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Introduction

1. The purpose of this Policy is to set out the approach of Canterbury Christ Church University (‘the University’) in controlling contractors, including sub-contractors. This Policy aims to control the health and safety risks of contractors working on University premises, by:

(a) identifying the potential for harm arising from the proposed work
(b) identifying who may be affected
(c) instigating appropriate controls

2. The Policy sets out the requirements of University departments engaging Contractors. The Policy does not cover non-University employees undertaking academic, administrative or clerical work. 

3. The Policy extends to activities covered by the Construction, Design and Management (CDM) Regulations 2007.


Definitions

4. For the purposes of this Policy, a contractor is anyone carrying out work commissioned and under contract for the University, other than under a contract of employment. The following provides examples of the type of work that is covered:

(a) non-University employees working on building plant or equipment
(b) service or maintenance engineers working on departmental equipment
(c) contract cleaners
(d) contract catering staff
(e) refuse collection
(f) window clearing
(g) IT installation
(h) office refurbishments
(i) on-call building maintenance and emergency repairs
(j) other contracted out services

5. The definition of contractor does not include representatives who make brief visits (for examples sales representatives, those providing an estimate or those undertaking a site visit prior to undertaking the contracted work for the purposes of gaining information), and are accompanied or under the supervision of a sponsoring department for the duration of the visit.

Responsibilities
6. Heads of department and Campus Directors that engage contractors[footnoteRef:1] are responsible for ensuring: [1:  The term ‘head of department’ refers to those departments that engage contractors directly. The responsibilities do not apply to those heads of department that host contractors engaged by another department of the University. The responsibilities rest with the contracting department. ] 


(a) appropriate arrangements are in place to identify when Contractors are to work on University premises and the proposed work complies with the University’s health and safety policies
(b) Contractors are deemed competent to carry out the work before being appointed
(c) Contract Administrators are appointed to coordinate the work of Contractors, and are appropriately trained to carry out their responsibilities
(d) after completion, the work is inspected for quality prior to the payment of the final invoice and relevant records updated.

7. Contract Administrators

(a) co-ordinate the arrangements for Contractors to undertake the commissioned work
(b) ensure an appropriate risk assessment is made of the areas of the University in which the contractor is to work prior to commencement and the contractor is aware of any necessary information
(c) ensure Contractors undertake appropriate risk assessments and have in place appropriate method statements, but will not warrant the suitability or sufficiency of any risk assessment or method statement produced by Contractors
(d) convey to Contractors the expectation the contractor will comply with the relevant health and safety legislation and the requirements of the University’s health and safety policies
(e) ensure appropriate arrangements are in place to provide induction (covering at least the relevant fire and first aid arrangements) to all contractors and sub-contractors
(f) organise a Site Contact for the period of work, 
(g) inform Building Wardens of the proposed work, where appropriate
(h) address any complaints received about the work of a contractor

8. Entry to the site is under the control of the Site Contact. The Site Contact will issue a Site Pass. 

9. The Site Contact liaises with Contractors on arrival to ensure there is appropriate access given to the area or location of the activity and necessary information is provided, and arranges for the departure from the site. The Site Contact will ordinarily be a member of Security, a Receptionist or a Campus Administrator, but may be any person who is able to function as site contact and arrangements are made in advance by the Contract Administrator. 

10. Contractors are responsible for ensuring 

(a) all work carried out on University premises is carried out in accordance with current health and safety legislation; and
(b) the production of relevant risk assessments and method statements to satisfy the Contract Administrator of their suitability and sufficiency, although the Contract Administrator will not warrant that suitability and sufficiency
(c) their employees and subcontractors conduct their activities at the University in such a manner that methods are safe for the contractors’ employees and subcontractors, University employees and students, and any affected visitors and neighbours. 

11. Contract Administrators and Site Contacts have the authority to stop work by Contractors where it is believed that the working practices represent a threat to the safety of the contractors, staff, students or visitors. 

Implementation and Review

12. The Policy will be reviewed every three years, or following changes in legislation, significant organizational change or an investigation into the operation of the procedures. 

13. The Policy will be supported in its implementation by operational procedures and guidance, which are to be read as one with this Policy. 

14. The Policy applies to all campuses and locations of the University. 

15. The Policy is effective from 1 September 2009. 


Approved by the Health and Safety Committee on 14 May 2009 (Minute 287.2 Refers) 
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