
 

Keele University 

Notification of Changes to Procedures for Contractors Working on Campus 

Please take the time to read this correspondence as it may relate to work that your 

organisation undertakes on behalf of Keele University associated with buildings or 

grounds. 

As you may be aware, a significant amount of work is scheduled to take place on the 

University Campus over the forthcoming years. Consequently, it is likely that the 

number of contractors working at the University is likely to increase, which in turn will 

require a greater level of supervision in order to ensure the continued safety and 

wellbeing of contractors and University visitors, staff and students. A review has 

therefore, recently been conducted of the existing Contractor Management 

procedures in order to ensure that these remain sufficient to support the challenges 

ahead.  

As a result, a significant change to the procedures will see the introduction of a 

"Workplace Safety Plan", for all building and construction related works (please see 

definition below). 

These changes are scheduled to come into effect on the 2nd October 2017 and are 

likely to have implications for every person working in, on or around buildings.  

What is a Workplace Safety Plan: You might think of a Workplace Safety Plan as 

an “overarching” work permit. This does not replace existing work permits such as 

Hot Works Permits or Enclosed Spaces Permits. It does, however require the 

University’s supervising officer (i.e. the person instructing your company to 

undertake the work) and the contractor’s site based, lead operative to consider the 

workplace arrangements, work methods and associated risks prior to any work being 

undertaken. 

Who needs to complete a Workplace Safety Plan: The supervising officer (Keele 

University employee who has instructed the contractor to undertake the associated 

works) in conjunction with a lead operative representing the contractor (this person 

must be part of the site based team). 

What is the definition of a contractor: An individual or private company engaged 

by Keele University (paid or otherwise) to carry out work on campus buildings, land 

or work on behalf of the University in any location to carry out specific work, task or 

project. 

What type of work does this cover: Any work or activity which is associated with or 

likely to impact on the University’s buildings or grounds. This includes, although not 



 

limited to, maintenance, refurbishment, decorating, wiring, plumbing, ICT network 

installation, painting, plastering, joinery, roofing, grounds work, carpeting, cleaning. 

The only exception to the above shall be where work is taking place on a designated 

“Ring Fenced Site”, in which instance this will be subject to a detailed project plan 

and Health and Safety Plan detailed within the relevant tender documents and 

specification. 

You should be aware that no new work, which falls into the above definition, will be 

permitted without a relevant Workplace Safety Plan after the 2nd October 2017. Any 

works which started prior to this date will however be allowed to continue. 

What Do You Need to Do Now?  

 The relevant Keele University supervising officer will complete a Workplace 

Safety Plan in conjunction with the contractors lead representative for ALL 

work.  

 All operatives (either directly employed by the contractor or sub contract) must 

be named on the Workplace Safety Plan. 

 The lead operative will be issued with a copy of the Workplace Safety Plan, 

which must be retained and available at all times whilst on campus. 

 The lead operative must present the Workplace Safety Plan to the Estates 

Helpdesk at the start of each days working, where work exceeds 1 day. 

 The lead operative will need to complete the Contractors Signing in Book, on 

behalf of all operatives associated with the work (i.e. those on campus that 

day). Note: Lead operative will need to present operatives Keele University 

ID’s. 

In order to assist you and your operatives in familiarising yourselves with the new 

process, a copy of a Workplace Safety Plan and process map is included within this 

correspondence. 

Please also be aware that the Workplace Safety Plan forms a significant part of the 

University’s commitment to the quality and safety performance of its contractors. As 

such, the process will be subject to regular, formal auditing, the results of which will 

be utilised by the University in order to determine future allocation of works. 

You are advised to review the attached Workplace Safety Plan in order to 

ensure a smooth transition and avoid unnecessary delays as failure to provide 

relevant evidence will result in works failing to proceed e.g. operatives not 

having access to suitable Risk Assessments and Method statements or 

generic Point of Work Risk Assessments, as necessary. 

If you would like further advice or have any questions on this matter, please contact 

estates@keele.ac.uk or telephone 01782 733134. 

 

Best Regards 

 
Peter Keir Potts MBA, IEng. MIET 
Head of Estates Planning and Compliance 
Estates & Development Directorate 
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