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Aims
The Trustees of ODBST XXXSchool will ensure that all services and works provided by contractors is planned and managed so as to minimise risks to health, safety and welfare of staff, pupils and visitors to the school.

XXX School will refer and adhere to the Construction (Design and Management) Regulations 2015 (CDM 2015). These regulations apply to all construction projects in Great Britain, regardless of size, duration, or type of client and will have a major impact on all domestic and commercial clients. Other than in Part 4 of the Regulations, the Regulations apply to construction projects as a whole – from concept to completion.

When CDM Regulations Apply
CDM 2015 applies to:
· All construction work, including:
· New builds
· Refurbishments
· Conversions
· Repairs and maintenance
· Demolition
· All types of clients:
· Commercial clients (e.g. businesses, developers)
· 
Key Triggers for CDM Duties
· More than one contractor: If more than one contractor is involved, the client must appoint a Principal Designer and a Principal Contractor.
· Notifiable projects: A project must be notified to the HSE (via an F10 form) if it:
· Lasts longer than 30 working days and has more than 20 workers working simultaneously at any point, or
· Involves more than 500 person-days of construction work 

The Trust will fall under the category ‘commercial client’ and should be aware of the extra duties and obligations that will now be placed upon them. These regulations will affect all schools in control of their own building or property management.

Who Has Duties Under CDM?
· Clients: Ensure arrangements are in place for managing the project safely.
· Designers: Eliminate or reduce risks during design.
· Principal Designers: Plan, manage, and monitor the pre-construction phase.
· Principal Contractors: Plan, manage, and monitor the construction phase.
· Contractors: Ensure safe working practices.
· Workers: Follow instructions and report issues.

The Trust is aware of its duties as ‘The Client’ as defined by the Construction, Design and Management Regulations 2015 (CDM 2015).  Where the project is funded by SCA money the Trust is the client.
To identify the client, consider who:
· Initiates and commissions the work
· Controls the budget and procurement
· Appoints the designers and contractors
· Has overall responsibility for the project’s delivery
The School and the Trust are aware that other regulations apply to construction. For example, but not limited to; Work at Height Regulations 2005 and the Control of Asbestos Regulations 2012 and they will adhere to all legislation and regulations.  


Who are Contractors?
The Health and Safety at Work etc. Act 1974 places a duty on organisations to, so far as is reasonably practicable, ensure the health, safety and welfare of its staff and anyone else who may come into contact with  XXXXX XXX School this includes contractors and sub-contractors.

The HSE defines a contractor as: “As any person who, in the course of furtherance of a business, carried out or manages construction work”.

Using contractors for maintenance, repairs, installation, construction, demolition and many other jobs may be routine in however, the school and Trust are aware that many accidents involve contractors working on site. 

Both the school, trust and any contractor working for them, recognise that they will have duties under health and safety law. This also applies when a contractor employs subcontractors.

Anyone who directly employs, engages construction workers or controls or manages construction work is also a contractor for the purposes of these regulations. This includes companies that use their own workforce to do construction work on their own premises. The duties on contractors apply whether the workers are employees or self-employed and to agency workers without distinction.

Sometimes the Trust’s school may have more than one contractor on site. The school will determine how various contractors’ work may affect each other and how they interact with School activities. 


Definition of Construction Work
This is defined in the CDM Regulations 2015 as:
· Construction;
· Alteration;
· Conversion;
· Fitting out;
· Commissioning;
· Renovation;
· Repair;
· Upkeep;
· Redecoration; 
· De-commissioning, demolition or dismantling of a structure; 
· The removal of a structure, or of any product or waste resulting from demolition or dismantling of a structure, or from disassembly of prefabricated elements which immediately before such disassembly formed such a structure;
· The preparation for an intended structure, including site clearance, exploration, investigation (but not site survey) and excavation (but not pre-construction archaeological investigations), and the clearance or preparation of the site or structure for use or occupation at its conclusion;
· Other maintenance including cleaning under pressure or involving toxic/hazardous substances; or
· The installation, commissioning, maintenance, repair or removal of mechanical, electrical, gas, compressed air, hydraulic, telecommunications, computer or similar services which are normally fixed within or to a structure.


Selection and Management
Under the Management of Health and Safety at Work Regulations 1999, employers (the ODBST) should engage the services of competent people to assist with their duties. Handsam, the Trust H&S competent advisor will assist in ensuring that not only the school’s staff are competent in making decisions but that the contractors engaged also display and prove the required level of competency, before and during engagement.

The ODBST is at the top of the supply chain and are expected (under the new CDM 2015) to ensure risks to health, safety and welfare are adequately managed.  

A Principal Designer MUST be appointed by the Trust if there is more than one contractor working on site. If the trust fails to appoint a Principal Designer, under regulation 5 (3), the Trust must fulfil the duties of the Principal Designer in regulations 11 and 12.

A Principal Contractor MUST also be appointed where there is more than one contractor on site. If the Trust fails to appoint a Principal Contractor, under regulation 5 (4), the Trust must fulfil the duties of the Principal Contractor in regulations 12 and 14.

The Principal Designer will manage the health and safety in the pre-construction phase of the project. This role extends to the construction phase through the Principal Designer’s duties to liaise with the Principal Contractor and on-going design work. They must coordinate other designers and are responsible for overseeing health and safety during the project.  The Principal Designer will also ensure that the health and safety file is prepared during the project and handed to the client at the end of the project.  

The contractor (if there is only one) or Principal Contractor (if there is more than one) will be responsible for creating a Construction Phase Plan.  A plan must be created for any construction work.  The Principal Contractor will coordinate all contractors. 

· The Health and Safety Manager  (INSERT NAME OF Headteacher/Trust capital project lead and the ODBST Operations team will be informed of any proposals to engage a contractor; 
· Contractors will be selected on the basis of competence and suitability to undertake the required work;
· The contractor must also provide evidence of the competence and suitability of any sub-contractors before the contract commences; 
· In addition, contractors must provide evidence of adequate insurance cover; 
· The contractor (if there is only one) or Principal Contractor (if there is more than one) will be responsible for ensuring site safety standards are managed on site and the construction phase plan should describe how the contractor will fulfil their responsibilities. 
· Contractors will be required to submit a copy of their Health and Safety Policy and risk assessments to the HSM (INSERT NAME OF HSM/headteacher/Trust capital lead) (or the person undertaking the contract if so directed by the HSM) before the contract commences;
· All contractors/sub-contractors/designers etc. will be DBS checked in line with the government guidance and  Trust policy on safeguarding pupils;
· The Principal Designer will take on the now redundant role of the CDM Co-ordinator;
· The HSM/Trust Capital project lead (INSERT NAME) will arrange for relevant risk assessments to be made on behalf of  the School by appropriately trained assessors;
· If there is any likelihood of the presence of asbestos the HSM/Trust Capital project lead (INSERT NAME OF HSM) will ensure that expert opinion is sought and acted upon;
· Method statements and safe systems of work will also be required from the contractors for approval by the HSM/Trust capital project lead (INSERT NAME OF HSM) in consultation with the Headteacher /Trust capital project lead and
· A report on all the arrangements must be made to the (HEAD TEACHER and the trust before the contract commences.


Pre-Construction Information
Pre-construction information includes information that is already held by the School e.g. an existing Health and Safety file, an asbestos survey, structural drawings etc., or which is reasonable to obtain through sensible enquiry (regulation 21).

The School must provide this pre-construction information as soon as is practicable to each designer, including the Principal Designer and contractors, including the Principal Designer who is either bidding for the work or has been appointed.  The Principal Designer once appointed will take on the responsibility for access to and acknowledgement of the pre-construction information.


[bookmark: _Hlk535839644]Construction Phase Plan
Under the new CDM 2015 requirements, a plan has to be created for any construction work.  

The Trust will ensure that a construction phase plan for the project is prepared before the construction phase begins.  

For single contractor projects, the contractor must ensure the plan is prepared.  For projects involving more than one contractor, this is the Principal Contractor’s duty.  

The Construction Phase Plan (depending on the project) should contain the following (this is not an exhaustive list):
· General project overview together with a scheduling programme;
· Contractors site rules; 
· List of responsibilities and the names of the duty holders;
· Emergency procedures and emergency contact details;
· A risk register;
· Risk assessments and method statements together with an explanation of how hazards will be identified and risks managed throughout the project.  Additional policies/documents for certain high risk categories will need further detail e.g. asbestos, electrics, steam pipes, working at height, confined spaces, hot works, infection control;
· Details of how induction and tool box talks will be carried out together with the details of any further training needed or taken in the course of the project;
· Signing in/out procedures and how to manage visitors to the site;
· A plan of the site showing escape routes, first aid locations, waste disposal, site warning notices, fire muster points;
· Details of how deliveries will be made to site and how the separation of vehicles from people will take place;
· Details of how project meetings will be planned;
· Selection criteria for sub-contractors;
· The location of welfare facilities;
· Details of the supervision of all workers with specific details in relation to inexperienced or new workers or where workers will be operating alone or in small groups;
· How the potential for contact with asbestos will be managed;
· What the isolation arrangements are and how the potential accidental contact with services will be managed;
· How working at height will be managed;
· A demolition plan should be included (if relevant); and
· Information on how any potential conflict with neighbours, members of the public or other building users can be managed.


The Health and Safety File
A health and safety file will be kept for all projects that involve more than one contractor. The Trust will ensure that the Principal Designer prepares the health and safety file.  

To ensure that an appropriate health and safety file is produced at the end of the project, the Trust must: 
· Provide the Principal Designer with any existing file produced as part of an earlier project so the information it contains can be used to plan the preconstruction phase of the current project; 
· Ensure the Principal Designer prepares a new file (or revises any existing one); 
· Ensure the Principal Designer reviews and revises the file regularly and passes the completed file back at the end of the project; 
· Ensure the file is handed to the Principal Contractor if the Principal Designer’s appointment finishes before the end of the project; 
· Ensure the file is kept available for anyone who needs it to comply with relevant legal requirements; and 
· Pass the file to whoever takes over the building and takes on the client duties if the client decides to dispose of their interest in it.

The School will also have regard to Appendix 4 and 5 of the HSE’s Managing Health and Safety in Construction: Construction (Design and Management) Regulations 2015: Guidance on Regulations (L153).


Notification
The Trust will comply with regulation 6 of CDM 2015 which sets out the duty that a client has to notify the HSE using form 10 for certain construction projects.

As the Client, the trust capital project lead/surveyor will submit any notices required to the relevant authority as soon as is practicable before the construction phase begins. An up-to-date copy of the notice must be displayed in the construction site office, so that it is accessible to anyone working on the site.

All requirements of CDM 2015 apply whether or not the project is notifiable.


Welfare Arrangements
[bookmark: _Hlk535827954]Welfare facilities must be provided and meet the CDM 2015 standards.  All ODBST Schools will ensure that workers have access to hot and cold or warm running water for washing. Other facilities must include a place where the workers can eat, boil a kettle and rest in the warm.  Further information can be found in Schedule 2 of the HSE Guidance (page 63) and in Provision of Welfare Facilities During Construction Work. 


Responsibilities
The Health and Safety Manager/Trust Capital project lead (HSM) (INSERT NAME OF HSM) has the responsibility for:
· Checking the competence and suitability of the contractor, the Principal Contractor and any sub-contractors including the Principal Designer and other designers;
· Signing off the health and safety arrangements (including all risk assessments, construction phase plans and any hot working arrangements) as suitable and satisfactory, following agreement by the Headteacher (or Headteacher’s representative) before the work commences;
· Ensuring that the progress of the contract and its safety aspects are appropriately monitored and adhered to in relation to the construction phase plan;
· Liaising and reporting as required to the ODBST, and Handsam.
· Ensuring that the School’s health and safety and security policies are maintained throughout the course of the contract and that any necessary changes are reported to the Headteacher;
· Ensuring that the School’s policy for the safety and security of staff and students is maintained during the contract; and
· Signing off the completed contract at the end, following agreement by the Headteacher.

In addition to the expert advice that must be obtained, the HSM (INSERT NAME OF HSM) may obtain appropriate professional/expert advice if he/she deems it necessary. The HSM should enlist the help of the Trust’s health and safety competent person, Handsam. 

The Headteacher (or representative) is responsible for:
· Agreeing the arrangements for the contract and the appointment of a competent and suitable contractor;
· Checking with the HSM the proper progress of the contract and suitability of the contractors;
· Ensuring that adequate arrangements are in place to secure the safety of the site; 
· Agreeing to the signing off of the contract when completed; and
· Informing the Chief Operating Officer, LGB and Handsam of any irregularities or concerns.

The ODBST is responsible for:
· Scrutinising the arrangements set out in the contracts and offering advice to the Headteacher; 
· Discussing concerns with the HSM;
· Receiving and commenting on interim and final reports on the contracts; and
· Intervening and determining appropriate action if it considers that a contract or progress of a contract is unacceptable.
APPENDIX 1: METHOD STATEMENT TEMPLATE
The method statement is an effective way of providing information to employees/contractors staff about how the school/academy expect the work to be carried out and the precautions that should be taken. The most effective method statements often include diagrams to make it clear how work should be carried out. Checking that the working methods set out in the statement are actually put into practice is an essential monitoring tool.

THE SCHOOL MUST ADJUST THIS TEMPLATE TO SUIT ITS PARTICULAR CIRCUMSTANCES AND REQUIREMENTS

	SITE ADDRESS
	

	CLIENT
	

	AUTHOR OF METHOD STATEMENT 
	

	TELEPHONE
	

	EMAIL
	

	MOBILE
	



This document will be reviewed at regular intervals and revised as necessary. The details of the review will be documented below.

	DATE
	REVIEWED BY
	SIGNATURE
	COMMENTS

	
	
	
	

	
	
	
	




1. INTRODUCTION 
1.1: OUTLINE OF STRUCTURE TO BE WORKED UPON AND BY WHOM
1.2: All work will be carried out in accordance with the Clients schedules and plans of work. This method statement covers the carefully controlled construction work at the above-mentioned site. 

2. TIMESCALE / RESOURCES 
2.1; OUTLINE OF PROJECT DURATION, NUMBER OF STAFF WORKING, NUMBER OF SUPERVISORS, BRIEF OUTLINE OF KEY VARIABLE FACTORS. 

2.2: START DATE: (DATE) 

3. PREPARATION 
3.1: Prior to commencement of work all relevant documents will be raised and prominently displayed or available on site including, but not limited to: 
· Health and Safety Law Poster;
· Method Statement;
· Risk Assessments;
· Plans;
· Drawings; and 
· Liability insurance. 

3.2: (The contractor will be entirely responsible for organising labour, plant, equipment and materials to start work on site. The method and sequence of the works is to be carried out so as not to cause danger, nuisance or undue inconvenience to local residents and the general public. 

3.3: Access routes will be agreed with the Client. All external areas must be kept free from rubbish, or any waste material. 

3.4: These controlled work activities will be conducted to ensure that the general day-to-day operations of adjacent premises / occupiers and pedestrian / vehicular access are not impeded. 
3.5: (CONTRACTOR) is deemed to have priced for the provision of all facilities and temporary works or services required for the proper execution of the works. 

3.6: The site will be under the control of a full time Supervisor. 

3.6: An assessment of site risks and substances used will be carried out at the outset of work. 

3.7: Where necessary a licensed Waste Contractor will dispose of all waste materials in accordance with current Hazardous Waste Regulations

4. CONTROL MEASURES 
Including, but not limited to:
· 4.1: Method of work 
· 4.2: Risk Assessment; 
· 4.3: Trained and competent supervisors / operatives; 
· 4.4: Personal Protective Equipment;
· 4.5: Demarcation of the work area including screens, barriers and signs; 
· 4.6: Traffic and pedestrian management; and 
· 4.7: Compliance with relevant Health and Safety Legislation. 


5. DESCRIPTION OF WORK 
5.1: This method statement covers the main areas of work tendered for by (CONTRACTOR) which is (OUTLINE OF WORK TO BE UNDERTAKEN BY CONTRACTOR) Prior to demolition all low-grade Asbestos will be removed under government regulations and transferred to a licensed waste facility. 

6. WORK SEQUENCE 
Including, but not limited to:
· 6.1: Site set up and demarcation of work area including delivery of materials and work equipment; 
· 6.2: Provision of site services where not in place; 
· 6.3: Assembly of materials, tools and equipment; 
· 6.4: Carry out controlled demolitions 
· 6.4: Dispose of waste material in accordance with current Hazardous Waste Regulations; 
· 6.5: Remove plant, tools, and equipment; and
· 6.6: Leave site in a clean and tidy condition. 


7. WORK METHOD 
· Arrive on site; liaise with the client / client representative;
· Issue method statement to employees, ensure all are aware of the works and understand the sequence of works and hazards on site;
· Carry out toolbox talks where necessary (asbestos, live electricity etc.);
· Install fencing and suitable signage to perimeter of the site; 
· Take delivery of plant and welfare; 
· [bookmark: _Hlk125636005](OUTLINE OF WORKING METHODS UNIQUE TO THIS JOB) ; and 
· Client to inspect the area, once satisfied, clear site and hand over to the client 

7.1: Drawings provided by the principal contractor will be checked to ensure work is carried out according to their requirements. The principal contractor will be consulted if there is doubt about the scope of work or additional clarification is required. Tasks will be carried out in the order required by the principal contractor 

7.2: Tools and equipment to carry out the tasks will be checked for safety. Any damaged or 
faulty equipment will be repaired or replaced. Electrical equipment will be tested and checked for correct operation before and after use.


7.3: Waste material will be removed from the work area.

7.4: All operations involving plant or equipment will be properly planned and carried out by trained operators assisted by a trained and designated Banksman wearing hi-visibility clothing. 

7.5: Operatives will always work in pairs and must wear appropriate, hi-visibility jackets or waistcoats, hard hats, safety footwear and gloves. Mechanical lifting equipment or 
Correct manual lifting and handling techniques must be used. 

7.6: For personal protective equipment that may be required see section 8. 

7.7: Completed works should be inspected and approved and signed off by the client.

7.8: After completion of the works, the areas will be left in a clean and tidy condition to the Principal contractor’s satisfaction. All tools and equipment will be taken away from site. 
 

8. PERSONAL PROTECTIVE EQUIPMENT 
8.1: All personnel working on this project will wear a selection of the following personal protective equipment: 
· Protective Footwear; 
· Hard Hat 
· Safety Goggles / Glasses; 
· Harness with fall arrest; 
· Suitable Gloves; 
· Hi-Visibility Vest/Jacket; and 
· Disposable dust mask / Respiratory protective equipment.

8.2: The Supervisor will assess the suitability of all personal protective. Operatives will be instructed what type of personal protective equipment to wear and when it must be used. (CONTRACTOR) will provide all necessary personal protective equipment to their employees. Visitors will be required to wear Hi-Viz jackets or waistcoats, hard hats and safety footwear. 

9. WORK EQUIPMENT 
9.1: A variety of work tools and equipment will be used throughout the project including: 
· (LIST TOOLS AND EQUIPMENT)

10. GENERAL HEALTH AND RULES 
10.1: Training, Competence and Supervision 
(CONTRACTOR) will ensure that all persons employed on the contract are: 
· Trained and competent to carry out their duties;
· Provided with comprehensible information on the risks to health and safety; and
· Instructed in the use of personal protective equipment - fully consulted on all matters relating to the project that may affect their Health and Safety.
Health and Safety issues will be monitored and updated as necessary throughout the project.
 
10.2: SUPERVISION 
The work will be under the supervision of (SUPERVISOR’S NAME)

10.3: COMMUNICATION 
The Site Supervisor will communicate working method statements to all operatives and ensure that the work is carried out safely according to written procedures. All site personnel will be given site induction training covering all aspects of Health and Safety, relating to the relevant tasks being undertaken. All personnel undergoing this training will sign to confirm that they have received the induction. Induction records will be held on site. All visitors will receive a basic safety induction including site specific rules and emergency procedures. 

10.4: Permits to Work 
(DETAILS IF APPLICABLE) 

10.5: Control of Substances Hazardous to Health Regulations (COSHH) 
Before work commences a COSHH assessment will be carried out on any hazardous substances used, and a COSHH Register maintained on site. Material Hazard Data Sheets will be held on site throughout the work period. Appropriate safety equipment to control any health risks will be used. 

10.6: Manual Handling 
All tasks will be assessed, and Manual Handling Risk Assessments completed and made available to employees before starting work. 

10.7: Equipment Inspections 
All plant and equipment will be examined for safety before being used and at regular intervals thereafter. Statutory inspections will be carried out when required. Defective equipment will not be used until repaired or replaced. 

10.8: Lone Workers 
No lone working will be allowed on this site. 

10.9: Daily Checks 
The following will be carried out on daily basis:- 
All areas will be inspected to check for any equipment or materials that may have been left in a position that may create additional hazards. This includes but is not limited to:
· Tools;
· Access equipment; and
· Other materials necessary for the work. 

10.10: Working at Height/ Rescue Plan 
(DETAILS IF APPLICABLE) 

10.11: Welfare 
(CONTRACTOR) will supply all necessary welfare for the duration of the works. 

10.12: Warning Signs 
Signs will be displayed where necessary to warn third parties that works are taking place. 

10.13: Vermin Infestation 
Appropriate controls should be agreed and communicated to all site personnel if required. 

10.14: Emergency / Fire Evacuation 
A suitable means of sounding the alarm will be provided. 
All site personnel will evacuate to (DETAILS OF ASSEMBLY POINT)
 
10.15: First Aid 
A fully stocked first aid box and eye wash will be kept on site for the treatment of minor injuries. Injuries must be treated immediately and recorded in the accident book. 

10.16: Training (CONTRACTOR) will ensure that all operatives are specifically trained and competent to carry out their work in a safe manner. Training certificates will be available on site. 

10.17: Important Documents 
The method statement, Risk Assessments; public liability insurance certificate; booking- in / booking –out register; accident book will be available at all times. The 1974 Health & Safety at Work poster will be completed and displayed in a prominent place. 

10.18: Emergencies / Evacuation 
On hearing the alarm everyone must evacuate to the assembly point immediately Emergency telephone numbers for the local Hospital, Police, Fire and Ambulance Services must be available on site.

10.19: Waste Disposal 
All rubbish and debris from site will be cleared regularly. All waste will be disposed of in compliance with current Hazardous Waste Regulations 2005. 

10.20: Burning (DETAILS IF APPLICABLE) 

10.21: Site Security 
Any unauthorised person found on the site will be Requested to leave immediately, and the Police notified. 

10.22: Monitoring 
The Company’s Health & Safety Advisors will carry out Health & Safety Audits on a regular basis with a written report. The Supervisor will carry out Toolbox Talks. 

10.23: Site Specific Health and Safety Induction Everyone working on the site and also visitors will be given a Health and Safety Induction covering general risks, controls, safe procedures and emergency procedures. Failure to comply with site rule will result in the offender being removed. 

10.24: Risks to the General Public and other Third Parties 
The site will normally be locked which reduces the risk of unauthorised access. 

10.25: Traffic Management 
Where possible, vehicular movements will be segregated from pedestrian areas using physical barriers and suitable signage. Banksmen will be used for vehicles entering and leaving site. 

10.26: Amendments 
If circumstances have changed since the original Method Statement / Risk Assessment, then it will be amended by senior management before work commences. Where this would interfere with work in progress, work will cease until action has been taken to eliminate or reduce the risk. 
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A permit to work system is a formal written system used to control certain types of work that are potentially high risk. A permit to work is a formal document which authorises certain people to carry out specific work with a specified timeframe and sets out the precautions required to complete the work safely based on a risk assessment. It describes what work will be done and how it will be done. Below is an example template of a permit to work.

	Permit to Work

	Permit Serial Number
	

	Date
	

	Part 1: General

	Location of person responsible for the task
	

	Location of the task
	

	
Validity of PTW
(to be completed by the
Permit Issuer (PI))
	From: ____:____ (TIME) on _____________ (DATE)

	
	To:     ____:____ (TIME) on _____________ (DATE)

	Part 2: Task to be Carried Out

	Description of the activity or tasks to be carried out:

	










	Part 3: Cross Referenced Documentation

	List all associated risk assessments, safe systems of work, method statements, or maintenance procedures

	

	Part 4: Hazard Identification and Control Measures

	The following residual hazards exist or have been introduced to this task and the listed control measures are to be implemented (include PPE requirements):

	HAZARD
	CONTROL MEASURE

	
	

	
	

	
	

	
	

	
	

	
	

	Part 5: Authority to Proceed by Permit Issuer (PI)

	I have reviewed all aspects of the task/activity and am satisfied with the arrangements as detailed in the safe system/method statement have been put in place and certify that the activity/process detailed in Part 2 of this form is authorised to proceed.

	Signed
	

	Printed
	

	Date
	

	Time
	

	Part 6: Task Acceptable by the Performing Authority (PA)

	I certify that I am competent to carry out the PA function and have read and fully understand the documentation associated with the task and documents listed in Part 3 of this form. I am satisfied that those personnel who will be employed on the task are properly equipped and understand the safety and emergency procedures to be followed and are competent to carry out the task.

	Signed
	

	Printed
	

	Date
	

	Time
	

	Part 7: Task Completion/Task Stopped by the Performing Authority

	I certify that the task/activity detailed in Part 2 of this form has been: 
	

	a. Completed.
	

	b. Stopped/suspended.

The task was stopped/suspended at ____:____ (TIME) on _____________ (DATE). 

Details of the reasons for stoppage/suspension are detailed in Part 9 of this form, complete with details of what arrangements have been put in place to make safe and isolate and prevent all unauthorised access to the activity/process.
	

	Signed
	

	Printed
	

	Date
	

	Time
	




	Part 8: Permit Issuer’s Declaration

	I certify that the task/activity detailed in Part 2 of this form has been: 
	

	a. Completed at ____:____ (TIME) on _____________ (DATE). 
	

	b. Stopped/suspended. 

The task was stopped/suspended at ____:____ (TIME) on _____________ (DATE). 

I concur that the task was stopped/suspended for the reasons detailed in Part 9 of this form and agree with the arrangements that have been put in place to prevent unauthorised access. This permit to work is now cancelled and all further work will be authorised on: ________________.

	

	Signed
	

	Printed
	

	Date
	

	Time
	

	Part 9: Work Stopped/Suspended by Performing Authority (As Opposed to Being Completed)

	The task detailed in Part 2 of this form has been stopped/suspended for the reasons listed:

	

	The following arrangements have been put in place to make safe and prevent unauthorised access to the work area, and interested parties notified of any safety-related implications of the work stopping, e.g. electrical supplies or other services remaining isolated:

	

	Certified by the Performing Authority

	Signed
	

	Printed
	

	Date
	

	Time
	





[bookmark: _Hlk61619735]SUBCONTRACTOR MANAGEMENT CHECKLIST
When working with subcontractors, it is vital that both parties are in agreement over deadlines, budgets and other working conditions. There are many things to consider and this checklist should help you to liaise with subcontractors and be better prepared. 

	Pre-contract stage
	Complete by
	Date Completed

	Quote or tender received?
	
	

	Contractor provides evidence of competency
	
	

	Contractor competence assessed and approved
	
	

	Hold a pre-contract meeting and allow the subcontractor to inspect any main contract (your prices redacted)
	
	

	Agree fundamental terms and conditions such as invoicing and payment schedules
	
	

	Agree monitoring and co-ordination schedules
	
	

	Prepare written contract between you and the subcontractor
	
	



	Contract stage
	Complete by
	Date Completed

	Subcontractor informed of job specific hazards and risks
	
	

	Task specific risk assessments and method statements reviewed and approved
	
	

	Site prepared and available for subcontractor
	
	

	First site audit
	
	

	First review meeting
	
	

	Second site audit
	
	

	Second review meeting
	
	

	Third site audit
	Complete by
	Date Completed

	Third review meeting
	
	

	Subcontractor’s work completed
	
	

	Subcontractor’s work reviewed by you
	
	

	Subcontractor’s work reviewed by client
	
	

	First snagging completed
	
	

	First snagging reviewed by you
	
	

	First snagging reviewed by client
	
	

	Second snagging completed
	
	

	Second snagging reviewed by you
	
	

	Second snagging reviewed by client
	
	

	Final sign off issued
	
	

	Final accounting completed
	
	



	Post-contract stage
	Complete by
	Date Completed

	Post-contract review meeting held
	
	

	Areas of improvement for contractor-subcontractor relationship identified and agreed
	
	

	Final accounting completed
	
	



If you have any further queries, please contact info@handsam.co.uk.




















EMPLOYING AND WORKING WITH CONTRACTORS: CHECKLIST

	MANAGEMENT CHECKLIST BEFORE CONSTRUCTION

	Name of contractor(s):
	

	Name of Health and Safety Manager (HSM):
	

	Estimated duration of work:
	Start date:
	

	
	End date:
	

	Wherever possible, all contractors will be required to carry out work outside the school working hours. Can the work be carried out outside school hours?

PLEASE NOTE: Risk assessment and safety measures must be compiled with an awareness of the time of work.
	
	Yes

	
	
	No

	
	If no, hours of work:
	Start time:

	
	
	End time:

	Schools have a legal duty to make sure the contractor or subcontractor is competent to do the work regarding:
· Skills
· Knowledge
· Training 
· Experience
· Organisational capability
· Management arrangements

	Has a quote or tender been received?
	
	Yes

	
	
	No

	Are the contractor’s credentials verified?
	
	Yes

	
	
	No

	How have the credentials been verified? Evidence:
	

	Has the contractor provided evidence of competency?
Evidence:
	
	Yes

	
	
	No

	Has contractor been engaged from an approved list of relevant contractors?
	
	Yes

	
	
	No

	
	Approved list source:
	

	Has a pre-contract meeting been held to inspect the main contract?
	
	Yes

	
	
	No

	Have the fundamental terms (invoicing, payment, etc.) been agreed?
	
	Yes

	
	
	No

	Have monitoring and co-ordination schedules been agreed?
	

	Yes

	
	

	No

	
Has a written contract been prepared?

	
	Yes

	
	
	No

	
Has a contract been signed?

	
	Yes

	
	
	No

	The contractor must be able to prove that proper training, instruction and supervision are also in place. This means an obligation to all those people who may be affected.

The contractor must have proper procedures, acceptable to the school, for the handling of hazardous items such as tools and chemicals. 

	Do any of the contractors require additional training, instruction or information for working on a school site? Details:
	

	A Code of Conduct has been agreed with the contractor. The Head Teacher will seek to ensure that contractors conduct themselves and carry out their operations in such a manner that all safety requirements are met at all times.
· There should be no communication with pupils, unless in the event of an emergency.
· No smoking on site.
· No radios played aloud.
· Only designated facilities for contracted staff to be used.
· Etc.

	Code of Conduct agreed with contractors?
	
	Yes

	
	
	No

	Section 8 of the Health and Safety at Work etc. Act 1974:
“No person shall intentionally or recklessly interfere with, or misuse anything which is provided in the interests of health, safety or welfare, in pursuance of any of the relevant statutory provisions”.

	The school and contractor must conduct risk assessments of the work being carried out by both parties and communicate information of safe working structures.

	Has a dual risk assessment around the proposed work been completed, composed and implemented?
	
	Yes

	
	
	No

	Have DBS checks been completed, verified and recorded of contracted staff?
(Responsibility of the contractor).
	
	Yes

	
	
	No

	Is the site prepared and available for the contractor?
	
	Yes

	
	
	No

	
All projects with more than one contractor (including sub-contractors) require the appointment of duty holders and documentation such as construction phase plans to be produced. The client must ensure that they provide pre-construction information to every designer and contractor involved. If there is more than one contractor involved in a project, the client must appoint a Principal Designer and Principal Contractor in writing. 

	If applicable, has pre-construction information been distributed?
	
	Yes

	
	
	No

	Have all contractors and subcontractors been informed of job specific hazards and risks?
	
	Yes

	
	
	No

	Name of Principal Designer:
	


	Name of Principal Contractor: 
	


	The HSE must be notified of a project if:
· It is over 30 working days (six normal working weeks) and involves over 20 workers simultaneously (including site management); or
· Involves 500 person days.

HSE: F10 Notification of Construction Project Form

	Does the project require notification?
	
	Yes

	
	
	No

	Has the HSE been notified?
	
	Yes

	
	
	No

	Staff, parents and pupils should be made aware of the work, the extent of disruption and contingency measures. Pupils should be made aware of behavioural expectations during construction.

	Have staff, parents and pupils been notified?
	
	Yes

	
	
	No

	Avoiding liability: stipulate in the agreement with the contractors precisely what the latter should do to avoid or limit foreseeable risks so far as this is reasonably practicable. Such stipulations may be quite detailed and specific, even with run-of-the-mill building work. The HSE advises that the more complex and potentially dangerous the activities, the more likely it is that the answers and information will need to be recorded.

	Has a detailed agreement of process for reducing risks been committed to writing in conjunction with the contractor?
	
	Yes

	
	
	No

	Have adequate welfare facilities been provided for the contracted workers? 
Responsibility of the school (the client).
	
	Yes

	
	
	No

	Decide what you need to do to manage and supervise the work of contractors and agree the nature of the controls before work starts.

	Have the details of supervision been fully outlined and agreed between the school and contractor?
	
	Yes

	
	
	No

	Who is the relevant point of contact within the contracted company?
	

	What degree of supervisory power does the school hold?
	

	Arrange regular meetings between relevant individuals responsible for health and safety on both sides, to ensure compliance and continued safety.

	Have regular meetings been scheduled?
	
	Yes

	
	
	No



If you have any further queries, please contact info@handsam.co.uk.


QUESTIONS FOR CURRICULUM CONTRACTORS

For any contractor at your school or academy, it is important to consider what their safety performance is like, especially for contractors who deal with more physical areas of the curriculum like sports and drama. This may be illustrated through their accident records, methods of work and/or risk assessments. These documents will show how much experience they have in delivering a particular activity or type of work.

Additionally, it is recommended that you spent time briefing your contractors on your health and safety procedures and record what has been discussed at this meeting as professional protection for yourself.

Here are some questions you can ask your contractor to get a firm idea of their health and safety practices:
· What are their procedures for managing health and safety?
· Will the work be further sub-contracted and if so, how will they control it?
· What codes of practice or standards will the contractors be working to?
· Do they have the correct personal protective equipment (PPE), which is often needed in sports, or do they need to be shown how to use the school’s equipment?
· How do they monitor and check their own safety standards?
· How do they inspect and check their equipment, whether it is owned or hired?
· Do they have employers’ liability, public liability and professional indemnity insurance?
· Are they asking about your risks and needs?
· Do they display an attitude to safety that in any way worries you?

If you have any further queries, please contact info@handsam.co.uk.
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APPENDIX 6
	HOT WORK PERMIT

	This Hot Work Permit should be completed whenever repairs, alterations, extensions or refurbishments are to be carried out at the premises involving the use or generation of heat.

	Serious fires are frequently started as a result of lack of care and attention before, during and after work involving the use or generation of heat.

	By undertaking the reasonable checks listed we could avoid the possibility of serious damage to our premises. Failure to implement these checks may mean that we are unable to recover from our Insurers in the event of any ensuing fire damage.

	These checks must be completed by the Safety Officer or a nominated person and the contractor/workman/employee concerned.

	GENERAL PRECAUTIONS

	Alternative safer methods of work should be explored before a decision is taken to authorise Hot Work.

	Wherever possible items to be subjected to Hot Work should be removed to a safe area designated for that purpose.

	A trained person, not directly involved in the work, should provide a continuous fire watch during the period of Hot Work. Following completion of each period of the work, the fire watch should continue for at least 30 minutes, with further checks at regular intervals up to 60 minutes after completion to ensure that the working area and all adjacent areas, including the floors below and above, and areas on the other sides of walls, screens, partitions and above false ceilings have been inspected and found to be free of smoldering materials or flames.


 HOT WORK CHECKLIST
	GENERAL INFORMATION

	Complete this section with the person(s) carrying out the work.

	Contractor's/workman's/employee's name:
	

	Name of Safety Officer or nominated person:
	

	Location of Hot Work:
	

	Date/time of Hot Work:
	

	Date /time of issue of Permit:
	

	This permit expires on:
	

	Anticipated duration period of Hot Work:
	Days:

	
	Hours:

	
	Minutes:

	Date/time of expiry of Permit:
	Date:

	
	Time:

	Signatures

	Safety Officer:
	Signature:

	
	Printed:

	
	Date:

	Contractor/workman/employee:
	Signature:

	
	Printed:

	
	Date:

	Please ensure that the contractor/workman has adequate Public Liability Insurance.

	BEFORE HOT WORK COMMENCES

	Ensure that:                
	Tick actions completed

	1.
	In sprinkler protected premises the system should remain fully operational.
	 

	2.
	Adequate and suitable portable fire extinguishers are available for immediate use and all persons involved in the Hot Work process and undertaking fire watch duties are trained in their use.
	

	3.
	An area within 10 metres of the Hot Work process is cleared of combustible materials and flammable liquids.
	

	4.
	If combustible materials are within 10 metres and cannot be removed they should be covered by non-combustible materials.
	

	5.
	Any holes, gaps in walls, floors or ceilings where sparks could pass through are covered by non-combustible material.
	

	6.
	Floors are swept clean.
	 

	7.
	Floors of combustible material in the designated area are covered with sheets of protective material or wetted and covered with sand.
	

	8.
	Floors below and above, and areas on other sides of walls, screens or partitions are inspected and cleared of combustible materials which may be in danger of ignition wither directly or by conducted heat.
	

	9.
	Enclosed equipment such as tanks, vessels etc are emptied and tested or are known to be free of flammable or other dangerous materials.
	 

	10.
	Where work is being carried out on building panels, an assessment is made on insulating or other materials behind or forming the core of the panels.
	

	11.
	Where an automatic fire detection system has been installed only the zone where the Hot Work is being carried out is isolated for the period whilst Hot Work is in progress.
	


	12.
	All persons carrying out the Hot Work and those undertaking the fire watch know how to raise the fire alarm and summon the fire brigade.
	 





	FOLLOWING THE COMPLETION OF HOT WORK

	Ensure that:                                                                                                                                                                                                                               
	Tick actions completed

	1.
	Paint strippings, hot stub ends of welding rods and other hot waste materials have been removed and disposed of safely.
	

	2.
	All equipment, including gas cylinders, has been removed to a secure area.
	 

	3.
	Final check:
	

	
	Maintain fire watch and regular inspections for a period of 60 minutes after. 
	

	
	Following procedure for the completion of the Hot Work as specified under 'General Precautions' above.
	

	We confirm completion of the Hot Work and final check

	Safety Officer/nominated person:
	Signature:

	
	Printed:

	
	Date:

	Contractor/workman/employee:
	Signature:

	
	Printed:

	
	Date:
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