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SAFETY INFORMATION FOR CONTRACTORS      Appendix 1

This document is to be given to the site supervisor who must sign for receipt and responsibility for passing the information to colleagues and for any sub-contractors.  

GENERAL

Name of premises:      


Telephone No:      
                   Manager:
     
Nature of work:     


ACCESS

Upon arrival the contractor has must be informed of the local fire procedures including means of escape, evacuation procedures, and the sound of the fire alarm e.g. a continuous bell / hooter / horn and the final assembly point.  The contractor must be informed of the Asbestos survey.
ASBESTOS

Details of the asbestos survey for the building must be provided to all contractors.  

Safeguarding Vulnerable Persons: 

Contractor’s management control measures and safe systems of work must ensure that service users and visitors do not have access to the area where maintenance work is being undertaken. They must also be advised not to open doors or allow access to anyone. 
Contractors must be made aware of the requirement to consider those individuals with a physical disability and or sensory impairment also individuals that are vulnerable and those that would not recognise or comprehend warning signs with significantly reduced perception of hazards and the potential risk. 

It may be necessary to implement additional control measures such as cordoning off the area to ensure the service users cannot get access as signs may not be adequate. 

On completion of the work the contractor must report to the office and where possible the person in charge will check that the work has been completed satisfactorily and have left the area safe i.e. no tools or equipment left behind. 
PASSENGER LIFTS

Only authorised persons are allowed to access the lift motor room.  Authorised access should be made through the manager or designated person-in-charge in the manager’s absence. 

FIRST AID

First aid is available as detailed on the first aid signs.  The contractor must be informed of where to obtain first aid and treatment if required.  

HOT WATER

The contractor must be informed of any hot water outlets which are not thermostatically controlled.  Make available to contractors the water services logbook.  

WINDOW CLEANERS

All window cleaners must conduct work in accordance with the HSE working at height regulations.  The contractor should consider alternatives to ladders and the prevailing site conditions and refer to the HSE working at height regulations on access equipment for window cleaning.  The manager must ask the window cleaner for a copy of their liability insurance and a method statement which states how the windows will be cleaned and what equipment will be used (this must be in accordance with the HSE working at height regulations, if they will be using ladders only they are not following the regulations correctly ). On completion of the work the manager must receive an invoice from the window cleaner.
ACCIDENT REPORTING

The contractor must be informed of the requirement to report all accidents to the manager / person-in-charge who will ensure an accident report form is completed and an entry made in the accident book.  

NO SMOKING POLICY

The arrangements for smoking / no smoking must be explained to the contractor.  

ELECTRICITY

The contractor must be informed of any circuit breaker systems present in the building or the lack of any circuit breaker system, if this is the case.  

PERMIT TO WORK
For various high-risk tasks Permits to Work (PTW) are used as one of the required controls.

This applies to:  Hot works / Confined spaces work / Excavations / Other high-risk tasks when deemed to be appropriate. The individual that commissions the work is responsible for issuing the relevant permit.  
HOT WORKS
The contractor must be informed of the requirement to report when they are undertaking any hot work on the premises. Work must not commence if the contractor is not in possession of a current permit to work. See Corporate Contractor Health and Safety Code of Practice.
AUTOMATIC FIRE DETECTION SYSTEM 
The contractor must be informed of the requirement to report when the work they are undertaking requires the isolation of the AFDS system or part of the system. Robust arrangement must be adhered to ensuring that the system, isolated zone or detector is reinstated when the work is completed or at the end of the working day if the duration of the works is more than one working day.   
I confirm that I have informed the contractor of the above procedures

Name:      
                                               Establishment:      

Date:      


I confirm that I have been informed of the above procedures and undertake to inform relevant colleagues and / or subcontractors

Name:      
                                                 Company:      


Date:      


Once completed, this form should be copied.  The original should be kept by the manager and the copy provided to the contractor.  

For a copy of the Corporate Contractor Health and Safety Code of Practice see link below

http://www.intouch.ccc/eLibrary/Content/Internet/535/615/41464112131.pdf
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