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1. Introduction

These guidelines are intended to provide contractors with general information on a variety of safety and safeguarding issues, which may be relevant in connection with their work on college premises.

Building contractors to be employed by the college will be issued with the college’s “Contractors Terms of Engagement” Document. The contractor must submit a signed copy of these to the Estates and Facilities Manager or an authorised representative and, where appropriate, obtain a ‘Permit to Work’ in advance of any work(s) commencing.

In addition to the “Contractors Terms of Engagement” ‘document contractors to be employed by the college must submit a signed copy of the ‘Contractor Assessment – health and Safety’. A signed copy of this document must be supplied with all the supporting documentation requested before any engagement can take place.

The following advice is relevant to both building contractors and service engineers but is primarily intended for the latter, although, it will be sufficient for minor building works, alterations and any other small works.

They are in addition to any information issued by a contractor and are not intended to supersede any specific guidelines issued by a contractor.

2. Contractors Terms Of Engagement and Safeguarding
On all occasions, the contractor and his/her employees will report to reception, directed to the Estates Office.  On arrival/departure and sign the Contractors Visitors book to record attendance and presence on the college premises.

In line with the new smoking in public places legislation the college has adopted a strict no smoking policy for all the college buildings and employ designated smoking areas.  The contractor must ensure that all employees strictly observe this policy whilst working on all college premises or grounds.  This also includes smoking within the contractor’s vehicles on any of the college’s sites.

As a further education establishment the college is populated by students of a young age and the contractor must take appropriate measures in checking staff suitability for such an environment.  The college will require contractors to undertake DBS checks on their staff to verify their suitability to work within an educational establishment.

The contractor must enforce appropriate levels of behaviour such as restricting any inappropriate social contact with students. ‘wolf whistles’ or ‘cat calls’ would be deemed as unacceptable behaviour. An appropriate level of dress is to be expected and enforced and should include a uniform, and appropriate PPE  ie: working overalls or some form of company logo/identification. Baring of torsos will be deemed as unacceptable behaviour.

The college will identify/agree designated parking areas for contractors before the commencement of any works. Toilet facilities will also be identified/agreed with the contractor prior to any work and these will be non–student facilities. 

3. Method Statements

Prior to commencing work at the college you will need to provide risk assessments/method statements for the work(s) to be carried out to the Estates and Facilities Manager or an authorised representative for approval in advance of the work(s) commencing.

Given the repetitive nature of routine maintenance work it is possible that these can be generic in nature provided that this does not lend to the sin of omission arising from the failure to carry out specific risk assessments or to identify additional control measures to complement those on existing generic risk assessments.

The exception to this requirement will be the ‘emergency call-out’ situation when the contractor will be required to carry out a risk assessment at the time of arrival at the ‘point of work(s) in or around the college premises.

4. Equipment

a) All equipment used by a contractor must be of good construction, sound material, adequate strength, free from patent defects, safe to use and only used by properly trained and competent staff.

b) The contractor shall provide all necessary personal protection equipment for his workforce including but not limited to safety helmets, ear defenders, and eye protection etc, required by statute or site rules.

c) All electrical work and work involving the use of electrical equipment shall be carried out in accordance with the appropriate Electrical Regulations and to comply with college rules all portable electrical equipment and tools should be rated at no more than 110 volts. Battery powered tools are preferable.

d) The machinery and plant brought onto the college sites by the contractor should be fully guarded and comply with the Provision and Use of Work Equipment Regulations (PUWER).

e) Some equipment such as lifting equipment, air compressors, and pressure plant must be examined by a competent person (insurance company surveyor) and the test certificate for such items should be available for inspection.

5. Substances (Toxicity and Flammability Aspects)

( Substances hazardous to health must be identified prior to taking them on college premises and if they cannot be substituted or eliminated, then an assessment (as required by the Control of Substances Hazardous to Health Regulations) must be carried out and recorded in writing. A copy of this assessment should be readily available for inspection by college representatives.

( Adequate training must be given to users of hazardous substances and information must be passed on to the college representative in case any member of staff is, or is likely to be, affected by the substances in use.

( Any use of flammable chemicals or gases is to be as the manufacturer‘s instructions and conditions of use. This may require the use of local exhaust ventilation to control flammable/toxic vapours as it might not be sufficient to rely on natural ventilation from open windows. Flammable materials are to be kept in the correct containers and store securely when not in use. All cylinders containing flammable gases shall either be stored in an area suitably designed to minimise any risk of combustion or removed from the site each day after use.

( From time to time problems have been encountered where contractors have failed to take adequate precautions with regard to work-in-progress on college premises and this has given rise to problems for workers in both offices, workshops and classrooms. Examples include excessive dust emissions from demolition, from building works, from sanding floors; solvent emissions from lacquering floors, which in the case of isocyanate-based systems can be problematic for asthmatics; solvent emissions from painting with solvent-based paints.

In all of these cases inadequate control measures were adopted to prevent emissions to adjacent areas or to control emissions at source. These issues can be resolved e.g. in the case of dust emissions segregating the area by sheeting up and in the case of solvent emissions by the use of local exhaust ventilation (venting to a safe place).
6. Asbestos

( Prior to any work commencing you will need to liaise with the estates contact and identify the location where you are planning to undertake any works and explain the type of work to be carried out in this location. You will then be provided with information about any asbestos containing material being present in the area of work by your estates contact.  This will be via access to the full asbestos survey reports and location plans.
( Certain specific locations within the college estate (specific voids, service ducts etc) have strictly no access due to the potential of disturbing asbestos containing materials, these areas are identified within the asbestos surveys and also by location labels.  Under no circumstances are these areas to be accessed. Works in such areas/locations can only proceed once appropriated, planned controlled methods have been identified and this will require the use of airborne monitoring and licensed contractors.   
( If any asbestos containing material is found during the course of the work or any material is suspected of containing asbestos then the contractor should stop work and immediately report this to their estates contact.

Note the college does have an asbestos register and the duty to manage asbestos containing materials means that considerable effort is being put into surveying buildings and then monitoring the condition of asbestos containing products. This information is available via your estates contact.   
( Steps will be taken as appropriate to

· Establish whether asbestos is present

· To undertake appropriate controlled cleans in areas where asbestos containing material has been disturbed (this may require the use of a licensed contractor) and

· Remove other asbestos containing material in order to allow the job to progress. (again this may require the use of a licensed contractor) 
( The college Estates department is available to give additional advice on safe working at or near asbestos containing materials.

7. Housekeeping

( It is imperative for the safety of the contractor’s employees and the college’s employees, students and visitors that all contractors store, and use, materials in an orderly fashion.

( Any debris or waste arising from the works-on-site should be cleared away as soon as is reasonably practicable to any designated disposal point. Any waste not cleared, and causing a hazard, may be cleared by college staff and the cost charged, or debited to the account of, the offending contractor.

( The work area should be clear of all hazards to allow the work to commence. However, should a contractor be concerned about any hazards either at the beginning of the work, or about any hazard that develops or becomes apparent   during the work: then he/she should immediately inform their estates contact. Contractors should be informed who your estates contact is at the start of the contract.

( In some cases it may be necessary to demarcate the working area e.g. with cones, warning tape or other suitable barriers in order to prevent intrusion into the work area. The need for such demarcation should either be addressed in the contract or discussed with your estates contact. This may extend into “sheeting-up” the area in order to minimise spread of dust and minimise inconvenience to schools.

8. Services

(  No connections may be made to electricity; mains gas, compressed air or steam supplies without the authorisation of estates staff.

( The procedure for ‘breaking into’ services should be documented in a contractor’s method statement, this following consultation with estates staff.

9. Compressed Gas Cylinders
( These may be brought onto site and include freon gases used by refrigeration engineers, or liquefied petroleum gas used by roofing contractors etc

(  Contractors need to:

(a) Make adequate arrangements for the safe custody of all their cylinders.
(b) Not store cylinders in cabins, or within college buildings 

(c) Take note of the precautions issued by manufacturers or published in any relevant guidance notes issued by the HSE.

10. Working at Heights

(  All work carried out at height or on roofs requires a safe working procedure.  A safety rail or wall must be provided at the lower edge of a sloping roof and, where necessary, safety belts and tool belts must be issued to workers. Crawling or duckboards may be required on some roofs, and precautions must be taken to prevent tools or loose materials from falling from the roof on to persons below.  Precautions must be taken daily to ensure safety by removal of ladders or other means of access when work ceases.

11. Scaffolding

(  All independent and tower scaffolds for access and material handling purposes shall be erected in accordance with current regulations and guidance such as examples below:-  please note this is not an exhausted list of compliance.  Other regulations and standards may apply.
BS EN 12811-1:2003 – Temporary Works Equipment
BS EN 39:2001 – Loose Steel Tubes for Tube and Coupler Scaffolds
BS 1139-6:2022 – Metal Scaffolding
NASC TG30:24 – Compliance for System Scaffolding
Work at Height Regulations 2005 (WAHR)

(  Any scaffold shall be mechanically fixed to the building fabric every 6m horizontally and every 3.6m vertically.

( Only authorised, competent persons should erect scaffolds.

Contractors may appoint scaffolding companies as sub contractors, but these companies should only be allowed on site if they have been vetted by CHAS and Constructline.  The main contractor may assess the enforcement profile of a sub contractor by searching the HSE’s database on enforcement.

(  Any scaffold, which remains erected for more than one week, should be inspected at least once per week and after bad weather, which may have an effect on strength and stability.  The inspection should be carried out by a competent person and a register of such inspections should be retained on site for inspection.

12. Permits to Work

(  Hazardous work situations exist which can only be carried out under a permit to work system such as

(a) Hot work

(b) Work on pressure systems

(c) Work in confined spaces

(d) Work on high and low voltage systems

       ●   Permits to work will be issued by your estates contact. Permits-to-work will 

       specify the appropriate control measures / procedures within which you are to 

       operate. 

13. Accidents

General

(  All accidents must be notified to your estates contact as soon as practicable after the accident.

(  Major injury incidents (or death) should be notified to the HSE and then as soon as practicable to your estates contact.  He/she will then notify the college Director of Infrastructure as there may be a need to carry out an investigation.  You are required to cooperate fully with any college investigation.

(  The duty to notify the HSE of “plus-7-day” accidents rests with the contractor.

Accidents/Incidents to Third Parties

(  Any accident or incident arising from the carrying out of the works and involving damage or injury to a third party must be reported immediately to your estates contact.  Written confirmation including statements should follow.

Dangerous Occurrences

(  The contractor should notify the HSE and their estates contact, who in turn will notify the colleges Department of Health and Safety as soon as possible.

14. Fire precautions for Contractors

There is an obligation on the college under various pieces of Statutory Legislation to achieve and maintain an acceptable standard of fire precautions within the premises for which they are responsible.  This responsibility extends to ensuring that the contractors are made aware of their responsibilities whilst working on-site.

General Fire Precautions

1. If you discover or suspect a fire, raise the alarm by operating the nearest fire point.

2.   If safe to do so, tackle the fire with the appropriate fire-fighting equipment.

3. On hearing the alarm evacuate the building via the shortest possible route and report to the assembly point, which is indicated on the blue fire instruction notices displayed in all buildings.

4. Should your work activity cause a false alarm, either by break point or by the activation of an automatic detector, then contact your estates contact immediately and inform them of the reason.

5. Notwithstanding that it is a false alarm, you must still evacuate the building.

Before Commencing Work

1.      Ensure that you are familiar with the route of escape (including alternative routes) from the area you are working in, bearing in mind you may be working in basements/roof voids and similar areas where the route is confined and plant or machinery has to be negotiated.

     2.      Locate the nearest break glass point and fire fighting equipment.  If these cannot be found contact your estates contact who will inform you as to the location of these and give detailed instruction of the method to be used in raising the alarm, should the need arise.

      General Rules to be Followed

     1.      Works carrying a high fire risk must not be commenced without the prior consent of the college Estates Manager.  This may be by verbal agreement but for especially high risk operations will involve written consent, namely a hot work permit.

     2.        If work is to be carried out in areas which necessitate the temporary closure of or restrict the use of, designated exits for however short a time this should be brought to the attention of all persons working or using these areas, and the alternative route clearly marked before the work commences.

3. The correct storage securing and stacking of materials plant and machinery used during the contract will be the responsibility of the contractor.  The contractor (or any subcontractors) will ensure that:

3.1 The means of escape routes and staircase enclosures should not be obstructed.

3.2 The use of equipment/materials and the carrying out of processes which could:

General Rules to be Followed cont.d

(i) Cause a fire to be started.

(ii) Increase the severity of a fire

Is to be strictly controlled.  All equipment, or equipment utilising a naked flame is to be switched off or disconnected after use on every occasion.

4. Any use of flammable chemicals or gases is to be only as per the manufacturer’s instructions and conditions of use.  Flammable materials are to be kept in the correct containers and stored securely when not in use.

5. All cylinders containing flammable gases shall either be stored in an area suitably designed to minimise risk of combustion or removed from the site each day after use. 

6. All works that involve the use of welding gear, blow lamps or other plant using naked flames or plant or equipment which generates sparks shall cease not less than sixty minutes before leaving the site and ensure that a thorough check is carried out immediately following the use of such equipment. This work requires a work permit.
7. The college has a universal “No Smoking” policy within buildings.  Welding or burning shall not be carried out on college premises without a college Hot Work Permit.  Your estates contact will issue this and if further advice is required then you may discuss this with the college Estates Manager.

8. Whilst on site and at all times when works are being carried out, the contractor will ensure that suitable fire extinguishers are available close to the area of the works.

9. Where the work carry a significant fire risk, (i.e. work involving the use of naked flames or electrical equipment) the contractor will supply for the use of his staff a 4.5 Kilo Dry Powder General Purpose Fire Extinguisher.

I certify that I have

● Received a copy of the “Contractors Terms of Engagement with Coleg Y Cymoedd”

● I/We acknowledge that I/We have read and are aware of the content of the ‘Contractors Terms of Engagement with Coleg Y Cymoedd’ document and undertake that I/We and my/our employees and my/our sub-contractors/suppliers and their employees must at all times observe and comply with the provisions contained in the said Contractors Terms Of Engagement and safety guidance.

( I/We acknowledge that the said Contractors Terms Of Engagement and safety guidelines will form part of the contract between Coleg Y Cymoedd and the contractor.

Company--------------------------------------------------------------

Address  --------------------------------------------------------------

               --------------------------------------------------------------

               --------------------------------------------------------------

Tele No  --------------------------------------------------------------

Position  --------------------------------------------------------------

Name      --------------------------------------------------------------

Signature------------------------------------------ Date -------------
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