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INFORMATION FOR HEAD TEACHERS AND SCHOOL GOVERNORS

1.
INTRODUCTION

1.1 This guidance note has been designed to advise Headteachers and School Governors on the correct course of action when employing contractors or permitting them to work on the school site. The aim is to protect the health and safety of staff, pupils, contractors and anyone else who may be affected when contractors are employed in schools.

1.2 Changes in the way that schools are run and managed has resulted in more direct use of contractors.  Many functions, which may in the past have been provided centrally, are now either being put out to tender or are being arranged by the schools themselves.  Effective collaboration between the school and contractor is essential.  The nature of the school environment and the vulnerability of children emphasise the need for proper organisation and control.

1.3 Sections 1 to 7 and 9 in this guidance cover general points and section 8 deals with so called CDM works.  This is applied for demolition work and other works which will either last more than 30 days, involve more than four works people on site at any one time or involve more than 500 person days.

1.4 At various points in the guidance Officers of the Council and others are referred to.  For details of how to contact these people please see Appendix 1.

John Boniface

Principal Officer for Health and Safety

Education Property

Perceval House P5 SW

Tony Daley

Head of Property

August 2001

Revised May 2004

2.
DUTIES AND RESPONSIBILITIES 

2.1
There is a variety of Health and Safety legislation that places duties upon you and your contractor regarding the health and safety of employees and others who may be affected by the work (including pupils).

2.2
Legal duties cannot be delegated by contract.  In keeping with all aspects of the work to be undertaken, managing health and safety requires collective effort and commitment of all the parties involved.  Occupational health and safety law embodies this principle.

3. WHAT YOU NEED TO DO WHEN CONTRACTORS ARE EMPLOYED ON YOUR SITE

3.1 Contractors may be employed on the site either because you have employed them directly or the LEA or its Contractors have employed them on your behalf.

3.2 Nominate a member of staff to be responsible for Contractors (perhaps the Admin’ Officer or Premises Manager/Caretaker).  He/ She would be the person to whom a Contractor will report before commencement or completion of any work and who will be responsible for both the daily signing in-book and for completing the appropriate section of any Hazard ID forms.

3.3 Ensure that the Hazard ID form is filled in.  (see Appendix 4).  This has to be filled in by both the Contractor and by the school’s nominated person (as above)

3.4 In certain circumstances, Babcock Ltd (the Council’s chosen service provider) are available to assist in completion of the Hazard ID form.  Such assistance is available if your site has “bought in” to the Education Property “Arrangements for Repairs and Maintenance to School Buildings” buy back scheme, “Support Surveyor” option.

3.5 Note that for certain works (see Hazard ID form), it will be necessary to complete Risk Assessments, Method Statements and Permits to Work, which have to be returned to the Education Property Health and Safety Officer.  
3.6 Inform the Contractor if asbestos is present in the area of work, as will be identified in the school’s Asbestos Survey.  No works must be allowed to start on the fabric of the building until it has been determined that the work area and its surrounding area is free from asbestos.  Refer to the LBE Asbestos Policy if further guidance is required.

3.7 Ensure that everyone working on your premises knows the health and safety standards that must be achieved and is aware of the school’s emergency procedures and types of alarms.

3.8 Be clear about your own role as client (see sections 9.3 and 9.4).

3.9 Monitor and review the performance of both school and contractor

A summary checklist is given in Appendix 1.

3.10 Define clear links of communication between the school, the LEA, the Contractor, any sub-contractors employed by the contractor and the Contract Administrator.  (The Contract Administrator is the person who supervises the work on site on behalf of the Client.  The Contract Administrator may be an Architect, a Building Surveyor or an Engineer for instance)

3.11 If in doubt or further information and/ or safety advice is needed, contact the Education Property Health and Safety Officer

3.12 You may also wish to refer to “Procuring Construction Works – a guide for schools” by the Education Property Team.

4.
KEY ISSUES WHEN SELECTING A CONTRACTOR

4.1 This is applicable for work that is awarded to a contractor by the school. 

4.2 Work ordered on behalf of the school by the LEA will only be given to a company from the Council’s Approved List of Contractors.  (However, it must be noted that the responsibility for managing LEA appointed contractors on site remains with the school). 

4.3 The school must assess in advance the competence of the contractor.  This applies to all companies irrespective of size.  Although the extent of the assessment will depend upon the nature of the work involved, the same principle applies whether the contract is simple and verbal (e.g. for minor repairs) or more substantial, (e.g. the letting of school cleaning).  There is no magic formula for assessing competence.

4.4 For larger scale or more hazardous operations the school must seek specialist advice.  Helpful indicators are the contractor being on the Council’s ‘approved list’, past performance working for the school, work undertaken elsewhere (e.g. other schools), membership of trade bodies, accreditation by trade bodies, general health and safety awareness, organisation and arrangements for health and safety.

4.5
Examine safety policies and/or procedures and establish at the outset a joint commitment to the health and safety of staff, pupils, contractors, sub-contractors, visitors and members of the public where appropriate.

4.5 Clearly identify essential common items which may be necessary for health and safety (these are outlined in section 9).

4.6 Child Protection issues must be addressed when selecting Contractors.

5.
PLANNING AND ORGANISING THE WORK

5.1
Establish clear parameters for everyone involved, including sub-contractors where appropriate.  In particular:

· Take into account your Risk Assessment together with that of the contractors.  

· There may be a need for a detailed Method Statement and Risk Assessment. 

· The Council’s ‘Hazard Identification Form’ must be completed.  

· Potentially dangerous substances may be involved, e.g. solvent-based adhesives, cleaning fluids, dust etc.  This will require careful examination of the relevant assessments made under the Control of Substances Hazardous to Health Regulations 1994/9 (COSHH). Consult and seek the involvement of safety representatives wherever possible. The Contractor must provide the relevant COSHH assessments, which may also be obtained from the Education Health and Safety Office.

5.2 In the case of school catering or cleaning contracts, for example, contractors may use school-based equipment.  It is important to ensure that such equipment is suitable for the job and properly maintained.  General duties relating to the provision and maintenance of plant and equipment may be shared with or overlap the various parties involved, e.g. school, LEA, contractor, sub-contractor, supplier etc.  It is important to ensure that responsibilities are clearly allocated and understood.

5.3 Child Protection issues must be addressed when selecting Contractors

5.3
Health and safety arrangements must also deal with the services the contractor may require when on site and cover the plant/equipment they may bring with them.  Special areas of secure, school-based storage may need to be set aside.  Toilets, rest and first-aid facilities for contractors must also be properly organised.

5.4
The nature of the work, the areas within which it is to be contained and the timing of its operation must be carefully planned. Pupils’ requirements must be carefully considered in terms of access and egress, playground facilities and general service arrangements (e.g. food and store deliveries). The school’s evacuation and emergency procedures must be taken into account and contractors, sub-contractors etc. made fully aware of them.

5.5
Consider whether restrictions need to be placed on the movements of the Contractors’ vehicles.

6
CONTROLLING THE WORK

6.1 It is important that the Headteacher or nominated person is responsible for liaison with the contractors to establish day-to-day control and to monitor the health and safety standards.  

6.2 Effective lines of communication between the school and those responsible for the contracted work must be clearly established and maintained.  (This could also include the LEA).

6.3 Overall performance must be reviewed regularly

6.4 Joint arrangements must be in place for the reporting and investigation of any accidents, incidents or ‘near misses’.  This includes accidents to Contractors’ staff, school staff, pupils or third parties who may be on site.  Complete the green accident form F2508 and the Accident Investigation form and return them both to Corporate Safety. Corporate Safety log the accidents and then pass the reports on to the Education Safety Officer.

6.5 There must be no doubt as to how health and safety will be managed.  Controls must extend to sub-contractors, including those who may be introduced at a later stage or whose work on site may be intermittent.

7
CONTRACT COMPLETION

7.1 In keeping with the whole contracting procedure it is important to ensure that health and safety matters receive due weighting and are properly verified on completion; this may be with a LEA Officer.  At the final meeting any relevant documentation must be obtained (e.g. electrical test certificates).  

7.2 Check that all equipment and material has been removed and that work areas have been left in a safe condition. Any damage to fixtures, fittings, floor surfaces etc. must be made good by the Contractor.

7.3 If equipment has been installed, safe operating procedures, maintenance routines etc. must be clearly identified and understood involving where appropriate, the hand-over of necessary documentation.

7.4 If a scaffold or access platform has been provided for work to be undertaken from, the scaffold must be inspected and a hand-over certificate obtained before it is first used. The scaffold must also be inspected by the Education Safety Officer

7.5 The results of your own and your contractor’s health and safety monitoring must be exchanged. This information will be helpful if further work is to be considered. Even if the work was a ‘one-off’ repair there may well still be lessons to be drawn as to how the school manages contracts in the future

8 TRAINING

8.1 Those who are expected to manage and monitor Contractors must have appropriate training for this, which will give them knowledge of what their responsibilities are.  Appropriate training courses are offered from time by both the Education Training Centre at Mansell Road, Greenford and by Corporate Safety in Perceval House.  Please ensure the person who will have the responsibility on site has had the correct training.

9 CONSTRUCTION (DESIGN AND MANAGEMENT) (CDM) REGULATIONS 1994/9 

9.1 INTRODUCTION

For many Head Teachers and School Governors, the implications of CDM Regulations will be unfamiliar.  In such cases, significant steps must be taken to understand the requirements.  This guidance, it is hoped, will provide the necessary information.  The LBE Corporate Training Section also offers courses on Managing Contractors.  Once an understanding is gained an appropriate strategy must be prepared and implemented for the duration of the works.

When the school organises the work and those works fall under the CDM Regulations, the school must seek advice from the LEA Property Team (8825 5900) or the Education Safety Office before the work is started.

9.2
PURPOSE OF CDM REGULATIONS

These Regulations place duties on all those who can contribute to the health and safety of a construction project.  Duties are placed upon Clients, Designers and Contractors and the Regulations also created two new duty holders:

The Planning Supervisor and The Principal Contractor.  

They also introduced two new documents:

The Health And Safety File and The Health And Safety Plan.

9.3
WHEN DO CDM REGULATIONS APPLY?

9.3.1 The regulations apply to all demolition works.

9.3.2 The regulations apply to all forms of “Construction Work” where work will either:

· involve more than four people on site at any one time

· last more than 30 days

· involve more than 500 person days

9.3.3
The term ‘construction work’ has been widely defined in the Regulations and covers such activities as repair, redecoration, roof work, rewiring, general refurbishment, dismantling works, the building of extensions, window-cleaning work etc.

9.4
WHO IS THE CLIENT?

9.4.1
The Client is any person for whom a project is carried out.

If the Construction work is being organised by the school, and the work falls within the CDM regulations, for the purpose of the regulations, the school will be deemed to be the client.  The Client can also (if competent) fulfil the role of either the planning supervisor or the principal contractor.  The client may also be the duty holder.  (See below for definition of these terms)

9.5
CLIENT RESPONSIBILITIES

9.5.1
Clients’ Duties
a) Appoint a competent “Designer”, “Planning Supervisor” and “Principal Contractor” for each relevant project.

b) Ensure that the construction phase does not start until a satisfactory health and safety plan has been prepared.

c) Provide the planning supervisor with all relevant information.

d) Retain and make available the Health and Safety File.

e) Satisfy themselves that adequate time and resources have been or will be allocated by the designer, the planning supervisor and the principal contractor

9.5.2 Delegation

The Client can delegate his/her statutory responsibility to an Agent (see section 9.6) but the Agent must have exercisable powers equal to those of the Client.  The details of the Client or the Agent (if appointed) must be notified to the HSE using form F10 (see appendix 3)

This delegation does not release the client from their duties under the regulations.

9.5.3
Health and Safety Plan


· The Client and Planning Supervisor are responsible for ensuring that the Pre-Tender Health and Safety Plan is adequate and contains the specified information.

· The information has to be sufficient to enable the Planing Supervisor and Designer to perform their statutory duties.

· The information not only has to state the condition of the premises but also the local environment, buildings, land, plant, current and previous use.
9.6 AGENT

9.6.1 The CDM Regulations allow the Client to devolve their duties to another Client or an appointed Agent, who will act as the sole Client for the project.  The original Client must be reasonably satisfied that those appointed are competent to fulfil the duties in the Regulations.  

9.6.2 The Agent must make a written declaration to the HSE stating they the Agent will be acting as the Client for the project in question.  The HSE will acknowledge receipt of this and the Agent will then assume the Client’s duties and responsibilities.

9.7
DUTY HOLDER

9.7.1
The Duty Holder is any person who “arranges” for the “relevant person” to prepare a design or carry out or manage construction work.  The duty is only in respect of those persons directly appointed or engaged. The Duty Holder must:

· Satisfy themselves of the competence (in respect of health and safety matters) of any person fulfilling these statutory roles when s/he has “arranged” their appointment;

· Prior to their appointment satisfy themselves that adequate time and resources have been or will be allocated by them (this includes having suitably trained and competent staff, plant and machinery, technical facilities as well as time and money).

9.8
DESIGNER

9.8.1
Prior to preparing their design, the designer must take reasonable steps to ensure that their client is aware of the Client’s duties as referred to in section 8.4.

9.8.2 The designer must ensure that the design :

· Takes into account of the general principals of “Prevention and Protection” as required under sections 2, 3 and 4 of the Health and Safety at Work Act.

· Avoids foreseeable risks to health and safety throughout the life of the building;

· Includes adequate relevant information (including on structure, materials and substances).

9.8.3 The Designer must co-operate with the Planning Supervisor and other Designers.

9.9 PLANNING SUPERVISOR
9.9.1 The appointment of the Planning Supervisor must be notified by the Planning Supervisor to the HSE on form F10 (see Appendix 3).  

9.9.2 A second F10 must be sent by the Planning Supervisor to the HSE to inform them of the name of the Principal Contractor and the start date.  

9.9.3 The Planning Supervisor’s role is to be responsible for the preparation and the co-ordination of the Safety Plan up to the appointment of the Principal Contractor and commencement of work on site.  Thereafter the Principal Contractor takes responsibility for developing and implementing the health and safety plan during the construction phase of the project.

9.9.4 The Planning Supervisor must :

· Ensure that the HSE are given adequate notice of the project in the prescribed form F10, where applicable.

· Ensure that everyone contributing to the design and planning process has taken into account the “hierarchy of risk control” within their design and the inclusion of adequate and relevant information.

· If requested, be able to adequately advise the Client:

i) on the competency of the designers, contractors and the adequacy of resources allocated by them for the management of health and safety;

ii) to enable the Client to ensure that a suitable Health and Safety Plan is prepared prior to the start of the construction phase of the project.

· Ensure that a suitable Health and Safety File is prepared, reviewed and updated as necessary and ensure that it is delivered to the Client at the end of the project.

· Ensure the preparation of the Health and Safety Plan for the pre-contract phase of the project, for inclusion within the tender documents and prior to the appointment of the principal contractor and his/her acceptance of responsibility for the subsequent development of the plan.

9.10 PRINCIPAL CONTRACTOR

9.10.1      The role of the Principal Contractor is to:

· Co-ordinate all the activities of all the other contractors on site.

· Ensure that every contractor and every employee complies with the rules contained within the Health and Safety Plan.

· Prevent unauthorised access to the work area.

· Ensure that the information contained in the notice given to the HSE (as described in section 9.8.1) is conspicuously displayed on site.

· Promptly provide the Planning Supervisor with information on all relevant health and safety risks.

· Ensure that every contractor and/or employer provides their employees with adequate information and training. 

· Ensure that all employees and self-employed persons involved in the construction  work are able to discuss with and offer advice to the Principal Contractor,  on matters connected with the project which is can reasonably be foreseen will affect their Health and Safety.

9.11 THE HEALTH AND SAFETY PLAN 

9.11.1 This must contain sufficient information regarding specific risks to enable relevant parties to carry out risk assessments and produce and implement appropriate controlling, managing and monitoring measures to achieve a safe working environment during the construction phase of the project.

9.12 THE HEALTH AND SAFETY FILE

9.12.1 This file will provide a record of the data relevant to health and safety and is to be available and used throughout the life of the building or structure to ensure its safe maintenance, alteration or demolition.

9.12.2 The health and safety file is a record of information for the Client and User. It tells those who might be responsible in the future about risks which have to be managed during maintenance, repair or renovation.  Relevant information in the health and safety file must also be made available to those planning and undertaking new construction work.  The Planning Supervisor for any new work will be responsible for updating the health and safety file as necessary.

9.13 SCHOOL ACTING AS THE CLIENT

9.13.1 Where the School is acting as the Client and CDM applies then the school will have duties under the Regulations to:

· Appoint a Designer, Planning Supervisor and Principal Contractor

· Provide information on health and safety to the Planning Supervisor

· Ensure that those persons appointed above are competent to carryout the undertakings required

· Ensure that a suitable health and safety plan has been prepared by the Principal Contractor before construction work starts

· Ensure the Health and Safety File is given over to the school by the Planning Supervisor at the end of the project and is kept available for use.

9.13.2 Alternatively, the Regulations allow you to appoint an Agent for this purpose (see section 9.6).  If you appoint an Agent, you have to ensure that they are competent to carry out your duties as the Client and also that a written declaration to this effect is sent to the HSE and an acknowledgement is received.

9.13.3 In cases where the LEA is responsible for organising the work, they will determine if the CDM Regulations apply and take appropriate steps as described above.

9.13.4 When the school organises the work and those works fall under the CDM Regulations, the school must seek advice from the LBE Property Services CDM Manager (020 8758 8814) and the Education Safety Office before the work is started.

10
OTHER POINTS TO CHECK WITH THE CONTRACTOR

10.1
Notes a) to h) below will assist discussion with a Contractor and help identify any actions to be agreed in advance. (fuller checklist of points is given in Appendix 2)

a) How will the contractor store materials in a secure and safe manner?

b) Will it be necessary to provide additional supervision of pupils at class changes, break- times, etc?

c) Will the work cause problems for the school, such as those from noise, dust or paint fumes?  It may, for instance, be appropriate for noisy operations to discontinue at certain times. (Solutions to these problems must be considered at a pre-contract stage as they may affect a contractor’s price).

d) Has the work area and surrounding area been checked for asbestos?  The information will be in the site asbestos survey.

e) Will asbestos materials have to be removed from the site?  LBE Policy states that “asbestos must not be removed while the school is occupied by pupils”.  If asbestos is to be removed, what arrangements will be made?  

f) Are there any substances to be used that could pose risks to the health and safety of staff or pupils?  If necessary ask to see the relevant COSHH Assessment.  Satisfactory procedures must be established before work is begun

g) Are there any times when operations such as movement of contractors’ vehicles, excavations, the erection of ladders, scaffolds, fencing, movement of mobile scaffolds, etc., must not be carried out because pupils may be in the vicinity?

h) Be particularly wary of scaffolding, which must at all times be properly secured. (i.e. no unattended ladders).  Remind Contractors that a hand-over certificate from the Scaffolder must be obtained when the scaffold is completed.  Finally, the Education Safety Officer must inspect the scaffold once it is ready for handover, before it is used for the first time.

i) Hoarding (fencing) must be provided around the scaffold to prevent children and other unauthorised people climbing on the scaffold

j) All electric equipment used on the site by the contractor must have a test certificate, as required under the Electricity at Work Regulations 1999

k) All electrical equipment is to operate using either a 110V power supply or a 240V power supply which is connect via a residual current detector (RCD)

l) Have child protection issues been addressed?  See section 11.

11
CHILD PROTECTION ISSUES
11.1 In the LEA document “Safety Code for Contractors working in Education Sites” the following guidance is given to contractors, which must be complied with but is not exhaustive. The individual site policy on Child Protection must also be discussed with the site manager, such as a school Head, at the Pre-Construction meeting.

11.2 All Contractors, Sub-contractors and their employees (“They” below), who have or have not had the necessary police clearance as required by the Child Protection Act, must not have any direct contact with the School pupils.

11.3 They must wear clearly visible, photo card identification at all times, whilst on school premises. 

11.4 They must not talk with the pupils.  Any behavioural difficulties or concerns they have about pupils must be reported to the Head.

11.5 They must not use staff or pupils toilets and must not be within sight of pupils using toilets or changing facilities

11.6 They must not use the facilities of the school staff room.

11.7 They must not use inappropriate talk, bad language, wolf whistling or similar behaviour.

11.8 They must be fully clothed.  Shirts or similar must be worn at all times and “micro shorts” are not allowed.

11.9 They must confine themselves to authorised routes which have been agreed with the Head.

11.10 They must not enter the school premises without the permission of the school Head.

11.11 They must not smoke as all school premises are no smoking areas

APPENDIX 1

USEFUL CONTACTS

John Boniface

Principal Officer for Health and Safety

Education Property

Perceval House P5 SW

14 – 16 Uxbridge Road

Ealing, W5 2HL

020 8825 5697

Health and Safety Executive

Field Operations Division

Rose Court

Southwalk Bridge

London, SE1 9HS

020 7566 2100

LBE Corporate Safety Section

P5N

020 8825 6497

Ian Smith

Contract Manager

Babcock

22 – 24 Uxbridge Rd

Ealing, W5

020 8825 6186

APPENDIX 2

SAMPLE CHECKLIST OF POINTS FOR DISCUSSION WITH CONTRACTORS 

	Question
	Answer
	Action

	a) Name, address and Telephone No. of Contractor.
	
	

	b)  Who will be the contractor’s contact person on site?


	
	

	c) Which Sub-contractors will be

      Employed on site?
	
	

	d) Has the contractor and staff been informed about where the assembly points are in case of emergency?


	
	

	e) Has the contractor and staff been informed about where to sign in and out each day as they enter/leave?


	
	

	f) What are the component activities of the task to be done?


	
	

	g) How will the contractor store materials in a secure and safe manner on site?


	
	

	h) Will it be necessary to provide additional supervision for pupils at class changes, break times, etc?.

.
	
	

	i)    Will the work cause hazards such as noise, dust, or paint fumes?  It may be appropriate for noisy operations to be discontinued at certain times for instance. 

(Solutions to these hazards must be considered at a pre-contract stage as they may well affect the contractor’s price)


	
	

	j) Are any substances to be used which could pose risks to the health of staff or pupils (eg release fumes that bring on asthma)?  If necessary, ask to see COSHH Assessments. Satisfactory procedures must be established before work is begun.
	
	

	
	
	

	k) Be particularly wary of scaffolding. Confirm with the contractor that it will be properly secured at all times be.  Any scaffold must be inspected by Safety Officer before use.  Additionally, there must be no unattended ladders.


	
	

	l) Confirm that Hoarding (close fencing) or Heras fencing  will be provided around any scaffold, to prevent children and other unauthorised people climbing on it.


	
	

	m) Check that all electric equipment to be used on site by the contractor has a test certificate as required under the Electricity at Work Regulations 1999.


	
	

	n) What are the arrangements for the contractor’s staff to take breaks?  Stipulate areas on the site which are out of bounds to contractor’s staff.  Agree access to sanitary facilities.


	
	

	o) What dangers are posed from any waste products/debris?  How will they be stored and disposed of?


	
	

	o)  Confirm that fire escape routes and means of access for emergency vehicles will be kept clear at all times. 


	
	

	p)  Is there any work which will warrant evacuation of certain areas – e.g. when hot tar is being applied to roof surfaces?


	
	

	q) The contractor must be informed if  asbestos is present in the area where the task is to be undertaken.  Information will be in the site asbestos report.  Additionally, if the fabric of the building is to be broken into in any way, the work area and immediate surrounds must be checked for asbestos.


	
	

	r) Does the contractor know the 

correct procedure to follow if any unidentified asbestos is found?


	
	

	s) Does the contractor know the 

 L B E’s  policy on asbestos removal?


	
	

	t) Has the contractor, as a visitor to the school, been made aware of the standard emergency procedures and the First Aid arrangements? 


	
	

	u) Have arrangements been made for contractors to meet school management on a regular basis to discuss health and safety implications? (especially on longer contracts).


	
	

	v) Where there is more than one Contractor on site, have arrangements been made for them to co-operate and liase?


	
	

	w) Have adequate arrangements been made for the separation of traffic and pedestrians?  (Traffic routes into and out of the school site).


	
	

	x) Has a Hazard I D and if necessary specific Permit to Work Documents (see Hazard I D Form) been completed and signed by both you and the contractor?  (Completed forms to Education Safety Officer)

x) 
	
	

	y)
Have child protection issues been addressed?  (see section 11)
	
	


APPENDIX 3

CONSTRUCTION (DESIGN and MANAGEMENT)

REGULATIONS 1994
	London Borough of Ealing :
	Education Property

	Contract Reference :
	


NOTIFICATION of PROJECT

(Lasting longer than 30 days or 500 person days)
HSE Form - F10 (Rev) 
PAGE 1 OF 2

	For official use by the HSE, only:
Client        V         PV         NV                                Planning Supervisor          V         PV         NV

Focus serial number                                                 Principal Contractor          V         PV         NV


1.
Is this the initial notification of the construction phase of the Project, or are you providing additional information that was not previously available?  Please tick below:-

Initial notification    

Additional notification   

2.
Client: name, full address, postcode and telephone number (if more than one client, please attach 
details on separate sheet)

	Name:                            




  Phone No.      


Address:

Postcode:


3.
Planning Supervisor: name, full address, postcode and telephone number.

	Name:                          





      Phone No.

Address: 

Postcode:         

	


4.
Principal Contractor (or contractor when project for a domestic client) name, full address, postcode and 
telephone number.

	Name:                                                                                                                               Phone No.

Address:

Postcode:


5.
Precise address of construction site

	Address:

 


FILENAME  \* upper \p 
HSE Form - F10 (Rev) 
PAGE 2 OF 2

6.
Name of Local Authority/Government, district council or island council within whose district the 
construction 
undertaking is to take place.

	The London Borough of Ealing


7.
Estimate the following:  Are the estimates original:-                 or revised:-           ( Please tick which)

a.
The planned date for the commencement of the construction activity phase;
[image: image8.png]W aiing

Education Services




b.
How many weeks is the construction phase expected to take;


[image: image2.wmf]
c.
What will be the maximum number of people working on site at any one time;
[image: image3.wmf]
d.
State the number of contractors expected to be employed on the construction;
[image: image4.wmf]
8.
What type of construction work is to be carried out :

	


9.
Supply details of sub-contractors who will be engaged upon the construction activity:

	Name:                                                                                                                   Phone No.

Address:

Postcode:                                                                                                  use additional sheets & attach


PLANNING SUPERVISORS DECLARATION
10.
I hereby declare that...............................................name of organisation) have been appointed Planning 

Supervisor for this Project.

Signed by, or on behalf of, the PS organisation ..................................................................................

Print name .................................................... 

Date ......................

___________________________________________________________________________________

PRINCIPAL CONTRACTORS DECLARATION

11.
I hereby declare that                                                                                                   (name of PC)  
have been appointed as Principal Contractor for the construction phase of this Project.  (or contractor undertaking Project for a domestic client)

Signed by, or on behalf of, the PC organisation .................................................................................

Print name ......................................................... 

Date ............................................

___________________________________________________________________________________

Enforcement office.



Health and Safety Executive,




020 7556 2100

Construction Division,





Rose Court,

2 Southark Bridge

London SE1 9HS.
	Hazard Identification (Hazard ID) form  (V4e Revised 30 Mar 2004) 

Please fill in and send the completed form with all other relevant documents to the Education Safety Officer and a copy of the Hazard ID to Ealing Council Corporate Safety in Perceval House


	Ref No. 
	
[image: image5.png]




	
	
	

	A
	Contact Details
	  Client (Site Manager)
	Contract Administrator 
	Contractor or Service Provider

	Name
	
	
	

	Address


	
	
	

	Tel/Fax No
	
	
	

	Signature
	
	
	

	B


	Site Address


	

	Has the work area and surrounding area been checked for asbestos?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	 If No, work must not start until a check has been made

	Details of work to be done
	

	Start date
	
	Finish date
	
	Total number of days
	
	

	C
	Construction Work – if you X  any of the boxes in this section (C) the Construction (Design & Management) (CDM) Regs must be applied.

	Five or more persons, i.e. Contractors on site
	 FORMCHECKBOX 

	Demolition
	 FORMCHECKBOX 

	30 days or more 
	 FORMCHECKBOX 

	500 person days or more
	 FORMCHECKBOX 

	

	NB. Notify the Health and Safety Executive (HSE) before the work starts if you X either of the above last two boxes.

	D 
	D  Hazard ID – if you identify any hazards X the box below associated with the work, identify and assess the risks, then eliminate, reduce or control the risks. Agree the    safety precautions for the work with the contractors or service providers before allowing them to start work.

	Access and Egress
	 FORMCHECKBOX 

	Powered tools
	 FORMCHECKBOX 

	Dust, Noise, Vibration
	 FORMCHECKBOX 

	Cranes or mobile plant
	 FORMCHECKBOX 
 
	

	Working at heights
	 FORMCHECKBOX 

	Temporary wiring 
	 FORMCHECKBOX 

	 Flammable gases and liquids
	 FORMCHECKBOX 

	Fire
	 FORMCHECKBOX 

	

	Lone working
	 FORMCHECKBOX 

	Scaffolds
	 FORMCHECKBOX 

	 Use of hazardous substances
	 FORMCHECKBOX 

	Excavations
	 FORMCHECKBOX 

	

	Manual handling
	 FORMCHECKBOX 

	Electrical work
	 FORMCHECKBOX 

	 Isolation of any services
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 

	

	E
	E  Control Measures – X the boxes to show what written information will be provided and describe the safety precautions to be used below.

	Health and Safety Policy
	 FORMCHECKBOX 

	Risk assessment
	 FORMCHECKBOX 

	 COSHH assessment
	 FORMCHECKBOX 

	Method statement
	 FORMCHECKBOX 

	

	

	F
	F  Permits to Work – if any of the boxes below are X additional safety precautions for High Risks and a specific Permit to Work are required.

	                           Asbestos
	 FORMCHECKBOX 

	     Confined spaces
	 FORMCHECKBOX 

	                  Live electrical work
	 FORMCHECKBOX 

	Hot work
	 FORMCHECKBOX 
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SAFETY CODE FOR CONTRACTORS WORKING IN EDUCATION SITES











INFORMATION FOR HEAD TEACHERS AND SCHOOL GOVERNORS
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