Contractor’s General Code of Practice


Introduction

……………………………………………….… has a statutory and moral duty to ensure, so far as is reasonably practicable, the health and safety at work of all its staff, and to ensure that activities undertaken by the Company do not endanger others who may be affected thereby. 

The Company's Health & Safety policy statement recognises these duties, and also that specific arrangements will have to made from time to time to cater for special risks, either of a permanent or temporary nature.  In view of the many and varied activities carried out by Contractors on the Company's premises, a general code of practice has been introduced. 

Purpose of the code of practice

The code of practice has been prepared to assist Contractors and their employees to work safely and to prevent accidents and injuries to them and to Company staff. This code of practice also aims at assisting Contractors in complying with the Health and Safety at Work Act 1974 and any subsidiary regulations and other statutory provision, and with the terms of their contract. 

All Contractors working on Company premises must conform to the provisions of this code of practice. The code of practice does not in any way relieve the Contractors of their legal or contractual obligations. All Contractors and their employees should be conversant with the Safety Rules of the Department or area in which they are working, and the Contractor's senior on-site representative is responsible for ensuring that this is so. 

In any case of doubt regarding the application of the code of practice, or in any way circumstances affecting safe working not covered by the code of practice, advice should be sought from the Contractor's named Company contact, from whom additional copies of the code of practice may be obtained. 

Starting Work

Before any work begins the Facilities Manager must be informed so that appropriate arrangements for health and safety can be made. Where required a detailed method statement must be completed, and a safe system of work arranged

When Contractors' operations are expected to create special hazards, e.g., application of heat, demolition work, or the use of dangerous articles or substances, the attention of the Team Leader(s) in the area concerned and the Health and Safety Officer must be specifically drawn to these hazards, so that adequate precautions may be taken. 

Contractor's employees themselves may be at risk when working in certain areas of the Company, in which case the Contractor's on-site representative will be informed of any hazards.

It is the Contractor's responsibility to ascertain whether there are any such hazards, and to assess and inform their own employees of these hazards. 

Services

Contractors must not connect or interfere with the electrical, gas, compressed air or other services of the Company without the express permission of the Facilities Manager. Connection of portable electrical tools such as drills by means of a standard plug is normally exempt from this rule provided they are of the 110V AC type.  

The provision of the step-down transformer is the Contractor's responsibility. 

Tools and Equipment

All plant, tools, tackle and equipment used by Contractors on Company premises must be suitable for the work to be undertaken, must comply with all relevant legal standards, and must be maintained in accordance with appropriate standards. 

Contractors may not use Company plant, tools, tackle, equipment or any other Company facility without the express written permission of their Company contact.  Such permission will not normally be given

Electrical Plant and Equipment

The Contractor or his employees shall not enter any sub-station, switch room or similar area without the express permission of the Facilities Manager. 

Portable electrical tools and equipment must be efficiently earthed or double insulated. In appropriate cases, such as working in wet conditions, they must be of a voltage not exceeding 50 Volts for lighting, and 100 Volts for portable tools; the supply to be by means of a double-wound transformer with the secondary centre tapped to earth. In certain cases an alternative device may be used with written authority of the Company Electrical Supervisor.  Any such device should incorporate an earth-monitoring device capable of switching off the supply in the event of the earth connection being broken. 

Guards, Fences, Screens and Enclosures

Guards or fences must not be removed from any machinery or plant without the previous written permission of the Company contact. Guards or fences must not be removed while machinery plant is in motion or energised. They must be replaced and secured as soon as work is complete and before the machinery/plant is re-instated or energised. All Contractors' machinery and plant brought onto Company premises must comply with the regulations relating to that type of equipment and must, where appropriate, be securely guarded or fenced. Where the Contractors are carrying out work such as the breaking or dressing of stone or concrete, grinding of metals etc., they will be responsible for the installation and maintenance of such screens or enclosures as may be required to protect persons who may be endangered by their actions. 

Work above Ground

When work by Contractors involves the erection of any scaffold support, shoring or similar structure, they are responsible, in addition to the safety of any such structure, for features such as "fans", walkways, covers, guardrails, warning lights, etc., as may be necessary for safety. Daily precautions must be taken to ensure safety by the removal of ladders or other means of access when work ceases. 

Work Below Ground

Ground on Company premises may not be broken without the express permission of the Facilities Manager. Underground services must be positively located by the Contractor and their presence pointed out to those persons carrying out the excavations. The work site must be made and kept safe by means of barriers and warning notices

All trenches and excavations must be adequately shored, and falls of material prevented by "battering back", caissons, or other effective means. In particular, the safety of children should be constantly borne in mind and excavations boarded over, where practicable, when work is not actually going on. 

Entry Into Confined Spaces

Contractors' 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 Facilities Manager. If permission has been given, work in such places shall be subject to a method statement and a Permit to Work

Permits to Work

In cases of specially hazardous work, or where Contractors' operations may need to be co-ordinated with those of the Company to ensure safety, the work may need to be governed by means of a formal permit system. The relevance of such a system to the work envisaged will be discussed wherever possible during the planning stage, and the necessity for such a system to be adopted noted before work begins. 

Control of Pollution 

Contractors may not deposit any waste, chemical or other substance whatever into any drains, skips or bins on Company premises, unless express permission has been given by their Company contact. 

Cartridge Operated Fixing Tools

Cartridge operated fixing tools may not be used on Company premises without prior permission from the Facilities Manger. If this has been given, such tools may be used only in compliance with the standards laid down. 

Fire

Smoking, the use of flame lights, or the application of heat as in welding or burning, is prohibited in all areas of the Company premises except in specially designated sites.. Where this type of work is essential Contractors and their employees must seek prior permission from the Health & Safety Officer, who will detail additional precautions to be taken.  In the absence of any specific instruction it must be assumed that such activities are prohibited. 

Contractors are responsible for the provision of suitable and sufficient fire fighting equipment appropriate to the work involved. Contractors and their employees should, on arrival at the work site, check the following:- 

1. The nearest means of escape in case of fire. 

2. The location, type, and method of operation of the nearest fire fighting appliance. 

3. The location and method of operation of the nearest fire alarm. 

Contractors must obey alarm signals whilst on Company premises and the senior on-site representative must identify and report to the Fire Reporting Officer.

If it necessary for Contractors to operate one or more of the Company's fire appliances the Facilities Manager must be informed immediately. Work may not resume until normal fire safety standards have been restored.

Emergency Evacuation of Company Buildings

1. Each Department displays official FIRE INSTRUCTION notices in their area. These notices are prominently displayed in corridors and stairways. 

2. The Fire Instruction notice states the assembly point for users vacating a building as a result of ANY EMERGENCY SITUATION 

3. All Contractors’ staff should be familiar with the routes of escape from the buildings in which they are working

4. Once the fire alarm sounds NO ONE IS EXEMPTED FROM EVACUATION. 

5. On hearing the emergency warning it is vital that users evacuate the building in an orderly manner. Lifts must not be used

Personal Protection 

The Contractor is responsible for providing for its own employees with such personal protection as may be required for the work in hand, for example, eye protection, head protection, respirators and breathing apparatus, etc. 

Accident Involving Contractors’ Employees 

Accidents must be reported to the Company Health and Safety Officer on the official accident report form, available from the Company contact.. Such accidents may result in legal action being taken and in view of this accidents must be reported accurately and promptly. 

Report of an Incident, Unsafe Condition or Hazard

Contractors are also requested to advise the Company Health and Safety Officer of any incidents, unsafe conditions or hazards of which they become aware.. 

Permit to Work

Contractors must notify their Sub-Contractors of safety requirements.

Contractors must ensure that where such systems are operative that they or their sub-contractors fully comply at all times. 

Contractors must agree to notify Sub-Contractors of any requirements of the permit to work. 

General Safety Standards

· Dust and fume to be kept to a minimum. 

· Contractor must not operate any dead eye, hoist or lift of the Company without permission of the estates department. 

· Contractors must maintain safe means of access and egress from every place of work at which the Contractors employees will work. 

· Contractors are required to use Company roads and gangways to and from the site of operations and are not authorised to be in any other part of site. 

· All excavations must be securely barred, and signs posted with warning lights after dark. 

· Contractors must report all accident/incidents to health and safety officer. 

· Good housekeeping must be undertaken at all times (gangways and roads to be kept clear) 

· The Company shall provide a safe place of work. Contractors and sub-Contractors have a duty to implement and maintain a safe system of work. 

· On completion of work all materials and spoil must be removed from site. 
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