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SAFETY PROCEDURE NO.28

Contractor Management System
1. Introduction
The University uses contractors to carry out a range of work from regularly occurring, low risk activities to specific high risk tasks. Each department or person who employs contractors must at all times ensure that these activities are carried out safely by following all current legislation in order to eliminate, if possible, or otherwise manage risks to health and safety of those affected by the activities or work. 

The purpose of this procedure is to outline our arrangements for managing contractors effectively.  It also explains the checks that should be carried out prior to commencing work.  The University has developed the following documents and systems for managing contractors:

· Contractor Health and Safety Pass (CH&SP) for contractors without City University ID card.
· Permit to Work (PTW) for high risk work and work requiring isolations.
The key elements for ensuring that Contractors’ works are properly managed are:
· Competency of the contractor’s employees responsible for carrying out the work;
· Competency of City University staff responsible for monitoring the work;
· Adequate planning for evaluating contractor’s competence and agreeing systems of work such as, reporting point for entering university controlled buildings;
· Identification of work area and secured work site were applicable;
· Timely and effective co-ordination and communication with all stakeholders.
No contractors will be allowed to carry out work on City University campus without the correct and authorised documentation. 

For list of staff and their responsibilities for the full implementation of this procedure refer to page 4.
2. COMPETENT CONTRACTORS LIST (CCL)

Prior to entering a contractor on the CCL, the City University Responsible Person (CURP), Safety Office representative, where applicable, or the Maintenance Manager will carry out initial assessment of the contractor’s health and safety arrangements to ensure they have the necessary skills, knowledge and resources to carry out the work safely. The template in Appendix 3 will be used for this assessment. A list of contractors on CCL is available on the paf-one H&S drive. The Operations Manager in PAF will update the list as more contractors are vetted.

3. CONTRACTOR HEALTH AND SAFETY PASS (CH&SP)

This is a basic level of authorisation and signing in procedure. CH&SP will be issued for all work in areas where health and safety risks have been assessed as low to medium by CURPs. CURPs should ensure the contractor has implemented adequate controls prior to the issuing of the CH&SP. 

The CH&SP will enable the University to keep an up to date record of contractors in a given time. It is also a formal way of informing contractors of issues which may affect their Health, Safety and Welfare.
Steps to be followed by CURPs prior to issuing CH&SP:
· Select a contractor from the CCL.

· Allow adequate time for planning and communicating with Maintenance Manager (MM). 
· Assess risks and controls using Appendix 3. If the assessment identifies high risk activities such as those listed in Appendix 1, a PTW should be issued before work starts. See section 5 of this procedure.

· Ensure appropriate controls are in place

· Ensure contractor’s operatives have received site induction and the Contractors’ Information Booklet

· Arrange for a CH&SP to be issued from a specific location.

· On completion of work, CURP or a nominated deputy should inspect the area and sign off the pass once they are satisfied that the work has been carried out to the standard required and the area is clear and safe.

· Where a contractor has been issued with a CU pass, daily signing and signing out would suffice. CURP must ensure work is carried out safely.
· Pass may be issued for up to seven calendar days but it must be returned at the end of each working day to the issuing point and reissued for the following day;
· CH&SP will be issued by the CURP on the main campus or by a nominated person in his absence.  Therefore, it is essential that CURPS send all the relevant documentation to MM or a nominated deputy 48 hours prior to work commencing for review.
· Facilities Managers or their nominated persons in buildings such as Bunhill Row or West Smithfield are the CURP for their area and are responsible for issuing CH&SP in these buildings;

City University Responsible Persons (CURPs) should remind all contractors, except those who have permanent City University passes that they must report to the location specified by CURP to be issued with a Contractor Health and Safety Pass (CH&SP). The pass must be displayed at all times and returned at the end of each day to the issuing point. Failure to return the pass may result in future site access being denied.

4. PERMIT TO WORK CERTIFICATE (PTW)

The PTW certificate is used to authorise and control health and safety risks for works which are considered to be high risk. It does not allow work to commence until safe procedures have been defined and communicated and all foreseeable hazards have been controlled.  It is designed to protect people affected by the activity.
A PTW is required for all High Risk Works. See Appendix 1 for list of high risk activities

Steps to be followed by CURPs for issuing PTW:

· If work is not planned or not on the weekly works notification, send an e-mail notification to the Safety Office prior to authorising any unplanned high risk activity.
· Check that the contractor is on CCL;

· CURPs should require the contractor to submit their risk assessments (RA) and method statements (MS) to the Permit Authoriser (i.e. Maintenance Manager, Operations Manager, Safety Office or a member staff nominated by the Operations Manager) for review 48 hours prior to work commencement;

· If the Permit Authoriser deems the MS or RA not to be suitable and non-compliant with Appendix 3, it should be returned to the contractor to update and resubmit.

· On satisfactory review and acceptance of the MS and RA by the Permit Authoriser, the PTW is raised and sent to CURP for issue.

· CURP or the nominated issuer should issue PTW to the contractor at the place of work after they have checked and are satisfied with the controls measures.

· PTW certificate must be signed by the contractor and the CURP.

· The top copy should be retained by the CURP and the second copy must be displayed at the work area;

· All other departments which may need to carry out work on the fabric or services of the buildings must contact the Safety Office for advice;
· The permit is strictly valid for the date and the time specified on the form. Should the work not be completed within the specified time, work must be stopped and the CURP must be contacted to re-assess the situation. The permit will then need to be re-issued for another working period.

· When work has been completed satisfactorily, the CURP and the contractor should sign off the PTW and cancel the PTW. On cancellation of the PTW, the CURP must ensure that the contractor has removed all waste from site and the area is safe. All documentation must be returned back to the Permit Authoriser for records;

· A copy of the PTW will be kept for 12 months by the Maintenance Manager and Safety Office for non PAF permits.
· PTW documentation will be managed under a controlled system with each permit having a unique number.  MM will be responsible for managing the system.
If the contractor is not on the CCL a full assessment of the company’s Health & Safety arrangements should be carried out as per the competent contractor review by the CURP. The contractor may then be placed on the CCL.

5. COMPETENT STAFF LIST

In order to be able to issue a PTW certificate or manage work carried out by contractors, City University staff must be deemed ‘competent’.  As far this procedure is concerned staff should attend the following training as minimum:

· CIEH Level 2 or NEBOSH Certificate.
· In house risk assessment training;
· Deemed competent by the PAF Operations Manager or Safety Office in reviewing risk assessments and method statements.
Upon completion of the above, staff will be entered on the competent staff list.  The list will be updated by PAF Operations Manager and the Safety Office and held on PAF one-H&S.
6. OUT OF HOURS WORKING 

Out of Hours work should be the exception and not the norm.

Please refer to Safety Procedure 24 on the safety Office website for full details

Low Risk Works: 

· Contractor selected from CCL or specific risk assessment and method statement reviewed by CURP;
· Out of hours the contractor must be on the Weekly Works list;
· The contractor will sign out and return their CH&SP to the point of issue to be signed off as complete by contractor and CURP;
· It is the responsibility of the CURP or a competent person nominated by CURP to monitor the works whilst contractor is on site.
High Risk Works:
· At weekends the contractor must be on the Weekly Works List;
· Work must be managed by the project or works manager;
· The PTW work must be displayed at the work area and only works specified on the permit may be carried out;
· When work is complete the contractor will check it is satisfactory and sign off the PTW certificate, arrangements must be made by the CURP to accept the plant/equipment back from the contractor, thus closing the permit. 
If any of the above steps are not followed. Security will not allow the Contractor on site, or will remove the contractor from site after contacting the CURP.  It is the responsibility of the relevant CURP to ensure that all paperwork is in order and up to date to avoid works being stopped unnecessarily.
WEEKEND WORKING
Any weekend working will need to be appropriately planned and it is the responsibility of the project/works manager to either be in attendance to issue the CH&SP/PTW, or make suitable arrangements for a CURP to deputise in their absence.
OUT OF HOURS / EMERGENCY

For this type of work preference should be given to contractors who are on the CCL. In the event that a contractor from the CCL is unavailable, the CURP should ensure the contractor has all the relevant risk assessments and method statements are in place before issuing CH&SP and/or PTW.
The following are examples of emergency work:
· Emergency lift repairs;
· Structural repairs;
· Fire alarm repairs.
Roles of staff responsible for implementing the procedure
	Deputy Director(Facilities)
	Is responsible for implementing the procedure within Property and Facilities and will produce a performance report every August for the Director of Property and Facilities on the implementation of this procedure within PAF.  The Deputy Director will also ensure all CURPs in PAF are fully trained in line with this policy.



	Operations Manager
	Is responsible for the day to day implementation of the procedure in Property and Facilities. Operations Manager will report any shortcomings to the Deputy Director (Facilities).



	The following are CURPs:

Project Managers,

Works Managers.

Contract Managers,

Facilities Managers

or their nominated deputies

	CURPs should ensure the proposed area is safe to work and should identify hazards that may impact on the contractor’s work. They should complete a review of the method statements and risk assessments and complete the relevant check list in Appendix 6. Once complete the documentation should be forwarded to the Permit Authoriser.

On completion of the work it is the responsibility of CURPS to inspect the work and its areas, and to ensure the area is in a clean and tidy state and the work has been completed satisfactorily. CURPS should also monitor the work area to ensure MS and RA are followed by the contractor.

On satisfactory completion the PTW should be cancelled and returned to the safety co coordinator for records and storage.



	Maintenance Manager
PTW Authorisers

Nominated competent deputy
	Reviews method statements and risk assessments for technical and safety content, will authorise the PTW to work prior to returning to the CURP for issue.

Issue Contractor Health and Safety Pass to all contractors as required.

Keeps records of contractors on site.
Carries out audits and inspections to work areas.


	Safety Office
	The Safety Office staff will conduct an annual audit of this system and report findings to the senior management of each area.

The Safety Office staff reserve the right to cease any work being undertaken in the absence of appropriate controls.

It is the responsibility of the Safety Office to ensure this policy in implemented across the University.




Appendix 1

HIGH RISK ACTIVITY LIST

The following list is indicative and all high risk works will be risk assessed and this will inform the need for a Permit to Work, but generally the following will require a PTW:
· Work which involves the interruption to incoming or out going services to a building i.e. electricity, water or gas supplies. Any service interruption unless a local isolation is suitable e.g. ball valve to a sink;

· Undertaking hot work within a building i.e. work involving flame, hot air, welding, cutting, brazing, soldering or any other procedure which could lead to subsequent flame or spark;

· Any excavation;

· Demolition;

· Working at heights above 2 metres;

· Scaffolding: erection and break down (excludes scaffold towers);

· Deliveries requiring cranes covered under LOLER and/or requiring traffic control, cordoning off of delivery area;

· All works that are covered by the Control of Asbestos at Work Regulations, where this involves disturbance to the fabric;

· All cabling and IT installation work where that work involves access or physical alteration to elements of the building fabric;

· Isolation of Fire detection system. There will be occasions when fire detection isolation maybe required for low to medium levels risk works to continue. In these cases an isolation certificate should accompany the CH&SP; see flow chart in appendix 6
· Work on roofs where there are no permanent edge protection;

· Work in confined spaces;

· High Voltage electrical work;

This list is not exhaustive list.  Please contact the University Safety Office if there are any queries

Appendix 2


SECURITY PROCEDURES
· All staff should have an awareness of the contractor safety certificate system
· Security should be provided with a list of work requiring PTW. This is completed weekly in the form of a weekend and out of hours working schedule produced and distributed by PAF.
· Security to have at all times an up to date contact list for all relevant PAF staff and have the authority to telephone them if necessary. Operations Manager is responsible for ensuring the list is up to date.
· Security to ensure that no contractors are allowed in to the Basement Roadway without having the correct documents.  Contractors who are expected on site may park their vehicle prior to going to the reception desk to sign in. 
· Contractors who are allowed to tailgate or have been let in without having their credentials checked and are subsequently found to be working on site will be seen as a major Health & Safety breach. Staff who have been instrumental in this breach will be subject to disciplinary proceedings.  

· If contractors are found to be breaching the Health and Safety procedures or work in unauthorised areas, the work can be stopped and the contractors may be escorted out of the building. However this should be reported to the on call duty manager and CURP to make the final decision.

Appendix 3
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In order for a contractor to be on the CCL, their health and safety arrangements should be assessed to ensure they have the skills and resources to carry out the tasks to the required standards without endangering health and safety of staff and students. The following documents must be viewed and accepted as compliant.
CONTRACTOR NAME: ……………………………………………………

CONTRACTOR MANAGER: ………………………………………………

	
	Docs checked

(
	Acceptable Y/N and Comments

	Health & Safety Policy
	
	

	Health & Safety Organisation
	
	

	Accident/ill health statistics 
	
	

	Evidence of experience in the same type of work 
	
	

	Qualifications, skills and ongoing training programmes inc health and safety training 
	
	

	Criteria for selecting sub-contractors
	
	

	Arrangements for consulting their workforce
	
	

	References from previous clients checked 
	
	

	Arrangements for risk assessment and method statements – examine samples
	
	

	Independent assessment of their competence if available – e.g. membership of trade organisations 
	
	


	Maintenance Manager. Name:

	Signature:

	Contract Manager Name:

	Signature:

	Date: 
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Contractor     

Title of work:      

Location :      

Date received :    Proposed start date :    

 

 PROMPT LIST (as applicable)  Yes  No  In  Part  N/A    

1  Details of company provided .( Principal contractor an d sub - contractors)      

2  Revision number and date provided      

3  Work adequately described      

4  Sequence of tasks adequately described      

5  Location of the work defined      

6  Commencement date & expected duration provided      

7  Manual handling/lift ing operations /signs & signals adequately addressed      

8  COSHH adequately addressed & PPE specified      

9  Chemical vapours/smells entering building or causing complaints       

10  Access / egress & delivery routes identified       

1 1  C ertificates of com petence /experience of personnel provided      

1 2  S upervisor / key personnel identified      

1 3  D etails of plant/equipment/materials provided      

1 4  S tatutory examination reports provided for lifting equipment      

1 5  E nvironmental controls/waste disposal   described      

1 6  P enetrations through fire walls and fire stopping, remedial works by a  competent person. (Certificates and documentation required on  completion).      

1 7  P ollution risks (i.e. noise, dust, asbestos) adequately controlled      

1 8  T emporar y arrangements (e.g. fire, traffic routes, services) described      

1 9  E mergency arrangements (e.g. first aid, rescue) described . Details of  local hospital A&E.      

20  Welfare facilities and arrangement.      

2 1  M onitoring arrangements outlined      

2 2  St atement confirming operatives briefed on MS and will retain copy      

2 3  Method statement signed on behalf of contractor             

2 4  Risk assessment is suitable and sufficient      

2 5  Out of hours justification  (work requester )           

   Additional Req uirements (As applicable)      

2 6  Floor plan with work area, access routes and storage  (Work requester)      

2 7  Isolations required as part of work   (Maintenance Manager / Lead Engineer)      

2 8  Site wide notification required  (Property Operations Manager)      

 

Reviewed by    Required Y/N  Name  Date &  Signature  Date &  Signature  

Maintenance  Manager      

Facilities  Manager       

User  Representative      

Fire  and Safety  Advisor      

Safety  Department      

Fabric Manager      

Project Manager      

Property  Operat ions  Manager      


	
	Name
	Signature
	Date

	MS/RA signed off

as live document


	
	
	


Comments:

	Date
	Initials
	Comments/observations (if appropriate)

	
	
	

	
	
	


	Status*
	
	
	


*    A:  Work can proceed
 B:  Work can proceed when comments are incorporated

      C:  Resubmit before work can proceed

	
	Date
	Date
	Date

	Returned to Contractor with comments for amendment


	
	
	


Schedule of isolations:

	Details of all isolations required as part of, or to enable the works as detailed, to proceed. (Include all asset numbers, board schedules, valve numbers, locations etc.) :

Signed by:

Maintenance Manager / Chief Engineer




CONTRACTOR MANAGEMENT, LOW TO MEDIUM RISK ACTIVITIES















CONTRACTOR MANAGEMENT, HIGH RISK ACTIVITIES



Work identified


Project/Works Manager





Select Contractor from CCL Or Specialist Contractor for Activity

















       Activity Covered by CCL Annual Review





NO





YES





MS/RA Submitted for Review to Project/Works Manager





FIT FOR PURPOSE





CURP issues CH&SP to Contractor





CH&SP Closed and Signed Off by Contractor and CURP





Work Complete


By Contractor





Work Complete


By Contractor





NO 


Contractor Completes





NO 


Contractor Completes








Accepts





CURP Checks Work and Area





To CURP (Authoriser)


48 Hours Prior to Start Date, Unless Emergency Works.


Documents Checked and CH&SP Issued to Contractor





Return to Contractor to be updated





YES





NO





CURP (Authoriser)


Files for Records





Work Identified by Project/Works Manager





CURP and Maintenance Manager


Sign off as a live document





CURP (Authoriser) Files for Records





CH&SP and PTW Closed


Signed off by Contractor and CURP





NO


Contractor Completes





Accepts





CURP Checks Work and Area





Work Complete by Contractor





CURP  Monitors Work and Work Area





PTW Issued and Work Starts





CURP Authoriser, Identifies PTW Requirements





Hot Work


Isolation


Confined Space


Asbestos


Ground Penetration


High Voltage





CURP Identifies Building Impact and Communicates Impacts and Restrictions to Users


Return PTW to CURP for Issue after inspection of Work Area.


CURP and Contractor carry out work area inspection


Contract Operatives read and sign MS/RA understanding statement. PTW Issued





CH&SP Issued to Contractors by CURP





YES





NO





Return to Contractor to Update





MS/RA Submitted to CURP for Review, Use Checklist 


SUITABLE FOR ACTIVITY





Select Contractor from Approved List
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Small Works

Method Statement / Risk Assessment Review Sheet

		Contractor   



		Title of work:   



		Location:    



		Date received:  

		Proposed start date:  





		

		PROMPT LIST (as applicable)

		Yes

		No

		In Part

		N/A






		1

		Details of company provided.( Principal contractor and sub-contractors)

		

		

		

		



		2

		Revision number and date provided

		

		

		

		



		3

		Work adequately described

		

		

		

		



		4

		Sequence of tasks adequately described

		

		

		

		



		5

		Location of the work defined

		

		

		

		



		6

		Commencement date & expected duration provided

		

		

		

		



		7

		Manual handling/lifting operations /signs & signals adequately addressed

		

		

		

		



		8

		COSHH adequately addressed & PPE specified

		

		

		

		



		9

		Chemical vapours/smells entering building or causing complaints 

		

		

		

		



		10

		Access / egress & delivery routes identified 

		

		

		

		



		11

		Certificates of competence /experience of personnel provided

		

		

		

		



		12

		Supervisor / key personnel identified

		

		

		

		



		13

		Details of plant/equipment/materials provided

		

		

		

		



		14

		Statutory examination reports provided for lifting equipment

		

		

		

		



		15

		Environmental controls/waste disposal described

		

		

		

		



		16

		Penetrations through fire walls and fire stopping, remedial works by a competent person. (Certificates and documentation required on completion).

		

		

		

		



		17

		Pollution risks (i.e. noise, dust, asbestos) adequately controlled

		

		

		

		



		18

		Temporary arrangements (e.g. fire, traffic routes, services) described

		

		

		

		



		19

		Emergency arrangements (e.g. first aid, rescue) described. Details of local hospital A&E.

		

		

		

		



		20

		Welfare facilities and arrangement.

		

		

		

		



		21

		Monitoring arrangements outlined

		

		

		

		



		22

		Statement confirming operatives briefed on MS and will retain copy

		

		

		

		



		23

		Method statement signed on behalf of contractor       

		

		

		

		



		24

		Risk assessment is suitable and sufficient

		

		

		

		



		25

		Out of hours justification (work requester)    

		

		

		

		



		

		Additional Requirements (As applicable)

		

		

		

		



		26

		Floor plan with work area, access routes and storage (Work requester)

		

		

		

		



		27

		Isolations required as part of work (Maintenance Manager / Lead Engineer)

		

		

		

		



		28

		Site wide notification required (Property Operations Manager)

		

		

		

		





		Reviewed by




		Required Y/N

		Name

		Date & Signature

		Date & Signature



		Maintenance Manager

		

		

		

		



		Facilities Manager 

		

		

		

		



		User Representative

		

		

		

		



		Fire  and Safety Advisor

		

		

		

		



		Safety Department

		

		

		

		



		Fabric Manager

		

		

		

		



		Project Manager

		

		

		

		



		Property Operations Manager

		

		

		

		



		Chief Engineer

		

		

		

		



		

		Name

		Signature

		Date



		MS/RA signed off


as live document




		

		

		





Comments:


		Date

		Initials

		Comments/observations (if appropriate)



		

		

		



		

		

		





		Status*

		

		

		





*    A:  Work can proceed
 B:  Work can proceed when comments are incorporated


      C:  Resubmit before work can proceed


		

		Date

		Date

		Date



		Returned to Contractor with comments for amendment




		

		

		





Schedule of isolations:


		Details of all isolations required as part of, or to enable the works as detailed, to proceed. (Include all asset numbers, board schedules, valve numbers, locations etc.) :


Signed by:


Maintenance Manager / Chief Engineer
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