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Introduction
The efficient performance of any contract work requires careful consideration of all relevant health and safety factors at the tendering stage, or before orders are placed if the work is not subject to tender.

This guidance has been written in the context of the following non-exhaustive list:


construction, alteration, conversion, fitting out, renovation, repair or maintenance (including redecoration and cleaning) of any building or structure.


demolition or dismantling, either in whole or part, of any building or structure.


installation, commissioning, maintenance, repair or removal of fixed services such as water, electricity, gas, telecommunications and computer networks etc.


installation, commissioning, maintenance, repair or removal of any fixed plant or equipment such as heating and ventilating plant, workshop machinery, catering equipment, lifts etc.


excavations, earthworks and drainage.


landscaping and ground maintenance.

In this guidance 'contractor' means any employer or self-employed person undertaking work for or on behalf of the Council.  The term also includes the Council's Direct Labour Organisations.

The purpose of this guidance is to assist the development and operation of safe procedures for the employment of contractors.  All, or parts, of this guidance have relevance for:


Managers who have responsibility for premises


Central Services Officers


Technical Officers


Officers-in-Charge


Head teachers


Administration and other staff placing orders for work directly or having purchasing responsibility.

  
Estates department staff dealing with 'corporate' buildings


'Professional advisers' acting on behalf of client departments for example architects, building surveyors and engineers etc.

Departments sub-contracting work for example Architects, Building Works, Engineering

The approach to be taken will be determined by the nature and scale of the work, where it is undertaken and who is likely to be affected.

A major greenfield building or civil engineering project (such as a new building, land reclamation or drainage system) is not likely to affect many of our employees other than professional and technical staff involved with the execution of the work.  However, there may be significant risks to the general public, particularly children.  Similarly, work on a large scale on occupied premises and sites brings risks to employees, clients, pupils and the general public.  In these cases it is likely that all of the procedures outlined in this guidance are relevant.

Where minor work, requiring the employment of contractors, is ordered directly by any department the checklists, at least, should be used.

Legal Requirements
Where the Council uses the services of a contractor to work on its behalf the prime responsibility for carrying out that work in a safe manner rests with the contractor.  However, the Council, by virtue of sections 2, 3 and 4 of the Health and Safety at Work etc.  Act. 1974 is obliged to conduct its undertakings in such a way as to ensure that both its employees and the general public are not, as far as is reasonably practicable, exposed to risks to their health and safety.

The Management of Health and Safety at Work Regulations 1992 make this duty more specific.  A suitable and sufficient assessment of risks to employees whilst they are at work and risks to the general public arising out of, or in connection with the conduct of Council business must be made.  The purpose of the assessment is to identify any measures needed to protect employees and the general public.  The regulations also require co-operation and co-ordination between employers sharing a workplace on a temporary basis to ensure their respective obligations are met.

Anyone in charge of premises or sites should also be aware of the requirements of the Occupiers' Liability Act.  The purpose of the Act is to regulate the duties the occupier (The Council) owes to visitors (clients, general public etc.) in respect of dangers arising from the state of the premises or site.  Clearly the state of any premises or site could be adversely affected by the actions of a contractor.

The practical effect of the legal requirements is that the Council must work in conjunction with contractors to ensure the mutual safety of employees and the general public.

Safety Policy Statements
All employers are required by section 2 of HSWA to prepare a written statement of general policy in respect of health and safety.  Employers of less that five people are exempted from this requirement.

Written safety policies should contain three identifiable parts:

 
statement of the contractor's general policy with regard to health and safety 


organisation for carrying out the policy

 
particular arrangements for carrying out the policy.

Contractors wishing to go on a select list of tenderers or to whom contracts are awarded directly are required to submit a copy of their safety policy.  The policy will be checked by the Safety Officer and returned to the client department with any necessary comments.

A list of contractors whose safety policy statements have been approved is maintained by the Safety Officer, and is available to all departments.

Site Assessments
Where necessary an assessment of the site or premises must be made, taking into account all relevant hazards which may give rise to risk during the work.

For example:


ground conditions and contamination


overhead powerlines


underground services


confined spaces


storage of hazardous materials


asbestos


 work on or near water

Where professional advisers are employed to act on behalf of client departments they will be responsible for site assessment.

The Safety Officer is available for consultation, if required.

Method Statements
Contractors should be required to prepare written method statements where the hazards are significant and inherently part of the work.  The method statement should detail how the contractor proposes to tackle the work and what precautions he intends to take.

Method statements are appropriate in the following examples:

· reclamation of contaminated land

· asbestos removal by licensed contractor

· demolition

· some civil engineering and building works

· large scale use of hazardous substances (by means of an assessment under     COSHH regulations)

Unforeseen Hazards
The nature of work covered by this guidance is such that it is pre-planned.  However, unforeseen hazards do come to light.  Where this is the case a reassessment of the work and any further precautions must be made in conjunction with the contractor.

Where variations to -the work are required and professional advisers are employed they will issue instructions to the contractor.

The Safety Officer is available for consultation if required.

Pre-Start and Progress Meetings
Formal pre-start and progress meetings may be appropriate depending upon the scale of work.  Health and safety issues should feature on the agenda so that it is clear to all parties who will be responsible for any particular health and safety issue.

Where it is felt necessary the Safety Officer should be invited to attend.

In other cases informal meetings with contractors will suffice although it is always useful to note what was agreed.
Employers' Liability and Public Liability Insurance
All contractors must submit copies of their Employers' and Public Liability Insurance Certificates to the Director of Legal and Administrative Services.

Sub-Contractors
Appropriate parts of this guidance should be applied where the main contractor is expressly permitted to use a sub-contractor.

Checklist 1
Information to be provided for contractors in relation to Council premises/sites
1.
Explain the known hazards of Council workplaces and work which may affect the contract work.


For example:

· nature and extent of contamination in land reclamation/waste disposal projects

· where asbestos has been used as part of the structure of a building or for insulation on heating systems.

· any hazardous process the contractor could come into contact with (machinery, equipment, substances and materials)

· define any restricted areas/operations

· advise on safe access to premises/site/work area.

· periods when work cannot be undertaken for reasons of safety or security.

2.
Where the duration and scale of the work is such that it is not reasonable for the contractor to provide his own welfare/hygiene facilities establish which facilities he may share.


For example:

· toilets and washing facilities

· places to eat meals

· name(s) and location(s) of first aider/appointed person

3.
Where work is inside a building explain the fire/emergency escape procedure, and any essential security measures.

4.
Contractors must report any accidents on our premises (particularly if it involves a client or member of the public) because we have a duty to report certain injuries and dangerous occurrences under RIDDO Regulations.

Checklist 2
General health and safely issues to be considered
In any particular case the Safety Officer is available for consultation.

1.
Determine who will be responsible for' supervising' the work.  'Supervising' in this context means keeping an appropriate check on the contractor to ensure that work is conducted in a safe manner and that any necessary precautions are being taken to protect Council employees, our clients or the general public.


It is the contractor's responsibility to provide adequate supervision, instruction and information for his employees and to ensure that they are competent to perform the work.

2.
Does the contractor have a Safety Policy, Employers' and Public Liability Insurance where appropriate?

3.
Establish contact with the contractor at the earliest opportunity.  Before any work starts on or in an occupied site or building the contractor must report to a responsible person.

4.
Discuss the system of work the contractor proposes to adopt.  It is reasonable to ask as many questions of the contractor as are necessary to establish that his system of work is safe.  However, avoid telling the contractor how to do his job.

5. 
Determine the nature and likely duration of the work and specify the work area.


In the case of civil engineering, building and construction work lasting more than six weeks the contractor must notify the Health and Safety Executive using notification form F 1 0.

6.
What protection in the form of barriers and warning notices will be required?  Wherever possible work areas should be suitably separated from Council employees, clients and the general public.

7.
Will the work prejudice means of escape in case of fire or other emergency?  If so alternative arrangements must be made before work commences in consultation with the Fire Officer.

8.
Will the contractor use any substance, material or process hazardous to health and is it likely to affect Council employees, clients or the general public?  If so, has the contractor made a suitable and sufficient assessment under the Control of Substances Hazardous to Health (COSHH) Regulations and what does it say about people who are not the contractor's employees?

9.
What arrangements are there for specific hazards?


For example:

· proper isolation of electricity, gas or other services where this is  appropriate excavations/holes in the floor;

· asbestos materials in any forms which may be encountered

· work off the ground or floor where ladders, mobile towers, fixed scaffolding or means of access is required.

· hot work such as welding, paint burning, bitumen boilers for felt laying etc.

· lifting operations

· storage of contractor's materials (particularly those of a flammable or hazardous nature)

· contractor's transport, particularly vehicles working on or making deliveries to site.

10.
Establish what tools and equipment the contractor will use.  Contractors should provide their own tools, plant and equipment.  Council owned equipment should not be loaned to, or used by contractors unless expressly agreed before hand.


Any tools, plant or equipment, whether operated by power, or not, must be isolated and made safe when left unattended.

11. 
What services will the contractor need and how will they be provided?


In the case of electricity, mains trailing leads must be carefully placed and any connections to the premises supply properly made by plugs and sockets or other approved means.  Where appropriate 110v tools and equipment should be used.

12.
Is there a procedure to meet and review progress with the contractor, where necessary, including consideration of health and safety issues?

13.
What steps are necessary to inform employees of contractor's activities in their place of work?

14.
Are any special precautions required to cater for the needs of vulnerable groups?


For example:


 young children


 people with learning difficulties


 the elderly

15.
Ensure that the contractor leaves the premises/site clean and tidy, guards and covers on plant and equipment replaced, waste materials collected and removed.

Action in the event of breaches of safely precautions
1.
Act immediately and directly with the contractor's employees and/or site supervisor.  It is the contractor's responsibility to take any remedial action if his activities give rise to risk.

2.
If there is an imminent risk remove Council employees and others from the hazard area.

3.
Record observations, if possible obtain photographic or other evidence and notify departmental administration and, where appropriate, professional advisers/supervisors.

4.
In the event of serious or persistent breaches notify the Safety Officer.

5.
The Safety Officer may, in accordance with the Council's Safety Policy, stop or restrict work being carried out where there are practices or circumstances which are hazardous.  Where appropriate this will be in conjunction with the client's professional adviser.  In every case the client department will be advised.


If the situation cannot be satisfactorily resolved the Safety Officer may refer the matter to the Health and Safety Executive.

6.
In exceptional circumstances the Safety Officer may withdraw approval of contractors and suggest their removal from tender lists.
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