Projects�Project Manager





Directors of Estate Development





Major/Capital Projects�Project Managers





Director �of �Physical and Financial Resources





IDENTIFY HAZARDS


consider all work activities (including non-routine operations)





DECIDE WHO MIGHT BE HARMED AND HOW


consider all foreseeable situations


consider everyone who might be harmed





EVALUATE CURRENT CONTROLS


identify the appropriate controls (physical and administrative)


check if the controls are present





DECIDE ON THE ACTIONS NEEDED


to implement additional controls





COMPLETE AND SIGN THE ASSESSMENT RECORD


retain the record


provide the information to employees





REVIEW THE ASSESSMENT


if there is evidence that it is no longer valid


if the circumstances change
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