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CONTRACTOR POLICY

Aim of this Guidance:
To ensure that contractors are competent, are aware of site risks and do not create a risk to staff, pupils and members of the public or the intended continuity of business at the school.

Procedure:
The Directors of The Montessori Place recognise the need to protect its staff and others from the dangers of work undertaken by contractors and sub-contractors on school premises by:
· Complying with all statutory regulations and code of practice relevant to their profession.
· Undertaking such work to a standard not less than that set out in the approved code of practice.

· Taking all reasonable steps to employ competent contractors to ensure they undertake the work without risk to staff, others or any potential damage to the school premises.

For the purpose of this procedure a contractor is defined as anyone who undertakes work on behalf of the School.

It is a basic principle of Safety Management that the school cannot transfer its legal duty to a third party, i.e. a contractor. Section 2 and 3 of the Health and Safety at work act 1974 will still apply and the HSE may seek to prosecute both the management of the school and the contractor when there is a breach of duty.

If the school employs contractors directly it must ensure that they are competent and meet the required standards set out in this procedure. It is not an option to assume that just because a contractor may be on an approved list, they will work in a safe and competent manner.

The Directors are duty bound under current legislation to inform the contractor of the hazards and risks which they may be exposed when carrying out work in the premises, i.e. the presence of asbestos.

Directors Responsibilities:
· To provide a safe place of work for staff, pupils/young people and the contractor.
· To ensure that staff and others are not at risk from the actions of the contractor whilst working on the site, i.e. to isolate the working area, etc.

· To ensure staff do not act in such a way that they endanger the safety of contractors.

· To provide the contractor with information on known hazards and other risks relating to the workplace and area being worked.

· Provide access to the premises asbestos register prior to the start of work.
· To monitor the contractors activities whilst on site, i.e. working safely as agreed.

· To ensure the contractor signs in and out and provide a basic induction to familiarise them with the site safety rules.

As a minimum contractors must be provided with the following information;
· A copy of this policy and the emergency evacuation procedure.
· A basic site safety induction, including the details of the fire alarm, assembly point(s) and the name of their contact point.

· Details of what personal protective equipment is required.

· Details of any substance hazardous to their health, including asbestos material, chemicals, etc.

· The location of the first aid equipment and first aid personnel.

Selecting the Contractor:
Directors when selecting a contractor need to consider the health and safety implications of the work required. The level of risk will depend on the nature of the work and will require a risk assessment to be undertaken. The questions to be addressed are;

What level of competency/ documentation is required by the contractor?
· Licensing/affiliations to professional bodies.
· Examples of work/ references from similar work to determine a satisfactory standard.

· Copy of Public Liability Insurance Certificate.

· Copy of Employers Liability Insurance Certificate.

· Copy of any relevant risk and COSHH assessments applicable to the type of work undertaken.

· Current copy of test certificates for equipment, including Portable Appliance Test records. These documents to be accessible for inspection to the Responsible Person.

· Copy of any Safety Method Statements for the type of work undertaken, including evidence of the competency of the contractor's employees.

· Details of the person responsible for Health and Safety of the contractor's employees.

· Any other information relevant to the work being undertaken, i.e. Gas Safe registration or copy of accreditation's to professional bodies such as NICEIC or SELECT.

The minimum level of public liability insurance, required of a contractor working at the school £5m. This level may rise depending on the type and complexity of work to be undertaken, e.g. Major Roof Work. Use of Bitumen Heaters, etc.

Before work is to commence, the contractor must be given such information as required to enable him to develop his method of work. This includes having free access to the buildings safety file where such a file exists. Asbestos registers, etc.

The method statement is a description of how the work will be carried out. It includes such information as what resources will be employed, who will carryout the work and in what sequence. The contractor must be able to demonstrate how they will monitor the standard of work and the precautions they are employing. 

What we expect - 'Minimum Standards for Contractors' 

The following items are the minimum standards expected of contractors working on school premises:
· Sign in and out, or report in and out to the responsible person, on every visit, (where a group is working together as a team then it would be acceptable for the person in charge of the group to report in and out). If leaving site temporarily you should inform the Caretaker of this and give an approximate time of return.
· All contractors will require CRB clearance to undertake work at the school during term time. Contractors will be asked for their CRB number along with photographic evidence before work commences.

· Check the premises asbestos register prior to starting work and at each change or deviation of the agreed work, to ensure appropriate work methods are used.

· Do not interfere or obstruct access and exit points with equipment, materials, skips or vehicles.

· Store equipment and materials in a safe manner so as not to obstruct corridors, stairs and general access routes.

· Toilets are located on the first floor.

· A first aid kit is located in the family room and kitchen. There are designated first aiders on site at all times.

· Follow all security arrangements for the premises, don't leave external doors open when unattended.

· Ensure work area does not create hazards for premises users.

· Understand and obey the fire procedures for the premises.

· The fire alarm is tested every Tuesday morning at approx 7.30am. If you hear the fire alarm sound at any other times you should evacuate the building and make your way to the fire assembly point (outside 44 Cromwell Road)

· When undertaking hot work, suitable and adequate fire extinguishing appliances are provided at the point of use. As a minimum, a 9-litre water or a two-Kilogram multi-purpose fire extinguisher should be provided.

· Don't wedge fire doors open unless it is to handle objects etc, then close them after that part of the work is complete

· Do not store flammable materials or substances on the premises unless a risk assessment has been completed and the storage precautions agreed.

· Cap off smoke detectors when any drilling is taking place that may create dust and on completion of the activity to uncap and return the smoke detector to operational status.

· Any wall that is breached for installing cabling or pipe-work must be in-filled with in tumescent foam/material and reinstated to maintain the fire compartmentation of the room.

· Only low voltage equipment to be used, i.e. 110v or battery Operated.

· All hot work to be done under a permit to work issued by or on behalf of the responsible person for the premises.

· Only proprietary access equipment to be used that meet the requirements of the Work at Height Regulations 2005.

· Comply with the School's policy of no smoking on and around school premises.

· All accidents, incidents and near misses shall be brought to the attention of the responsible person and the School's accident report form should be completed, (this is additional to any contractor company requirements).

· Where work involves breaking surfaces, i.e. drilling, cutting, ensure site asbestos register has been consulted (unless work notes make reference to where asbestos is)

Monitoring:
It is important for the responsible person to monitor high-risk activities. The responsible person will never assume because the work is of a short duration or the value of the contract is small, that there is no requirement to monitor. The level of the risk must always be the deciding factor, the higher the risk the greater the level of monitoring/supervision. The frequency of the monitoring will relate to the level of risk.

Contractor's safety performance will be checked as well as the quality of work, then cross-reference to the contractor's method statement and the safety criteria agreed before work starts. This will ensure that the contractor knows exactly what standard is expected of them, i.e. placement of guards, demarcation of the working area, use of access equipment, etc.

If work is deemed unsafe, work will be stopped to prevent an accident, until the proper safeguards are in place.

Precautions to be taken when carrying Out Hot Work:
Hot work is defined as any welding, cutting, grinding, use of LPG fuelled blow torch, acetylene torch, use of a tar boiler or any other activity involving open flames, sparks or other ignition sources which may cause smoke or fire, or which may trigger the detection system.

The general safety precautions are:
· The responsible person will issue a Hot Work Permit to Work to the named contractor before the work is to commence. See attached example Permit.
· Smoke detectors in the vicinity of the work area, that are likely to be activated by fumes and smoke must be isolated. On completion of the job, they are to be brought back into full operational use.

· Reserved gas cylinders are to be stored away from the work area.

· A second person (provided by the contractor) must act as watcher in the general area for the presence of fire, particularly during any welding and cutting operations within the definition stated above.

· Spent welding rods are to be placed in a metal container after use.

· Where heat is likely to be transferred to an adjacent room/working area, a second person (provided by the contractor) should provide a fire watch during the period of hot work and for at least one hour after completion.

· Heat producing equipment and Bitumen Heaters are to be attended at all times whilst in operation and only used in accordance with the manufacturers instructions by a trained and experiences worker.

Within 2m of the work area:
· Combustible materials should be removed or protected with a non-flammable cover.
· All flammable liquids should be removed from the room, unless effectively protected.

· Sweep floors clean.

· Combustible floors and coverings should be covered with overlapping sheets of non-combustible material or wetted and liberally covered with sand.

· Openings and holes in walls, floors and ceilings through which sparks could pass should be protected.

· Where heat is likely to be transferred to an adjacent room/area via an RSJ or beam, have all combustible materials removed from the area likely to be affected.

· Confined space working - The space should be emptied and tested, or be free of flammable concentrations of fumes and/or dust. A separate Confined Space Permit to Work should be issued.

Fire Watch:
After hot work has been completed, there is a risk that a smouldering fire could go unnoticed. It is necessary, therefore to inspect the working area two-hours after the hot work has ceased. This includes both the immediate working area and adjacent areas where sparks and heat may have spread, (including the floors above and below and on opposite sides of the walls) have been inspected by the responsible person and contractor.

When this inspection has taken place, the section "Fire Watch" on the permit card must be initialled.

Equipment:
· Equipment to be used for hot work must be in good working order and be in-date for any checks/tests required.
· Gas cylinders must to be secured in an upright position and clear of any moving objects and direct heat source.

· Gas welding equipment is to be fitted with a flash back arrester.

If all of the above precautions cannot be met, Hot Work is not permitted to be undertaken.

Further Information:
	HSE Free Publications
	http://www.hse.gov.uk/

 HYPERLINK "http://www.hse.gov.uk/" \t "_blank" 
www.hse.gov.uk

	DoE
	http://www.education.gov.uk/

 HYPERLINK "http://www.education.gov.uk/" \t "_blank" 
www.education.gov.uk


Hot Work / Confined Space Permit

Procedure for Use when Issuing Hot Work Permits
· Hot work permits will be incorporated into the safe system of work to minimise the risk of fire.
· Work activities that may require the introduction and use of a Hot Work Permit will include:

· Work in a hazardous environment

· Work in a confined space

· Work near combustible materials, flammable liquids or gases.

· Work on drums and tanks

· Grinding

· Plumbing

· The issue of Hot Work Permits will not be limited to the above examples. Activities involving a risk of fire need to be risk assessed.

· Further advice is available from your Health and Safety Officer.

· The Responsible Person in charge of the premises will complete sections one and five.

· Section two and four will be completed by the Contractor who will be supervising or carrying out the work.

· On completion of the work, an inspection must be carried out of the working area and adjacent rooms/areas to ensure all sources of heat or ignition are removed or made safe.

Distribution of Hot Work Permits
· One copy to the Contractor and kept at the place of work.
· One copy retained in the Premises file by the Responsible Person.

· On completion of section four, the Responsible Person shall retain the copy of the Permit for a period not less than twelve months

Welding and Flame Cutting Operations
Where the contractor intends to use Oxy-acetylene or electric welding or cutting plant or any blow lamp or blow torch he must discuss the fire precautions with the premises representative. In particular he must comply with the following:
1. A Hot Work Permit to Work system must be enforced. This must include a full risk assessment.
2. The immediate area in which the operation is to be carried out must be segregated to the greatest practicable extent by the use of non-combustible screens.

3. The whole of this segregated area must be liberally covered with sand or protected by overlapping sheets of incombustible material.

4. Combustible floors in the segregated area must be liberally covered with sand or protected by overlapping sheets of incombustible material.

5. Other hazards within or near to the segregated are such as tanks above or below ground level and containing flammable liquids or gases, must be protected by overlapping sheets of incombustible material.

6. Where work is being carried out in any enclosed building or other structure, an employee of the Contractor must be present to see that there is no outbreak of fire.
7. Gas cylinders must never be taken inside any confined or enclosed space.

8. No work should be carried out unless specifically authorised by the occupier who should also be asked to approve the safety arrangements.

9. Two or more of the following must be kept available for immediate use near the scene of operations:

a. buckets of water or sand

b. extinguishers as specified

c. wet sacking

d. hose's connected up in readiness for immediate use and tested prior to the commencement of the work.

10. A thorough examination must be made in the vicinity of the work after the termination of each day's operations.

11. Before "burning" off metal work built into or projecting through walls or partitions, an examination should be made to confirm that the other end of the metal is not in a hazardous proximity to combustible material, which may be ignited by the conduction of heat.

12. Burning / welding gear must;

a. only be retained at the work place for the duration if its actual use

b. be secured to a trolley or wall mounted

c. be fitted with B.S. hoses, permanent hose clamps, hose check valves, regulators and flash back arrestor's.


The gear must be inspected before use.

Flash-back arrestor's must be fitted to all oxygen and acetylene cylinders when in use.

13. Completion of the work to be reported to the premises representative
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