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1. PURPOSE
The purpose of this procedure is to ensure that all work undertaken in occupied premises  will, where possible, be planned, carried out and supervised in such a way that no risks are created for  either the occupants of the  building or members of our work force.  

Reactive and emergency  maintenance and repairs clearly cannot be  pre-planned but every effort will  be taken to ensure they are carried out safely.

2. SCOPE
This procedure covers all company activities at clients sites and  office bases.

3. DEFINITIONS
Occupied premises
Land and buildings owned by a company or organisation which is occupied by either the company’s employees or non-employees
Safe System of Work
A method of undertaking a task which identifies hazards and controls risks. Specific types of work must be done under a safe system of work. 
4. RESPONSIBILITIES
Managing director shall:
· Ensure adequate resources are available for implementation of this procedure throughout the business and monitor its effectiveness when working in clients premises.
· Ensure all managers are aware of the risks associated with working in occupied premises
Managers shall:
· Carry out suitable and sufficient risk assessments of all work activities undertaken in clients occupied premises.

· Make arrangements for regular inspection of the company’s work areas in occupied premises
· Provide persons who work in occupied premises with adequate information, instruction and training in identifying and controlling risks associated with their work on site.
Supervisors shall:

· Identify all persons within their control who are required to work in clients occupied premises 
· Provide adequate supervision when persons are working on site
· Ensure that all individuals who are required to work on occupied premises receive suitable information, instruction and training for the work.
Employees shall:

· Ensure they have received and read risk assessments and safe systems of work (method statements) associated with activities in occupied premises
· Where work in occupied premises is necessary, ensure they have been provided with appropriate information, instruction and training for the tasks and equipment to be used. 
· Report any safety issues relating to working in occupied premises; 

5. REFERENCES 

· Health and Safety At Work Act 1974 

· Construction (Design and Management) Regulations 1994

· The Workplace (Health, Safety and Welfare) Regulations 1992

6. PERFORMANCE STANDARD
All work undertaken in occupied premises must be done in line with company policy and with due regard for the safety of other persons not employed by the company but who work on the premises working on site
7. APPLICATION
7.1 Introduction

The health and Safety at Work Act places a duty on the company to ensure the health and safety of employees, non-employees and members of the public who may be affected by our work activities

When the activity is involved in working in occupied premises, the health and safety of the occupants must be the principal requirement

Adequate signs and barriers will be installed before commencement of any work. Regular monitoring of the control measures will take place

7.2 Public buildings & School premises

As well as taking the normal precautions, special care will be given as follows:

· Ensure all power tools are isolated and safe when not in use.

· Keep tools in closed toolboxes and away from children and members of the public

· Ensure stepladders or ladders are safely used and stored away from children

7.3 Business premises

When working on business premises, the project manager will establish at the planning stage if any special precautions have to be taken, or procedures to be followed (e.g. Permit To Work system). He will fully discuss the scope of the work with the person in charge of the premises and produce a risk assessment to reflect any special precautions to be taken. 

The building occupier should advise of any risks, which could affect our company’s activities or engineers e.g. fume extractors, hazardous substances, Permits To Work (P-T-W). These will be brought to the attention of the supervisor and all operatives.

The building occupier may have to amend his procedures if the work causes problems e.g. a fire exit route may be affected by the work – he will need to inform his staff

7.4 Housekeeping
In any occupied building, tidiness and good housekeeping is essential. The work area should be kept as compact and tidy as possible, with any waste being removed at frequent intervals. Whenever the work site is left unattended, all tools should be left in a safe position and isolated.
7.5 Major Projects
Major project work includes new installations will always come under the Construction (Design and Management) Regulations.  
In this case the entire site/building, or a part of it, defined by a  temporary screen or fence, is handed over to the company for the duration of the contract.  This area becomes the responsibility of the company and is generally out of bounds to all but our work force.  
Client staff may only enter the area, say to view the progress of work, with the permission of, and by prior arrangement with the Project manager or Supervisor. Client staff must observe all the relevant regulations, e.g. reporting to the site office on arrival, wearing a hard-hat, High visibility clothing and any other protective clothing deemed necessary by the company who is responsible for the health and safety of all personnel on site. 
As part of the briefing process for major projects, the project manager will consult the client representative to ensure that any necessary safety precautions, e.g. to protect client staff or members of the public who wander, are identified in the safety plan, risk assessments and method statements and  additionally, before the work starts, the client will arrange a pre-contract meeting, and subsequent site meetings between all interested parties will be held to agree and monitor the practical arrangements to be followed whilst the work is in progress, health and safety issues being paramount.
7.6 Risk Assessment

A risk assessment will be carried out on all proposed works and a health and safety plan prepared by the planning supervisor and/or architect and implemented by the contractor where required under the Construction (Design and Management) Regulations 1994 and in other cases where it is considered appropriate given the nature and degree of risk.

7.7 Client operations

The company project manager’s responsibilities are to ensure that his staff and visitors do not interfere with the site's activities, and will draw to the site manager's attention, any hazard which arises as a result of the client’s operations.
7.8 Serious Hazards
If any hazard which cannot easily be eliminated becomes apparent, or there are other imminent or obvious dangers, the project manager will arrange to evacuate the affected area until the hazard is removed or made safe.  The project manager should deal with the hazard.  Where the project manager considers that work by client or other contractors is being carried out in an unsafe manner or is putting the health and safety of his staff, or others at risk  he is authorised to instruct the to stop work.
The client will be informed immediately informed of any such incident which will be subsequently recorded

7.9 Unforeseeable circumstances

Unforeseeable circumstances may make it necessary to change detailed arrangements when the work is under way.  This will always be done in consultation with site or client managers and the health and safety implications of any changes will, in particular, be taken into account.  The site health and safety representative will normally also be present at such discussions.
7.10 Minor works
In the case of minor works (e.g. modifications, repairs or servicing) it is often not possible to totally separate the contractor's activities from those of the premise's normal occupiers.  
The initial site meetings and continuing liaison arrangements are therefore most important in ensuring that safe working practices are established and maintained.  
Before writing the specification for such works the Project engineer will visit the premises, explain the scope, nature and implications of the proposed works to the site contact and where applicable the health and safety representative, and agree on any necessary safety precautions to be included in the contract.  
The maximum practicable notice of the start of works and any temporary interruption of services will be given. 

Where only part of a site/building has been handed over to the company, client staff will have no right of entry to the area retained for company use, except by prior agreement.
Minor repair works are often carried out at short notice (call out).  Any risks associated with carrying out the works should be assessed and consequent safety precautions highlighted when the engineer arrives to carry out the work.
7.11 Arrival on site

Every engineer who enters occupied premises to carry out works must report to the site contact (or their representative) when the scope, nature and estimated duration of the works will be confirmed, and the implications of carrying them out for both the building occupiers and the engineers assessed, and any necessary safety precautions agreed and implemented.

In any case where this is not done, the site contact is authorised to instruct the engineer to cease operations. They should then immediately notify the company of the action they have taken and the circumstances surrounding it.

Sometimes, for minor repair and maintenance work, no written contract exists until after the event, but common law requires the works to be executed in a safe and timely manner.
7.12 Safety of work

It must also be emphasised that all company employees, as well as subcontractors, have a general duty under the Health and Safety at Work Act 1974 to have regard to their own and others health and safety.  Ensuring that our work on client’s sites is carried out in a safe manner and with the minimum of risk is a matter for all concerned.
8. REVIEW
This procedure will be reviewed at least every two years, following a complaint or incident at a clients premises or following the introduction of new H&S legislation that may affect the validity of this procedure.
9. RECORDS
In accordance with company procedure records will be kept of:

· Risk assessments
· Method statements

· Information and Training provided for each site, including site inductions
10. APPENDICES
None
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