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1. Scope of Policy 

The University of Keele is fully committed to ensuring the provision and 
maintenance of a healthy and safe working environment for all of its employees, 
students and any other person who may be affected by its work activities. To this end, the 
University commits itself to the implementation of the Health and Safety at Work etc. Act 
1974 and all other relevant health and safety statutory provisions, as a minimum 
acceptable standard. 
This policy sets out to define the management arrangements relating to contractors (refer to 
Glossary of Terms) undertaking works on the University Campus buildings or land (refer to Glossary 
of Terms). 
 
2. Policy Statement 
The University recognises and accepts its responsibilities for ensuring, as far as reasonably 
practicable, a safe and healthy working environment for its staff, students, contractors and visitors.  
In addition, it will ensure, so far as is reasonably practicable, that all persons , including staff, 
students, visitors and contractors, are not exposed to risks to their health and safety. 
 
The University also requires contractors to take reasonable care of their own health and safety and 
that of other persons who may be affected by their acts or omissions at work.  Contractors are 
required to co-operate and co-ordinate with the University and any other person or supplier to the 
University to enable them to meet their own statutory obligations. 
 
3. Legislation and Guidance 
This policy sets out to ensure that Keele University complies with is statutory duties associated with 
the management and control of contractors in accordance with the following indicative list:-  
 

 Health and Safety at Work etc. Act 1974. 

 Management of Health and Safety at Work Regulations 1999. 

  Construction, Design & Management Regulations 2015 

 Equality Act 2010 

 Control of Asbestos Regulations 2012  

 Control of Noise at Work Regulations 2005  

 Control of Substances Hazardous to Health (Amendment) Regulations 2003 

 Control of Substances Hazardous to Health (Amendment) Regulations 2004 

 Control of Substances Hazardous to Health Regulations 2002  

 Control of Vibration at Work Regulations 2005 

 Electricity at Work Regulations 1989  

 The Workplace (Health, Safety and Welfare) Regulations 1992 

 The Work at Height Regulations 2005 

 The Work at Height (Amendment) Regulations 2007 

 The Pressure Systems Safety Regulations 2000 

 The Provision and Use of Work Equipment Regulations 1998 

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

 The Lifting Operations and Lifting Equipment Regulations 1998 

 The Health and Safety (Safety Signs and Signals) Regulations 1996 

 The Gas Safety (Installation and Use) Regulations 1998 

 The Gas Safety (Management) Regulations 1996 

 Water Regulatory Advisory Scheme(WRAS) 

 Regulation Reform (Fire Safety) Order 2005 

http://www.legislation.gov.uk/uksi/2012/632/made
http://www.legislation.gov.uk/uksi/2005/1643/made
http://www.legislation.gov.uk/uksi/2003/978/made
http://www.legislation.gov.uk/uksi/2004/3386/made
http://www.legislation.gov.uk/uksi/2002/2677/made
http://www.legislation.gov.uk/uksi/2005/1093/made
http://www.legislation.gov.uk/uksi/1989/635/made
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4. Rationale for the Policy 
The University utilises a significant number of external contractors and third party suppliers to 
undertake works on its behalf. This policy identifies The University’s requirements under law, 
including  the auditing of work, formation of policy and procedures, use of best practice and as such, 
aims to provide contractors and staff with guidance as to the standards and behaviour’s the 
University expects when working on campus. 
 
5. University Roles and Responsibilities  
Everyone has a responsibility to challenge poor health & safety practice, however, in relation to the 

management and supervision of contractors, specific responsibilities are allocated as follows: 

 

The Council 

The Council is ultimately responsible for the health and safety of any person who may be harmed by 

University activities. As such, it must satisfy itself that the University has an appropriate written 

Statement of Policy on Health and Safety, along with effective arrangements to implement it. 

 

The Vice Chancellor 

Day-to-day executive responsibility for ensuring that the University complies with relevant health 

and safety legislation is the responsibility of the Vice-Chancellor along with the respective associated 

duties. 

 

Executive Members, Directors, Deans, Heads of Schools and Managers 

To ensure compliance, implementation and monitoring of the University’s health and safety 

management system in line with the Health and Safety Policy, protocols, local arrangements and 

legislative requirements in their faculty/ service area. 

 

Supervising Officer (see Glossary of Terms) is responsible for:-  

 Ensuring that safe methods of work are in place. 

 Completion of a suitable Workplace Safety Plan or Pre Construction Phase Health and Safety 
Plan (as appropriate), in conjunction with the respective contractor. 

 Ensuring that method statements and risk assessments have been completed and approved 
by a competent person within the University. 

 Monitoring and reviewing Main/Principal Contractor compliance, taking action to ensure the 
resolution of any matters identified. 

 Ensuring the University complies with its specific statutory duties set out in the Construction 
Design and Management Regulations (CDM) 2015. 

 Supervision of contractors undertaking work acting on their instructions, including new 
installations, maintenance, ground works, catering, cleaning, IT, portering services and other 
external providers. 

  Ensuring that contractors have been suitably checked by Estates and Procurement. 

 Assessment and issue of required permits. 
 
All Staff are responsible for:- 

 Challenging any unsafe practices. 

 Informing the Estates helpdesk of any issues regarding contractors. 

 Stopping work where staff, students or visitor safety is compromised and advising Estates 
immediately. 
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Estates Health & Safety Co-ordinator is responsible for:- 

 Regular auditing of procedures and policies. 

 Regular auditing of contractors. 

 Regular auditing of permits to work. 

 Regular auditing of method statements & risk assessments. 

 Investigation and learning from near misses. 
 

6. Contractor Management Arrangements 

Note: 
Any person who instructs a contractor to undertake works on the University Campus or land (i.e. 
Supervising Officer) has a duty to ensure suitable safe methods of work are in place.  
 
The University Supervising Officer must ensure that a “Workplace Safety Plan” or “Pre-Construction 
Phase, Health and Safety Plan” (as appropriate), has been completed prior to the commencement of 
any works 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, event 
management, (Exception – Ring Fenced Sites, ref to 6.8.8). 
 
Any of the above works, which are not under the supervision of the Estates Directorate, MUST be 
reported to the Estates Helpdesk prior to commencement, including a completed copy of the 
respective Workplace Safety Plan (refer to Appendix 9) 
 

 
Under no circumstances shall any contractors or any other individual be permitted to undertake any 
building associated works at Keele University without full compliance with the above requirement. 
 
6.1 Selection of Contractors 
The University may utilise contractors in a variety of situations. Contractor selection shall be subject 
to the University’s procurement rules. Selection criteria must ensure: 

 

 Contractors are suitably competent i.e. they have sufficient skills and knowledge to do the job 
safely and without risks to health and safety to themselves or others. Skills and knowledge 
may include experience, training and qualification or registration depending upon the type of 
work being carried out.  It is the responsibility of the Supervising Officer to ensure all 
contractors engaged are competent. (Also applicable to the appointment of designers and 
consultants). 

 
 Contractors have health and safety management arrangements in place which should include 

a health and safety policy, work procedures, risk assessments and welfare arrangements.   
 

When procuring services and engaging contractors in situations where work is likely to (or COULD) 
disturb the fabric of a building (including all maintenance, refurbishments, new works, etc.) the 
Supervising Officer must consider the health and safety aspects of such work and involve the Estates 
and Development Planning Team before procuring the agreement. 
 
6.2 Approved Contractors 
The University operates a pre-qualification scheme, whereby contractors may be selected from an 
“approved list”. In order to gain acceptance onto the approved list, contractors and suppliers will 
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need to satisfy the requirements set out in chapter 6.1. Where deemed necessary, contractors will 
also need to hold current registration, with Constructionline and CHAS or equal or approved. 

 
6.3 Sub- Contractors 
Contractors (i.e. those directly employed by the University) should be aware that they have 
responsibility for any sub-contractors (contractors employed by themselves) which they employ. 
All University working practices, rules and policies, including this one, apply equally to ALL 
contractors working on campus. The contractor, therefore, has responsibility for ensuring that all of 
their respective sub-contractors adhere fully to these requirements. 
 
6.4 Preparing for work to take place – Workplace Safety Plan vs Preconstruction Phase Plan 
Where works or activities, are associated with, or likely to impact on, the University’s buildings or 
grounds, the Supervising Officer must ensure that a prior assessment of the work has been 
conducted in order to identify and mitigate any likely risk presented by the associated activities. 
This assessment should be conducted in conjunction with the Main/Principal Contractor and 
formally recorded via A Workplace Safety Plan or Pre-Construction Phase Health and Safety Plan, as 
appropriate. 
 
Such works includes, although not limited to, maintenance, refurbishment, decorating, wiring, 
plumbing, ICT network installation, painting, plastering, joinery, roofing, grounds work, carpeting, 
cleaning.  
 

6.4.1 Workplace Safety Plan 
A Workplace Safety Plan effectively, acts as the contractors overarching work permit. This does not 
negate the necessity for additional work permits such as Hot Works Permits or Enclosed Spaces 
Permits (refer to 6.34). It does, however require the University’s Supervising Officer and a 
nominated contractor’s operative to consider the workplace arrangements and Risk Assessment and 
Method Statements prior to any work being undertaken (refer to Appendix 9). 
 
The Workplace Safety Plan must be completed by the Supervising Officer in triplicate, who will retain 
one copy, provided a copy to the contractor and supply a further copy to the Estates Helpdesk, (refer 
to Appendix 10 for process details). 
 

6.4.2 Pre-Construction Phase, Health and Safety Plan 
In some circumstances, the Workplace Safety Plan may not be suitable to provide the level of detail 
which is necessary for more complex or larger works (e.g. large capital refurbishment projects, works 
taking place on ring fenced sites, etc.). In such instances, the Supervising Officer will be required to 
complete a Pre-Construction Phase Health and Safety Plan.  
 

Note: 
In situations where work is likely to (or COULD) disturb the fabric of a building (including all 
maintenance, refurbishments, IT, new works, etc.), the contractor must be shown the associated 
Asbestos Register and declare such on the appropriate Workplace Safety Plan or Pre-Construction 
Plan. 
 
Following review of the asbestos register, all contractors and staff are required to fully comply with 
the University’s Asbestos Policy. 

Key Points include:- 
Check the asbestos register 
Sign to accept that the asbestos register has been consulted 
Only undertake intrusive work if the area is known to contain no asbestos containing  
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material (as identified within the register). 
Refer to the asbestos University’s Asbestos Policy and Management Plan. 
 

University asbestos registers are “Management Surveys” and therefore are not considered 
intrusive surveys. 
 

 
6.5 Risk Assessments and Method Statements 
The extent of other health and safety documentation required will depend on factors such as the 
type of work, its duration and the risks involved.  

The contractor should produce a risk assessment for the work being carried out which may affect 
their own employees. Risks which may affect others not employed by the contractor should also be 
included (refer to Appendix 5).  

The Supervising Officer should discuss these with the contractor to ensure that the contractor’s 
health and safety management processes are in place and consider/exchange known site risks. 

 

Activities, known to present a greater level of risk are controlled under a formal permit to work 
scheme (refer to 6.34) 

 
6.6 Monitoring during the contract work  
The Supervising Officer and contractor should decide at an initial communication meeting how the 
contract is going to be monitored (i.e. weekly meetings, accident records, and performance against 
time plan) and any monitoring should be recorded. 
 
Contractors must be advised that any changes to the work being carried out or any additional works 
being required, should be discussed and planned prior to the work starting.  
 
In addition to the above, both the Supervising Officer and the University’s Estates and Development 
Planning Team shall conduct scheduled and ad-hoc audit inspections of both ongoing and post 
works. The findings of these audits shall be used as a measure of contractor’s performance and 
shared with both the wider University Estates team and the contractor in order to engender 
continuous improvement. Records of contractor’s good and poor performance will also be 
considered before any future work is awarded to the contractor. 
 
6.7 Completion of the contract 
At the end of the work being carried out, the Supervising Officer should ensure that they are 
satisfied with the work that has been carried out and ensure that the completion of the work meets 
their expectations.  In the case of larger projects, more formal arrangements are likely to be 
necessary including design stage audits, these shall be outlined within the respective tender 
documents. 
 
6.8 Locations 
Contractors should be aware that the University operates a range of buildings, both residential, 
commercial, education and of historic interest including several with Grade II listed building status 
 

6.8.1 Working in occupied areas 
Where contract work is to be carried out in occupied buildings, the contractor will: 

 Ensure that means of escape remain available at all times. 
 Make sure that he/she reports to the Estates Helpdesk on site before starting work and 

when leaving, upon completion. 
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 Has spoken to the department/school senior person and has explained the work (if not 
previously agreed). 

 To ensure that occupants are aware of noisy, dusty or hazardous work. 
 Ensure, so far as is reasonably practicable, that there is no inadvertent activation of fire 

alarm systems (refer to 6.32.2). 
 Keep the workplace clean and tidy. 
 Consider the impact of any work on students, visitors or staff. 
 Comply fully with the specific requirements associated with accessing special locations, as 

detailed within later sections of this document (e.g. Halls of Residence, Keele Hall, and 
Science Park). 

 Ensures the University Roads and pavements are kept clear of material from site, such as 
mud and any other loose material. 

 
Before commencing work, the Contractor will liaise with the Supervising Officer to agree a suitable 
communication plan so that key stakeholders and if necessary the wider University community, are 
fully informed of the impact of works on their business or service provision. 
 
The contractor shall be required to liaise with the Supervising Officer throughout the duration of the 
works, in order to maintain suitable communication.  

 
6.8.2 Working in the Halls of Residence 

Strict arrangements are in place in order to control access to Halls of Residence 
 
Normal Working Hours (09.30 – 17.00, Mon to Fri) 
During normal working hours, all access to Halls of Residence MUST be arranged via the Estates and 
Development office, helpdesk. 
 
Outside Normal Working Hours  
It is not anticipated that many situations will exist where contractors will be required to undertake 
works within Halls of Residence outside of normal working hours. Where this is necessary, however, 
e.g. in the event of an emergency call out, access will be strictly controlled and directed by the 
Supervising Officer or member of the Security Team. 
  

Note: 
Under NO circumstances shall contractors enter residence without either approval from the 
Supervising Officer or a member of the Security Team. 

 
Protocol for entering occupied room 

 Before entering bedroom knock loudly 

 Wait for a sufficient period 

 Repeat three times 

 If no reply after three attempts, enter room (at the same time, announce yourself and 
enquire if anyone is in) – Be aware that many students and visitors may not have English as a 
first language. 

o Occupied Room 
 If the resident is in the room, request politely that they leave the room until 

the work has been complete and proceed with work. 
 If the resident refuses to leave the room, contact Estates and Development 

Helpdesk or security officer (in the case of out of hours). 
o Unoccupied Room 

 If the resident is not in the room when entered, proceed with work. 
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 Once work has been completed (either in full or in part), leave a calling card to inform the 
occupant that works have been undertaken. (Contractors will be required to provide their 
own calling cards, which should be approved by the Supervising Officer). 

 If follow up works are necessary, ensure that the Supervising Officer has been notified and 
calling card completed. 
 

6.8.3 Working at Keele Hall  
Non- Emergency 
All “non-emergency” access to Keele Hall must be arranged via the Estates and Development office, 
in conjunction the Keele Hall Reception Team.  
 
Contractors should initially report to the Estates and Development reception before proceeding to 
Keele Hall main reception, where they will receive further information relating to any bespoke 
working arrangements within the building. This will include: 
 

 Welfare facilities 

 Fire exit protocol 
 Noise/ time limitations 

 Access restrictions 

 

On completion of works or leaving site, contractors must report to Keele Hall reception in order to 

provide a full progress update before reporting to the Estates and Development reception to sign 

out. 

 
Emergency  
Emergency out of hour’s access should be arranged through the Estates and Development Helpdesk, 
Keele Hall Reception and the Security Team. 

 
6.8.4 Working at Staff Houses 

All works shall be planned via the Estates and Development office, who will contact the resident to 
arrange access. This will normally require five working days’ notice, except in case of emergencies. 
 
Normal Working Hours (09.30 – 17.00, Mon to Fri) 
During normal working hours, all access to Staff Housing MUST be arranged via the Estates and 
Development office, helpdesk. 
 
Outside Normal Working Hours  
It is not anticipated that many situations will exist where contractors will be required to undertake 
works within Staff Housing outside of normal working hours. Where this is necessary, however, e.g. 
in the event of an emergency call out, access will be strictly controlled and directed by the 
Supervising Officer or member of the Security Team. 
 
Once work has been completed (either in full or in part), leave a calling card to inform the occupant 
that works have been undertaken. (Contractors will be required to provide their own calling cards, 
which should be approved by the Supervising Officer). 
 
If follow up works are necessary, ensure that the Supervising Officer has been notified and calling 
card completed. 
 

6.8.5 Working at the Vice Chancellors Residence 
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No work is to be undertaken unless agreed via the Estates and Development Helpdesk and 
accompanied by a member of the Keele University Estates and Development team. 
 

6.8.6 Working in the University's Science Park 
The University operates a number of commercial properties that it leases to individual privately 
owned businesses. Due to the diverse range of services, working practices therefore vary across the 
park, including working hours, access arrangements and localised potential risks.  
All work to be undertaken within the Science Park buildings MUST be arranged with the University’s 
Estates and Development (Science Park, Facilities Manager). (Refer to Appendix 8) 
Science park buildings include: 

 IC1 

 IC2 

 IC3 

 IC4 

 IC5 

 Stevenson Buildings 

 Nova Centre 

 Home Farm (ground and first floor) 
 

6.7.7 Working on Roofs 
All roof work shall be undertaken in compliance with the “Health and Safety Executive’s Current 

Guidance Notes on Roof Work”. This shall include a risk assessment, in order to ensure suitable and 

sufficient safety measures are put in place and recorded. Measures should include: 

 Suitable edge protection 

 Provision of suitable and sufficient fire extinguishers (minimum 2)  
 

Contractors are advised that fume-cupboard outlets are present on the roofs of many of the 

buildings where toxic and flammable fumes may be discharged (refer to 6.34.5). 

At no time shall a bitumen boiler be lit and left unattended and must always be guarded.   At no time 

shall boilers be used on a roof. 

All materials and refuse must be removed from the roof as the work proceeds, and the area must be 

tidied upon completion of the contract, as directed by the Supervising Officer. 

 
6.8.8 Working within a Ring Fenced Site (Where the Contractor has sole occupation of 
Compound) 

Site Access/Security 
The contractor must ensure that there is no unauthorised access to the site and that the design and 

specification of the boundary security meets the requirements of the Construction Phase Plan or 

alternatively has been agreed with the Supervising Officer. 

  

They shall provide a single point of contact, in order to ensure 24 hours a day 7 days a week access 

in the case of emergencies. The contact details must be provided to the University’s Estates and 

Development office and Security Team, before works commence. 

 

Site Induction 
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The contractor is required to provide a formal Health and Safety induction for anyone accessing their 

site. The Induction MUST incorporate the Keele University Health and Safety Induction. 

This can be viewed on the web-link:  

http://www.keele.ac.uk/estateshelpdesk/contractorinduction 

In accordance with the University’s wider contractor induction requirements (ref. section 6.12), all 

contractor’s operatives are required to display a Keele University, contractors photo ID, whilst 

working on campus.  

It shall be the responsibility of the principle contractor to liaise with the Estates and Development 

office, in order to secure a suitable batch of individually numbered, Keele University contractor 

cards, which they will issue to all inductees and keep a log of all cards issued and respective expiry 

dates. This log must be available on request. 

 
Record Keeping 
The contractor will be responsible for keeping a record of all arrivals and departures to/from their 
site. The format of this record is to be agreed with the Supervising Officer. This record will be made 
available to Estates and Development on request.  
 
Vehicle Movement 
If requested, the contractor must produce a traffic management plan. The plan may need to be 
developed by the contractor in conjunction with other suppliers to the University and MUST be 
approved by the Supervising Officer before works can commence. 
 
Legionella Control 
The contractor will be responsible for the control of legionella bacteria in water systems within the 
working area and other associated areas which may be affected by the work (e.g. pipework, which, 
whilst may not fall within the working areas, could be connected to other pipework which is and 
therefore may be impacted). The contractors proposed control system should be agreed with the 
Supervising Officer, where not included within the Pre Construction Health and Safety Plan. 
Forms for recording and monitoring may be obtained from the Estates and Development office. 
 
Permit to Work System 
Contractors shall provide a permit to work system which complies with the University’s permit 
scheme (refer to 6.34). Details outlining how this shall be implemented and managed shall, form 
part of the Construction Phase Plan. 
 
Working Outside of Normal working Hours 
Contractors wishing to work outside of normal working hours (those being 08.00 to 17.00, Mon to 
Fri) are required to provide a suitable period of notice to the Supervising Officer. The details of all 
staff shall also be submitted to Keele University’s Security Team.  
 

Note: 
Security can be contacted on external phone & mobiles - 01782 733004 

24 Hour Reception can be found at the Darwin Building 

 
Disciplinary Measures 
Failure of the contractor to comply with their statutory duties under the Construction (Design and 
Management) Regulations 2015 or any other relevant health and safety legislation and or 
regulations, will be reviewed by the University to determine whether the breach is of such severity 
to suspend the activities of the contractor on site. 

http://www.keele.ac.uk/estateshelpdesk/contractorinduction


 

13 

 

 
6.9 Attending site (Normal working Hours) 
The contractor is required to report to the Estates and Development Reception on arrival on 
campus, each day, in order to complete the register before proceeding to work (refer to Appendix 
10). Keys may be obtained from the Estates and Development office and will require signing-out 
daily. The contractor will be asked to present their ID card, and state the area of work and name of 
the respective Estates and Development contact, prior to any keys being issued. 
Keys are available during normal working hours and MUST be formally signed back in, no later than 
17.00pm each working day. Failure to return the keys (unless by prior agreement), will be deemed as 
a breach of the Contractor Policy.  
 
6.10 Attending site (Outside normal working hours) 
Keys may be accessed out of normal working hours, by prior agreement. The contractor must 
request access to the keys, via the Supervising Officer.  
Note; due to the nature of the University and distinct working patterns, failure to provide a 
reasonable period of notice, may result in a refusal and subsequent delay.  
 
In order for keys to be issued, the contractor will be required to provide the Estates and 
Development office with the name of their member of staff who will collect the keys and the date 
and time which they will be working out-of-hours. The Estates and Development office will liaise 
with the University Security Team, in order that the contractor may collect the keys form the 
Security office (Darwin Building).  
Keys MUST be formally returned and “signed in” at the end of the contractor’s working period (same 
shift). 
 
6.11 Connection to Campus Infrastructure 
The contractor shall ensure that they have the relevant permissions/ permits to connect into any 
existing system (refer to 6.34.4) 
 
These include but are not limited to: 

 

 Electrical LV 

 Electrical HV 

 Gas 

 Water or heating 

 Fire alarm 

 Security 

 Ventilation 

 Telecoms 

 IT networks 

 Radio networks 
          
6.12 Individual inductions 
Keele University operate a formal induction process, which must be attended by each individual 
member of the contractor’s team working on campus (directly employed and sub-contract) on an 
annual basis.  
The induction process consists of a bespoke DVD, relating to the unique working arrangements at 
the University, followed by an assessed series of questions. 
Individuals will be required to achieve a pass mark of 70% in order to be permitted to work for the 
University (any incorrect responses will also be explained). All successful operatives will be issued 
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with a Keele University photo ID card, which must be displayed at all, times, whilst working on 
campus. 
 
6.13 Tools and equipment 
The contractor shall provide sufficient tools to carry out the contracted works.  Tools shall be 
properly maintained in good working order and be fit for the purpose for which they were designed. 
Electrical portable tools shall be either battery operated or 110 volt a.c, supplied via a portable 
transformer. 
The contractor will be responsible for the safekeeping and security of tools and equipment, at all 
times. 
Contractors may not use University owned plant, tools or equipment, either fixed or portable. 

 
6.14 Ladders and access equipment 
The contractor shall provide all ladders and access equipment to carry out the contracted works.  All 
equipment shall be of sound construction.   
 
Where ladders are deemed the most appropriate form of access equipment for the specific work, 
the HSE guidance; INDG455, ‘Safe use of ladders and stepladders’ must be followed. 
 
Where works require the use of fixed or mobile scaffolding, it must be erected by personnel who are 
competent to do so and inspected in accordance with current regulations and codes of practice. 
If a Mobile Elevated Work Platform (MEWP) is proposed, the contractor must ensure that a suitably 
qualified member of staff is available to operate it at all times. 

 
6.15 Signage/Barrier protection 
The contractor will ensure that adequate warning signage (and barrier protection where necessary) 
is provided at all times for the duration of the works, in order to alert students, visitors and staff to 
risks which may be present. 

 

6.16 Removal of debris/rubbish 
Contractors will be responsible for ensuring that their work area is kept in a tidy state at all times 
and that all debris and rubbish is removed during or at the end of each working period, as may be 
necessary, in order to maintain a safe working environment. Such debris will be taken off-site for 
disposal.  (As part of the University’s environmental policy, the disposal of debris/rubbish shall be 
undertaken in such a way as to minimise the use landfill). 
Rubbish or other materials must not be burnt within the University, without the permission of the 
Supervising Officer. 
  
The requirements of all relevant Waste Disposal Legislation must be complied with. 
 

Note: 
Accidental spillages, particularly those close to drains, must be reported to the Estates and 
Development office immediately. Under no circumstances may polluted liquids be discharged into 
any drains.   

 
6.17 Skills/Training 
Contractors will ensure that all of their employees (directly employed and sub-contractors) who 
work on the University campus, have the ongoing necessary skills, qualifications and capabilities to 
comply with statutory and mandatory requirements, including the Health and Safety at Work etc. 
Act 1974. 
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6.18 Personal Protective Equipment (PPE) 
The contractor is solely responsible for the assessment and provision of any PPE deemed necessary 
to carry out the works and must ensure that employees at risk, wear the equipment provided for the 
duration of the work.  Such protective equipment shall be maintained in accordance with the 
manufacturer’s instructions. 

 
6.19 COSHH 
All chemicals used on site will be subject to the Control of Substances Hazardous to Health 
Regulations 2002 and subsequent amendments.  
Any chemicals used on campus must have an accompanying Safety Data Sheet and COSHH 
Assessment. Staff using them must be familiar with the associated risks and shall be issued with 
appropriate PPE and suitable training. 
All chemicals must be stored in their original container and in a safe place, where others may not 
accidentally encounter them. 

 
6.20 Car Parking 
Parking within the University is strictly controlled. All vehicles will require an appropriate permit, 
pass or pay-and-display ticket, which must be displayed at all times, in order to avoid a parking 
violation fine. 
Contractor passes are available from the Estates and Development Reception. 
Note: Science Park visitor spaces only; parking permits are issued by the reception staff located at 
each respective building. (Standard Keele University contractor passes, detailed above, are not 
acceptable for these spaces and will result in the issue of a Civil Parking Notice and potential fine). 
 
Vehicles stopped for loading/offloading will be permitted, subject to site roadways remaining clear 
of obstruction at all times. 
  
Vehicles must never park in hatched areas and may only park in disabled spaces with the 
appropriate blue badge (failure to comply with this requirement may result in the issue of a Civil 
Parking Notice and potential fine). 

 
6.21 Driving on Site 
Ensure that you adhere to the Campus 20 miles per hour speed limit, and adhere to normal Highway 
Code driving practices. 

 
6.22 Sustainable Transport 
The University encourages the use of electric or low emission vehicles and car/ van sharing, in order 
to reduce vehicle numbers on campus. 

 
6.23 Smoking 
Smoking throughout the campus is only permitted within the dedicated smoking areas.  

 
6.24 Alcohol and drugs 
No alcohol shall be brought onto Campus. 

 
Employees taking prescription drugs for medical conditions shall not operate vehicles or machinery, 
if such drugs so stipulate. 
 
Any person found to be under the influence of alcohol or any illegal or inappropriately used 
substances will be escorted from the campus pending further investigation. 
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6.25 Environmental Awareness  
The contractor shall provide details of any Environmental quality systems currently operated and 
shall work in conjunction with the University’s environmental policy. Any known or suspected 
environmental issues should be reported immediately to the Estates and Development Helpdesk. 
 
6.26 Working adjacent Campus Trees 
Keele University is renowned for its green campus and contains a number of significantly important 
trees, including the national cherry tree collection. The health of these trees is therefore of great 
importance to the University. Damage to any part of the tree, including the roots, will not be 
tolerated. 
 
Contractors should be aware that most roots are found in the top 600mm of soil and can often grow 
out further than the tree canopy. The roots are essential to maintain the health of the tree and are 
often very fine and easily damaged (few are thicker than a pencil). Extreme care must therefore be 
taken, in order to avoid damaging the roots, which could result in irreversible damage and ultimately 
kill the tree. 
 
(For “Dos & Don’ts”, refer to Appendix 7) 

 
6.27 Company Advertising 
Any advertising boards must be agreed by the Supervising Officer prior to being erected. 

 
6.28 Safety Signage  
Safety signage must comply with the Health and Safety (Safety Signs and Signals) Regulations 1996 
 
6.29 Insurances 
The contractor shall provide details and a copy of insurance certification for employer liability and 
public liability. The minimum level of insurance shall be 
 

 Employers Liability - £5m 

 Public Liability - £5m 

Note: Contractors undertaking any works associated with the Science Park will be required to hold a 

minimum of £10m public liability insurance. 

 
6.30 Asbestos 
Many buildings on the Keele campus have Asbestos Containing Materials (ACM’s) within them.  All 
contractors employed to work on or within campus buildings MUST attend an accredited, Asbestos 
Awareness Training Course, followed by ongoing annual refresher training. 
 
Every building on campus constructed prior to the year 2000 will have been subject to an asbestos 
management survey and will therefore have a detailed asbestos register. The University’s nominated 
asbestos specialist consultant, Environmental Essentials Ltd. (EE) via their proprietary system 
“Tracker”, hosts registers electronically. 
 
Prior to any work which will or has the potential to disturb the fabric of the building, all contractors 
MUST be able to demonstrate that they have complied, fully, with the University’s asbestos policy, 
with particular regard to the knowledge of ACM’s within the work area.  
 
Compliance may be achieved via one of the following routes: 
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 Contractors will be issued with a unique access login to the asbestos “Tracker” system. In such 
cases, contractors will be responsible for undertaking their own risk assessment, which MUST 
be presented to the Supervising Officer prior to the commencement of any works.   

 

 The Supervising Officer shall provide the contractor with copies of the relevant asbestos 
information. Similarly, the contractor shall then be responsible for undertaking his or her own 
risk assessment based on the information provided. Risk assessments MUST then be 
presented to the Supervising Officer, prior to the commencement of any works.  

 

 The contractor may receive written approval to proceed, from the Supervising Officer, in the 
form of the Workplace Safety Plan, who will have reviewed the relevant asbestos register. 

 

Where CDM notifiable works are undertaken, the “Pre-construction information” shall contain 

details relating to any known ACM’s within the proposed, work area. Contractors must include 

suitable control measures in their method statement. 

Where any ACM has to be removed or otherwise disturbed, the contractor must conform strictly to 

the University’s Asbestos Policy and associated legislation. 

Note: Regular, independent, third-party audits shall be conducted in order to ensure that all parties 

remain compliant with these requirements.  

 

Note: 
The University operates strict controls, regarding any intrusive work, which will or has the potential 
to result in the disturbance to the fabric of the building. 
 

If any asbestos-containing materials (or any material thought to contain 
asbestos) are accidentally disturbed, work must stop and Estates and 

Development must be telephoned immediately for instructions (extension 
(01782 7)33137). 
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6.30.1 In the Event of an Uncontrolled Asbestos Release or Suspected Uncontrolled Release 

Refer to flow-chart below. 
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6.31 Legionella  
The University operates strict control measures in order to manage the risks posed by Legionella 
bacteria in the water systems. These measures are detailed within the University’s “Legionella 
Control Policy” and are delivered by a combination of Keele University staff working in conjunction 
with a nominated water hygiene specialist. 
 
The measures include, temperature monitoring, regular flushing and where necessary, chemical 
control. Where contractor’s activities result in restricted access to any areas, the contractor will be 
responsible for undertaking these duties, with particular emphasis on regular flushing of outlets.  
In such cases, flushing shall be carried out and recorded every two days. Flushing forms and further 
advice may be obtained from the Estates and Development Reception. 
  

Note: 
Any connection to the University’s water system is subject to the Water Regulations Advisory Scheme 
(WRAS) and the guidance document “The essential guide to legislation affecting water supply 
regulations in the UK” and authorisation from the Supervising Officer (refer to 6.34.4) 
 

  
6.32 Fire Safety 
 

6.32.1 Compartmentalisation / fire stopping 
Keele University requires any breaches of fire compartmentation to be identified and repaired with 
the contractor providing photographic evidence of “before and after” using approved fire stopping 
materials. E.g. Hilti or similar and approved 

 

Note: 
The contractor is also responsible to advise the University of any breaches of fire compartmentation 
found during the course of their work, which shall be reporting to the Supervising Officer. 
 

 
6.32.2 Fire Detection Systems 

Under no circumstances shall contractors interfere with the effectiveness of installed fire alarm 
systems, without the prior consent of the Supervising Officer and MUST also notify the Estates and 
Development Helpdesk. (This includes covering or removing smoke detectors). 
 
Where it is necessary (and has been approved) to cover a smoke detector during works i.e. in order 
to prevent false activation, only specifically designed covers will be permitted.  
 

Note: 
Where fire detection systems have been isolated (including the use of temporary covers), the Estates 
and Development Security Team MUST be notified at the start and end of the isolation period. 
 

 

Under NO circumstances (unless a specific contract clause allows) shall any 
fire detection system be left isolated overnight. 

 
6.33 Skips 
All skips on campus MUST be sealed metal skips, placed so that they are not beneath windows, and 
located away from all doors.  
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Skips must not be placed within 6m of any building without written approval from the respective 
Estates and Development officer.  

 
6.34 Permits to work 
Contractors shall note, certain works are prohibited on the University’s campus without express 
authorisation and are controlled through a formal “Permit to Work” scheme.  
 
Permit systems include: 

 Hot work 

 Enclosed Spaces 

 Permit to dig 

 Service isolation and reinstatement permits (Gas, Water, Electricity, Electricity HV) 
 Roof access permits (specified buildings) 

 ALL works carried out within the University’s Science Park buildings  
 

Permits are available from the Estates and Development Reception and MUST be completed in 

conjunction with the Supervising Officer or Responsible Person, where appropriate (refer to Glossary 

of Terms). One copy will be retained at the Estates and Development office and a further copy issued 

to the contractor, to be kept at the work area. 

 

On a “ring-fenced site”, the contractor’s own permit-to-work system shall be used, except where 

activities affect services or ducts, which extend beyond the boundary of the ring-fenced area. In such 

cases, contractors will need to liaise with the respective Estates and Development officer in order to 

agree an appropriate course of action. 

 
6.34.1 Hot Works (refer to Appendix 1) 

Any work involving processes that generate heat, particularly those involving a naked flame, will 
require a “Hot Works Permit”. Other tasks, such as grinding or cutting metal with power tools, may 
also require a permit, particularly if indoors. Contractors MUST consult with the respective Estates 
and Development officer, who will advise accordingly. 
 

6.34.2 Enclosed Spaces (refer to Appendix 3) 
Keele University has on site, a reservoir that only fully qualified staff, with escape breathing 
apparatus and suitable rescue equipment may enter. Details of the safety measures in place must be 
recorded on the Enclosed Space Permit. 

 
The campus also contains a number of ducts of varying heights, which may be difficult to access. 
Appropriate control measures must again be listed on a Confined Spaces Permit. 

 
6.34.3 Permits to dig (including CAT Scanning) (refer to Appendix 2) 

All operations involving the breaking of ground, (including digging or spiking), for whatever reason, 
will require a “Permit to Dig”, issued by the Estates and Development office. 
Current service drawings MUST be consulted and where necessary scanning of the area, undertaken 
by an appropriately trained person, with a CAT scanner. 
Once the safe areas are established, they should be clearly marked with spray paint. 

 
6.34.4 Service Isolation and Reinstatement Permits (refer to Appendix 4) 

Where contractors do not operate their own systems for “Safe Isolation and Reconnection of 
Services”, the University’s system MUST be adopted. This includes the isolation or reconnection of 
all building services including gas, water, electricity, etc. Further details will be available from the 
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Supervising Officer who will arrange for services to be isolated where necessary by the Responsible 
Person. 
 

Note:  
The isolation or reconnection of services will be managed by the University’s relevant Responsible 
Person, the process, however will be co-ordinated by the Supervising Officer. 

 
Step 1 - Isolation Request Notice 
Any contractor wishing to isolate an element of the Universities Services Supply (Water, Gas, LV 
Electricity or other services) must submit a formal request to the Supervising Officer. The Supervising 
Officer will, in turn, submit this to the respective Responsible Person. 
 
Step 2 - Services Isolation Master Permit 
Upon receipt of a satisfactorily completed “Isolation Request Notice”, the Responsible Person will 
arrange for a “Master Permit” to be issued to the contractor. This confirms that the respective 
service has been isolated or reconnected, accordingly. 
 

Note: 
A Master Permit does NOT authorise works to proceed. 

 
Step 3 - Services Isolation Sub Permit 
Once a Master Permit has been issued, contractors will be issued with a Sub Permit, which confirms 
that works may proceed. 
 
Any subsequent requests to work on the same area of services will be issued with a further “Sub 
Permit to Work” which in turn will be referenced to the respective “Master Permit” and the “Master 
Permit” amended to reflect the changes accordingly. 
 
Step 4 – Temporary Reconnection of Normal Supplies 

In the event that a temporary re-instatement of services is required, the contractor is required to 

submit to the Supervising Officer a “Sanction for the Temporary Re-connection of Normal Supplies”. 

The Supervising Officer will arrange for the respective Responsible Person to undertake these works 

and issue the completed Sanction notice, which shall in turn act to suspend any outstanding “Master 

Permits”. 

 

Step 5 – Permanent Reconnection  

Upon completion of all works, the Supervising Officer will arrange for the Respective Responsible 

Person to “sign off” any outstanding “Sub Permits” and “Master Permits”. 

 

Note: 

No supply is to be re-instated until inspection and testing has been carried out in accordance 

relevant industry standard and satisfactory certification received. 

 

Before reconnection of supplies, as much “downstream” load as is reasonably practicable must be 

isolated. 

 

6.34.5 Roof Access Permits 
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The University has a number of ventilation systems, located on roofs, which could potentially 
contain noxious or poisons gasses. 
These include: 

 Huxley 

 Jack Ashley 

 Lennard Jones 

 William Smith 

Any access to the above roofs is strictly prohibited without a “Roof Access Permit”, issued by the 
responsible officer located at that establishment. 
 

6.34.6 All work associated with the University Science Park Buildings 
A separate, individual permit to work system controls any work that takes place within or associated 
in any way with the University’s Science Park.  
 
Under NO circumstances shall any works be carried out without the said permit to work, issued by 
the Estates and Development (Science Park Facilities Manager), located within the Estates and 
Development office. (Refer to section 6.8.6 for a full list of Science Park buildings). 
 
6.35 Reporting of Near Misses 
Reporting “near miss” incidents is an important part of the University’s Health and Safety culture, to 
be carried out by the Supervising Officer. 
 
All near misses (i.e. accidents or incidents which do not result in injury), should be recorded on an 
“Accident/Dangerous Occurrences Report” available from the Estates and Development Reception. 
The tick box on the form must be checked in order to indicate “Dangerous Occurrence” (as opposed 
to accident). This form should then be processed in the same way as an accident. (See below) 
 
6.36 Accident Reporting 
All accidents must be recorded by the Supervising Officer, in the appropriate accident record book 
held in the building or section where the accident occurred. 
The white copy must be removed from the duplicate book and sent to the Department of 
Occupational Health & Safety, while the pink copy must be stored securely and confidentially within 
the department. 

 
The attention of contractors is drawn to the requirements of the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 (RIDDOR).   
 

Note: 
Contractors are responsible for recording and reporting injuries and dangerous occurrences to their 
employees, arising from the contracted work. Details of such incidents must also be reported to 
Estates and Development office and where applicable, the Health and Safety Executive. 
 

 
6.37 CDM Compliance 
All contractors and respective operatives shall be required to comply fully with the Construction 
Design Management Regulations 2015 (CDM Regulations), i.e. Designers and/or Principle Designers 
shall be required to ensure that all aspects of safety have been adequately assessed and planned for, 
both during the construction works and for the building's use and maintenance during its lifetime. 
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Where more than a single contractor is involved in works, it is necessary that one contractor take on 

the role of “Principal Contractor”. In such cases, the nominated Principal Contractor is required to 

comply with respective “Principal Contractor” duties.  

Likewise, where a contractor is identified as a “Sub-Contractor”, they, in turn, shall be required to 

comply with their respective duties, as stipulated within the CDM Regulations. 

Note: In some instances, a single contractor may undertake more than one of the above roles, 

subject to size and complexity of the works. 

In all instances, the University shall be classified as “the client” in terms of the CDM Regulations. 

Note: 
Where works are deemed as “notifiable” to the HSE under the CDM Regulations, under NO 
circumstances shall any works commence until the relevant F10 form has been processed. 
 

 
6.38 University Policies 
Contractors are advised that Keele University has in operation a number of individual policies that 
will impact upon their activities and duties. Contractors are required to comply fully with the 
respective requirements of such policies. These include: 
 

 Asbestos 

 Legionella 

 Electrical Systems  

 Gas 
 Lifts 

 
6.39 Noise  
The use of audio equipment is not permitted on University premises.    

All work is to be carried out in accordance with the "Noise at Work Regulations". 

6.40 Representing the Estates Department 
All providers representing Keele University Estates and Development directorate shall, at all times: 

 

 Be courteous 

 Dress appropriately for the job 

 Be polite  
 

6.41 Current/ Pending Enforcement Notices 
The contractor shall advise the Supervising Officer of any current or pending enforcement notices. 
This will not necessarily prevent the contractor being allowed to undertake work on site, subject to a 
review of evidence that they have made sufficient improvements & changes to practice. 
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7. Glossary of Terms 
Estates and Development office – Estates and Development office, located within the William Emes 

Building. 

Responsible Person – The University has a number of designated Responsible Persons. These 

persons are specialists within their respective areas of employment with appropriate knowledge, 

training and experience to provide advice to respective Supervising Officers. (These include 

Asbestos, Electrical Safety, Gas Safety, Health and Safety and building). 

HSE – Health and Safety Executive is the body responsible for the enforcement of Health and Safety 

regulations in many workplaces in Britain including those operated by the University. 

RIDDOR – Regulations requiring the reporting of injuries, diseases and dangerous occurrences to the 

HSE “Reporting of Injuries, Diseases and Dangerous Occurrences Regulations” 

Risk Assessment – A written assessment of the risk involved from undertaking an activity. 

Contractor - an individual or private company engaged by Keele University to carry out work on 

campus buildings, land or work on behalf of the University in any location to carry out specific work, 

tasks or projects.  

Intrusive work - Situations where work may or will involve disturbing the fabric of a building and/or 

disturbing/installing/maintaining any utility of that building. 

Works – Any work or activity that is associated with or likely to impact on the University’s buildings. 

This includes, although not limited to, maintenance, refurbishment, decorating, wiring, plumbing, 

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

ACM  - Asbestos containing materials 

Supervising Officer – The University officer responsible for instructing a contractor to undertake 

works on behalf of the University (Supervising Officers should not authorise any works beyond the 

limits of their competence, training, knowledge and experience). Where necessary they should seek 

advice from the respective Responsible Person before proceeding. 

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. 

Workplace Safety Plan - 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. 
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Appendix 1 – Hot Work Permit 
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Keele University - Hot Work Permit 
 

This form is applicable to all works involving flame, sparks, welding/cutting equipment (and some hot air equipment) where 

potentially flammable materials are within 10m of the work area and the work cannot be carried out somewhere safer.  

Exact location of work: ……………………………………………………………………………………………………………………………………. 
Specific details of work: ………………………………………………………………………………………………………………………………….. 
Date of work: ………………………..            Proposed start time: ……………………         Proposed finish time:  
Special precautions/Comments:………………………………………………………………………………………………… 
 

CHECKLIST BEFORE HOT WORKS BEGIN Yes No N/A 
A At least 2 suitable fire extinguishers available in the immediate work area with a suitably trained 

person present (ideally the person doing the hot work) 
   

B Automatic fire detection isolated in the work area. Security & Building Manager to be informed 
of the start & finish of the isolation. 

   

C Where possible, all combustible materials to be removed from within 10m of the work area, 
including floors above & below or areas behind/within walls or partitions etc., which may be 
affected by direct or conducted heat. 

   

D Where it isn’t possible to remove combustibles, they must be protected with a suitable heat-
resistant shield or any gaps filled in. 

   

E Adequate ventilation required in the work area. Any enclosed vessels which cannot be moved 
away to be emptied and tested to ensure they are free of flammable materials. 

   

F Identify gas pipes or other services near the work area and protect/isolate, as necessary.    

G All persons involved know how to raise the fire alarm & are aware of the emergency procedures    

H All other contractors are aware of the hot works and are not using solvent-based paints or other 
flammable chemicals. 

   

I All contractor staff involved in the work have completed the Keele Estates and Development 
induction. 

   

J This is classed as high risk because of the type of work and proximity of flammable materials.    

I declare that the Authorised Person (the person directly supervising or carrying out the works) has been made 
aware of the above requirements and has read the attached guidance. 
 

Authorising person: ……………………………… Signature: ……………………………………………   Mobile no.:  
 

Department: …… …………………………………………………..         Date: ……………………….       Time:  
 

I accept receipt of the permit and agree to comply with all the requirements listed and attached guidance. 
 

Authorised person: ……………………………………….  Signature: ……………………………………   Mobile No.:  
 

Company name: ……………………………………………………………  Date: ………………………        Time:  
 

CHECKLIST AFTER HOT WORKS ARE COMPLETED YES NO N/A 
 All residual waste materials removed and safely disposed of, leaving the area clean.    

 All work equipment removed    

 Ring Authorising Person when 60 min’ fire watch starts (end of hot works) Time hot works ended  
 

I declare that the works have been completed and the area left safe, following a 60 minute fire watch. 
 

Authorised person: ……………………………………….. Signature: …………………………....Date: ………………………. Time:  
 

I hereby declare the permit cancelled. 
Authorising person: …………………………………………Signature: …………………………… Date: ……………………….Time:  
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Keele University - Hot Work Permit - Guidance 

This form must be completed, where there is a foreseeable risk of the works creating a fire situation. Such works 

would include: 

 All work within buildings involving a naked flame, welding equipment and sparks being generated from 

cutting or grinding. 

 Some work involving hot air equipment, where there are volatile materials in the vicinity, such as 

adhesives, for example when gluing down floors. 

 External works will generally be exempted, unless they are within 3m of flammable materials. 

Where possible the work should be carried out outside, away from flammable materials and the public. 

Blowlamps and gas cylinders must be changed outside. 

Where this is not possible and the flammable materials cannot be moved away from the work area: 

 The flammable materials including carpets and wall coverings etc., must be covered with a heat resistant 

mat or similar.  (Wetting of floor coverings and applying a layer of sand may be an acceptable alternative) 

 All holes through walls, ceilings or floors must be blocked with a non-flammable material to prevent 

flames/sparks etc. from spreading to other areas. 

 Building panels should be checked for flammable internal construction materials. 

 There must be two extinguishers in the work vicinity suitable for the flammable material and the people 

carrying out the hot work must trained and qualified in their use. 

 All internal areas should be adequately ventilated. 

 When heating metal pipes, care should be taken to ensure that the heat cannot be transferred to 

flammable materials elsewhere along its length. 

As soon as the hot work is complete, the authorising person should be telephoned so that they may attend to 

carry out a fire watch for at least one hour, until the area can be declared safe. For higher risk works, such as the 

use of naked flames or where flammable materials cannot be removed to a safe distance, the authorising person 

MUST attend, or send a representative, immediately. Failure of the authorised person to call when the hot work 

element is complete, WILL result in the sign-off of the permit being delayed, until a one hour fire watch can be 

demonstrated and confirmed. 

It should be noted that the same level of supervision will need to be arranged for out-of-hours working 

After the works are complete, all materials must be removed from the work area. 
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Appendix 2 – Permit to Dig 
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Keele University – Permit to Dig 

 
This permit is required by anyone carrying out excavation or any other work involving ground penetration, for 
whatever reason, throughout Keele Campus but does not in itself guarantee safety. 
 

Section 1: To be completed by the originator of the work or their representative. 
   
Exact location of dig or spike: …………………………………………………………………………………………………………… 
 
Specific purpose of dig or spike: ………………………………………………………………………………………………………. 
 
Date of work: ………………….Proposed start time: ……………………Proposed finish time:………………………..  
 
Special precautions/Comments:……………………………………………………………………………………………………….. 
          
Name: ………………………………………………..Signature:…………………………………………Date:………………………….. 

 
Section 2: To be completed by the department responsible for granting authorisation. 

 
Restrictions:……………………………………………………………………………………………………………………………………….
             
Service Isolation required (delete as appropriate):    YES/NO  If YES, sub-permit ref.............……………..
   
Service drawings available and issued (delete as appropriate):    YES/NO 
 
Name:………………………………………………..Signature:………………………..................Date:……………………………. 
 
Department:……………………………………………………………………………………………………………………………………… 
 
Name of person who carried out initial scanning checks:………………………………………………………………….. 
 
Is the person named below qualified to undertake scanning? (delete as appropriate): YES/NO 
 
Name:…………………………………………………Signature:……………………………………….Date:……………………………. 
 
Department or Company:…………………………………………………………………………….Time:…………………………… 

 
Section 3: To be completed by the team leader in charge of excavation. 

 
3a: Prior to commencement 
I have studied the available service plans and accept the restrictions imposed 
 
Name:…………………………………………………Signature:……………………………………....Date:…………………………… 
 
Department or Company:…………………………………………………………………………….Time:…………………………… 
 
3b: Excavation Complete 
Name:…………………………………………………Signature:…………………………………….….Date:…………………………… 
 
Department or Company:…………………………………………………………………………….Time:…………………………... 
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Appendix 3– Enclosed Spaces Permit
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Keele University – Enclosed Spaces Permit to Work 

Detailed location of work  (Plant ID if appropriate) Description of task/s 

Hazards identified (including any introduced by use of PPE etc.) Overlapping permits, if any 

 

1 Is the space substantially or totally enclosed? 
 

Yes – Move to section 2 

No – Move on to section 4 
 

2 Is there a risk of one or more of the following? 

If “YES” to ANY, The area is a CONFINED SPACE * ;        If “NO”  to ALL, Move on to Section “3” Yes No 

a Serious injury due to fire or explosion   

b Loss of consciousness arising from increased body temperature   

c Loss of consciousness or asphyxiation arising from gas, fume, vapour, or lack of oxygen   

d Drowning from an increase in the level of a liquid   

e Asphyxiation arising from a free-flowing solid or being unable to reach a respirable 
environment due to being trapped by such material. 

  

 

3 Will the work to be done in the space introduce one or more of those risks? Yes – The area is a confined space * 

No – Move to section 4 

*  If the area is designated as a CONFINED SPACE, a specific risk assessment and method statement must be prepared before any work may be 
considered and you MAY NOT continue with this form.         N.B. The RESERVOIR is ALWAYS a CONFINED SPACE! 

4  Yes No N/A 
Are you qualified /trained to undertake this work?    
Has the asbestos register been checked?             (If the building is post 2000, put date here -                  )  Survey No: 

If asbestos has been identified, you must seek advice from the “Asbestos Responsible Person” or their Deputy 
˟ Have services/equipment been isolated:  gas /electricity /water /fuel /steam /other -    
Is adequate ventilation by natural air flow/ mechanical means in place?      
Are means of access to and escape from the work area acceptable?    
Are adequate emergency arrangements in place? (Please specify below)    
Have equipment and pipes/tanks been drained and vented?    
Has potential ingress of fumes or other substances (e.g. excess rainwater if outside) been 
evaluated and control measures arranged? 

   

Have residues, sludges or other potential causes of fume been removed?    
˟ Has air testing for oxygen / toxic fumes / flammables  been completed?     
Have suitable means of communication been set up with a person outside?    
Has adequate lighting been arranged (including wind-up torches)?    
˟ PPE Required:  Gas monitor; Hard Hat; Eye Protection; Gloves; Overalls; Mask(General); 
Asbestos Mask; Asbestos Overalls; Escape breathing apparatus; Other -   

   

   

Comments: (˟ Delete as appropriate ) 

# Authorisation by responsible person (sign and print name)   (Authorised issuer) 

Name: Sig: Date: 

# Acceptance by workers that they have read, understood and will follow permit  

Names: 
 

Sigs: Date: 

Time Permit starts: Time permit expires: 
Authorisation to extend permit to:                                   Signature and name of Authorised issuer 

New time:  Name:          Sig: 

Sign off that work is completed / suspended (delete as appropriate)          

Supervisor of staff working in confined space: Authorised issuer: 

Name: Time & date: Name: Time & date: 

Sig: Sig: 
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Keele University – Enclosed Spaces Permit - Guidance 

The detailed location of the work must be clear and known to all those involved, with, where necessary, set 
boundaries. 
 
Hazards identified may relate to access difficulties etc. or nearby risks to be avoided, such as the presence of 
asbestos containing materials (ACMs) 

 
Totally enclosed areas would include ducts, cellars and ceiling voids for which this form is primarily intended. It 
would not generally include domestic loft spaces or rooms on or above ground level, even with only one door, 
unless there was another specific risk, such as a walk-in fridge or another airtight room. 
The RESERVOIR, however, is ALWAYS to be classed as a CONFINED SPACE under the Regulations. 
 
The asbestos register must be checked and appropriate actions, including the wearing of suitable PPE 
implemented, where it has been located, particularly if there is a risk of disturbance. 
 
Airflow must be created, as a minimum, by having a second access to air, other than the entrance.  
This may be achieved by lifting a second duct cover or, where natural ventilation is not possible, using 
mechanical ventilation.  
Any lifted manholes must be protected by a member of staff or guardrails. 
Emergency procedures must be related to the risk and ensure that a person with a medical condition may be 
safely removed from the “enclosed” space.  
 
Although this permit is for use in “Enclosed” spaces,  NOT “Confined” spaces, Keele procedures still insist that 
the air is tested both before entry and during works. 
 
It must be possible for the person outside the “enclosed” space to regularly contact staff within, to check their 
safety/health. In a duct it may be necessary to use “walkie-talkies” or similar. 
 
Adequate lighting should be in place to ensure safe evacuation, in all circumstances.  
A secondary lighting supply, such as a torch (ideally wind-up) should be available, to assist escape, in the event 
of failure of the primary light-source. 
 
PPE should be appropriate to the risk. (For example, disposable overalls and P3 masks will be required to enter 
ducts such as Horwood and other areas where asbestos has been identified in a friable state) 
 
“Enclosed” Spaces permits may only be issued for a day, to ensure that staff are accounted for. 
 
All staff working in the “Enclosed” Space or as part of the team must sing the permit and be aware of its 
requirements. 
 
If work is to overrun the original estimate, the permit may be extended by authorisation of the original issuer. 
 
The permit must be signed-off by both parties, at the end of the working day. 
 
 
The person issuing the permit MUST NOT be involved in the work itself! 
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Appendix 4– Services Isolation and Reinstatement Permits & Requests 

     

4. a Services Isolation Request 
4. b Services Master Permit 
4. c Services Sub Permit 
4. d Sanction for Temporary Reconnection of Normal Supply 
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Keele University – Services Isolation Request 
 
 

 

                                                                                                          

 

Isolation Request Note 

 

 To (Co-ordinating department)………………………………..………………………………..…Date……………………………..………. 
 
 From…………………………………………………………………..Dept.………………..………………Phone………………………………..…  
 
 Signature of Applicant………………………………………………………………………………………………………………………………… 
 
 
   Please arrange for the following plant to be isolated to ensure safe working conditions. 
 

BOUNDARIES OF ISOLATION TO BE FULLY STATED. 
 
  ………………………………………………………………………………………………………………………………………………………………… 
   
  ……………………………………………………………………………………………………………………………………………………………..… 
 
  ………………………………………………………………………………………………………………………………………………..……………… 
 
  ……………………………………………………………………………………………………………………………..………………………………… 
  
  
 Reason for Request…………………………………………………………………….…………………………………….…………………….         
 
   …………………………………………………………………………………………………………………………….…..…………………………… 
 
   ……………………………………………………………………………………………………………………………………………..……………… 
 
 Section working on Plant………………………………………………………………………………………………………………………... 
 
 Isolation to be completed by………………..……….am / pm.   Date……………………………………..……………………….. 
 
 Anticipated duration of work………………………………..Hours 
 
  Issue Sub-Permit to   ……………………………….…………………………………………………………………………………………… 
 
   ..…………………………………………………………………………………………..……………………………………………………………… 
 
   ..…………………………………………………………………………………………………………………………………………………….  

Number 
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Keele University – Services Master Permit 

 

 

 

MASTER PERMIT TO WORK 

Number 

Cancelled by 

(Co-ordinator) 

  

 

 
 Date   

 

   

Isolation     

PLANT DESCRIPTION AND ITEMS OF PLANT TO BE ISOLATED (To be completed by co-ordinator) 

    

    

    

METHOD OF ISOLATION ( To be detailed by relevant signatory ) 

ELECTRICAL ISOLATION 

    

    

SIGNED:                           DEPT DATE TIME 

MECHANICAL ISOLATION:    

    

    

    

OTHER SUPPLIES ISOLATION:    

    

    

SIGNED:                           DEPT DATE TIME 

SUB PERMITS OBTAINED FROM OUTSIDE SERVICES ( To be completed by co-ordinator ) 

SUB PERMIT NUMBER                                          CREATING SERVICE 

THE PLANT IS SAFE TO WORK ON 

SIGNED ( Co-ordinator ) : 
DEPT DATE TIME 

SERIAL NUMBERS OF SUB PERMITS ISSUED    

     

SANCTION FOR THE TEMPORARY RECONNECTION OF NORMAL SUPPLIES/ APPLICATION OF TEST SUPPLIES (delete as required) 

ISSUED BY ( co-ordinator )                                                                             DEPT                      DATE                     TIME 

CANCELLED BY ( co-ordinator )                                                                      DEPT                      DATE                     TIME 

SANCTION NUMBER 

ALL SUB PERMITS SIGNED OFF AND RETURNED 

SIGNED ( co-ordinator ) 

DEPT DATE TIME 

ALL PERMITS FROM OUTSIDE SERVICES SIGNED OFF 

SIGNED ( co-ordinator ) 

DEPT DATE TIME 

SERVICES RESTORED SIGNATURE(S)            BELOW DEPT DATE TIME 

OTHER SUPPLIES    

MECHANICAL    

ELECTRICAL    
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Keele University – Services Sub Permit 
 
 

Sub-Permit to Work 

Number 

           xxxxxx 
 

 Of Master Permit Number  

 Department  

 Company  

Sub-Permit issued to: Date 

THE FOLLOWING PLANT HAS BEEN ISOLATED 

 

 

 

SAFETY PRECAUTIONS – EQUIPMENT – PROTECTIVE CLOTHING 

 

 

SUB – PERMIT ISSUED BY CO-ORDINATOR ( signature ) 

NAME (Print) DEPT DATE TIME 

    

SUB – PERMIT ACCEPTED BY ( signature ) 

NAME (Print) DEPT / COMPANY DATE TIME 

    

SUB – PERMIT RETURNED BY ( signature ) 

NAME (Print) DEPT / COMPANY DATE TIME 
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SANCTION FOR THE TEMPORARY 

RE-CONNECTION OF NORMAL SUPPLIES 

 

Note : During re-connection the Master Permit No 

Is suspended 

Number                           xxxxxx 

Cancelled by 

(co-ordinator) 

Date 

RE-CONNECTION REQUESTED BY DEPT DATE 

Purpose of the re-connection 

Scope / limitations of the work being carried out 

 

DATE REQUIRED DURATION INTENDED START TIME 

METHOD OF EMERGENCY SHUTDOWN 

 

THE FOLLOWING SUB – PERMITS HAVE BEEN WITHDRAWN AND ARE BEING HELD BY THE CO-ORDINATOR 

    

ALL OTHER SUB-PERMIT HOLDERS HAVE BEEN INFORMED OF THE IMMINENT RE-CONNECTION 

SIGNED (Co-ordinator) DEPT DATE TIME 

THE FOLLOWING SUPPLIES HAVE BEEN RE-CONNECTED (To be detailed by the relevant signatory) 

ELECTRICAL 

SIGNED DEPT DATE TIME 

MECHANICAL 

SIGNED DEPT DATE TIME 

OTHER SUPPLIES 

SIGNED DEPT DATE TIME 

THIS DOCUMENT IS UNDERSTOOD AND ACCEPTED BY 

SIGNED DEPT DATE TIME 

THIS SANCTION RETURNED BY 

SIGNED DEPT DATE TIME 

THE FOLLOWING SUPPLIES HAVE BEEN RE-ISOLATED (To be detailed by the relevant signatory) 

OTHER SUPPLIES 

SIGNED DEPT DATE TIME 

MECHANICAL 

SIGNED DEPT DATE TIME 

ELECTRICAL 

SIGNED DEPT DATE TIME 

SUB PERMITS RETURNED TO HOLDERS AND OTHER PERMIT HOLDERS INFORMED OF RE-ISOLATION 

 SANCTION NOW CANCELLED 

SIGNED DEPT DATE TIME 

Keele University – Sanction for Temporary Reconnection of 
Normal Supplies 
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Appendix 5– Risk Assessment & Method Statements  
(Minimum standards)
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Prior to starting work on any project the contractor must provide the following   
 

 
Specific Method Statement & Risk assessments 
 
These documents must be site specific and provided at least 3 working days prior to start of work ( 
Unless emergency works where a risk assessment shall be undertaken with all parties at the time 
of the work) 
 
 
The Method Statement should include the following information: 
 

 Detailed Description of task to be performed. 

 Detailed Location of works 

 List of equipment to be used to undertake this task. 

 List of personnel working on the task. 

 PPE to be issued. 

 Name and Contact details of lead person on-site. 

 Details of any connections to existing services 

 Permits needed to undertake the work 
 

The Risk Assessment should include the following: 
 

 Details of operations being carried out to complete described task. 

 The impact upon all areas and services concerned, including service outage 

 Any hazards present. 

 The effect of these hazards and whom they affect. 

 The probability of occurrence. 

 Risk rating. 

 Control Measures to be put in place for each identified hazard. 

 The effect after Control Measure implemented. 

 The probability after Control Measure implemented. 

 The final Risk rating after Control Measures implemented. 
 
 
Where the Contractor has sole occupation of a Ring Fenced Site 
 
The contractor will be accountable for developing a construction phase plan. The plan will 
incorporate details of risk assessments and method statements concerning hazardous works. This 
document will be reviewed by the Estate Contact to ensure it is suitably developed to allow the 
commencement of works.  
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Appendix 6 –Campus Plan 
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Appendix 7 – Tree Protection Zones 
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PROHIBITED ZONE – 1M FROM TRUNK 

Excavations of any kind must not be undertaken within this zone unless there has been consultation with 

the Head of Grounds or their nominated representative. 

DO’ & DON’TS in the PROHIBITED ZONE: 

Don’t excavate within this zone 

Don’t use any mechanical equipment in this zone 

Don’t store materials, plant or equipment in this zone 

Don’t move plant or vehicles within this zone 

Don’t lean materials or tools against the trunk 

Do contact the Head of Grounds if excavation is unavoidable 

Do protect any exposed roots  

Do backfill with a suitable inert granular and top soil material mix as soon as possible on 

completion of the work 

Do inform the Head of Grounds of any damage immediately it is discovered 

PRECAUTIONARY ZONE – 4x THE TREE CIRCUMFERENCE 

Where excavations must be undertaken within this zone mechanical excavation equipment must not be 

used. Precautions must be undertaken to protect any exposed roots. Materials, plant and spoil must not be 

stored within this zone 

If there is any question about this you must contact the Head of Grounds or their nominated 

representative. Don’t excavate with machinery – where excavation is unavoidable excavate by hand or use 

trenchless techniques 

DO’s & DON’Ts in the PRECAUTIONARY ZONE: 

Don’t cut roots over 25mm in diameter unless advice has been sought from the Head of Grounds  

Don’t repeatedly move / use mechanical equipment except on hard standing 

Don’t store spoil or materials including chemicals and fuel within this zone 

Do prune roots which have to be removed using a sharp tool (e.g. secateurs or a handsaw) – the 

wound must clean and as small as possible 

Do protect any exposed roots and remove any material before backfilling 

Do backfill with a suitable inert granular and top soil material mix as soon as possible on 

completion of the work  
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Do inform the Head of Grounds of any damage immediately it is discovered 

PERMITTED ZONE – BEYOND THE PRECAUTIONARY ZONE 

Excavation works may be carried out within this zone however caution must be applied and the use of 

mechanical equipment must be limited. Any exposed roots must be protected. 

DO’s & DON’Ts in the PERMITTED ZONE: 

Don’t cut roots over 25mm in diameter unless advice has been sought from the Head of Grounds 

Do use caution if using mechanical equipment within this zone 

Do prune roots which have to be removed using a sharp tool (e.g. secateurs or a handsaw) – the 

wound must clean and as small as possible 

Do protect any exposed roots and remove any material before backfilling 

Do backfill with a suitable inert granular and top soil material mix as soon as possible on 

completion of the work  

Do inform the Head of Grounds of any damage immediately it is discovered 
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Appendix 8 –Science and Innovation Park Contractor Access Arrangements
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Contractor and Estates Access to 

Keele University Science & Innovation Park 

 

Document     SBP / 003     

Page      1 of 3 

Responsibility of    Kylie Salmon 

Approved by     Chris Holland 

Issue      1 

Issue Date     June 2016 

Review Date     January 2017 

PURPOSE AND SCOPE 

This document will set out the process for working on Keele University Science and Innovation Park. To include; IC’s 

1-4, Stephenson Building, Nova Centre, Home Farm - Ground and First Floor. 

INDEX 

1. INTRODUCTION ................................................................................................................... 46 

2. SAFETY ................................................................................................................................. 46 

3. SECURITY ............................................................................................................................. 47 

4. PROCEDURE ........................................................................................................................ 47 

5. CONTACT DETAILS ............................................................................................................... 47 

6. CIRCULATION LIST ........................................................................................................... 4847 

 

1. Introduction 

1.1 Access required to a Science and Innovation building during normal office opening hours. 

1.2 Standard office opening hours – Monday to Sunday 7.00am - 9.00pm 

Access is available outside official opening hours 24 hours a day 7 days a week, and including Bank Holidays 

2. Safety 

2.1 No lone working without notification to Keele Security 01782 733004. 

Security need to be advised of presence in the building outside opening hours 9.00pm – 7.00am as the 

building alarm may need to be deactivated. 
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2.2  In the event of a Fire emergency security will inform the Fire Brigade of persons working within the building 

out of hours, in hours all tenants are responsible for their own staff, all visitors/contractors are checked 

against the signing in register. 

3. Security 

3.1 The Science Park buildings are alarmed and access controlled, although more than one individual can enter 

via the access key.  It is the responsibility of the Facilities Manager (FM) and tenants to preserve the 

security by not giving unknown persons access to the building or floors. 

3.2 Each Building has a reception and signing in book, all estates staff and any contractors need to sign in and 

out of the reception signing in book. 

4. procedure 

4.1 Inform the building Receptionist (if it has one), Facilities Manager (FM), Estates Helpdesk to arrange a 

convenient time for the works and coordination with the tenant or plant area where the repairs/ppm 

works  or reactive maintenance is required. 

4.2 Out of hours Inform 24 Hour Security on arrival and on departing 01782 733004. 

FM must be notified of all contractor/engineer visits prior to their arrival on the Science Park at weekends 

or out of hours.  

4.2 The contractor/engineer must only conduct work on the assigned equipment; under no circumstances may 
they handle any other company’s equipment or without prior approval from that organisation. 

 
4.3 Access is coordinated via Receptionist; Helpdesk, Security or FM, keys can be issued and recorded in the 

log. Permits may be required to work; this will be confirmed at the planning stage of the works. 
 

4.4 Access to all plant rooms must be logged in the buildings plant room log book, engineers or contractors 
name and date. Description of works carried out must be clear and either signed off complete or further 
remedial works required. 

 
4.5 When works are complete, engineers need to sign out of the buildings reception signing in/out book. 

Confirm with the receptionist if works are complete or further action /follow up is required. 

5. Contact details 

Name Company  Contact Details 

Keele Security 24 hour E&D  01782 733004 

Chris Holland E&D 
01782 733841 

07816 879621 

Estates Help Desk E&D 01782 733137 
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6. Circulation list 

1. FM Chris Holland 
2. Security 
3. Estates Help Desk 
4. Receptions IC1,2,4 
5. Estates Operations/trades  
6. Contractors
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Appendix 9 –Workplace Safety Plan



 

50 

 



 

51 

 

Appendix 10 –Workplace Safety Plan – Process Map  
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