ROTHERHAM DONCASTER AND SOUTH HUMBER NHS FOUNDATION TRUST

NOTICE TO CONTRACTORS – WORKPLACE RESPONSIBILITIES

These guidelines cover some basic requirements that apply on the sites where you will be working and have been prepared for your benefit. By following these guidelines you will be ensuring that risks to yourselves, patients and others are minimised. Nothing in these guidelines absolves contractors from their duty to comply with the Health & Safety at Work Act 1974, all other statutory regulations, Trust policies and all current applicable legislation and guidance notes. Where appropriate the Contractor shall provide copies of method statements/risk assessments related to the works to be carried out. Safe systems of work, as agreed with the Estates Department shall be employed at all times. An induction by the estates manager organising the work will be provided where practicable and appropriate. All contractors’ personnel shall be suitably qualified and competent to carry out their work/duties in a safe manner at all times. A permit to work may be required for the following tasks:

· Work at heights/Work in roof spaces/lofts and ducts (including asbestos risk)/ Excavation/trench works/Work on electrical systems and piped medical gases/Hot works.

You must comply with the below:

1) Power tools must be fitted with a residual current device or be 110 volt or battery operated. Electrical extension leads must be correctly terminated and free from joints or damage. All portable electrical equipment including extension leads must have been tested and be within its certification period.

2) Personal protective clothing must be worn and be suitable for the work to be carried out. All health service premises are ‘no smoking’ sites, including external areas and in your vehicle. Behave in a responsible manner at all times, the use of bad language is strictly prohibited

3) Abide by any speed limits . By using the Trusts car parking facilities you agree to comply with the Trusts vehicle safety and parking policy (applicable to Tickhill Road Site/Woodfield Park only). You must park in a designated parking bay or as agreed otherwise with the supervising officer. A parking charge notice may be issued for non-compliance with the policy.

4) Obtain a telephone contact number for the estates manager organising the work. If you come across any suspected asbestos products that you may disturb then cease work immediately and seek advice.

5) Make yourself familiar with location of the nearest fire alarm activation point, suitable fire appliance, fire exit and assembly point. Ask what you should do if you accidently activate the fire alarm system. On the Tickhill Road/Woodfield Park site then contact switchboard on the emergency number by dialling 2222 from an internal phone or 01302 796622 from a mobile and confirm your location and identity to the switchboard operator. 

6) Only carry out work that has been agreed with the estates or other manager. You are only allowed access and egress only to the area where the work is to be undertaken. No access to any other area is granted. You may be requested to carry a staff attack device and you may be provided with a checklist as part of your induction for higher risk areas. Ask the Estates Officer/Manager if there are any restrictions in the area where you will be working. You may also be requested to ‘sign in’ and ‘sign out’ of a visitors book in the area that you are working. Report to the person in charge of any ward or department on your arrival. In ward and therapy areas do not leave any tools, equipment or materials unattended- these may be used by patients as weapons or by patients to self-harm.

7) When working in a ward or other clinical environment ensure that you observe hand hygiene and other infection control instructions.

8) Under no circumstances must you operate any electrical switching without authorisation from estates personnel. 

9) Any specific environmental considerations relating to your area of work will be made aware before work commences. The Trust has an emergency spillage procedure for the accidental spillage of oils and chemicals. If a spill occurs on the Tickhill Road/Woodfield Park site you must notify the manager organising the work or the Tickhill Road Switchboard (01302 796000) as soon as possible to enable the procedure to be put into action.

10) Combustible waste materials must not be left accessible at the end of a working day, tidy up as work progresses. Keep all corridors and fire exits clear. Any waste arising shall be removed by the you unless otherwise agreed. Copies of waste transfer notes (consignment notes for hazardous waste) shall be provided to the Trust by the contractor. In certain circumstances contractors will be allowed to deposit waste in Trust facilities, however this will only be with written agreement from one of the estates managers. Any damage to the grounds caused by your activities will be to your cost.

11) In the course of your work you or your staff members may observe, hear or see confidential information about patients, members of staff or other health service business. On no account must any information relating to the Trust, its patients and staff be divulged to anyone or any other organisation. Cameras are not permitted to be used without the express permission of the estates manager.

12) Keys must be returned at the end of the working day unless the contract extends beyond that time. In this case, the keys and badges must be returned to the reception at the end of the contract. In the event of non-return of keys, a fee of £10 will be charged to the contractor concerned.

By signing below, I accept that I have read, understood and will comply with the above requirements. If there is anything that I have not understood I have asked about.

Company ………………………………………………………………………………………………………

Print Names (1)……………………………………………(2)…………………………………………………

(3)……………………………………………(4)…………………………………………………….

Signatures (1)………………………………………..……(2)…………………………………………………

(3)……………………………………………(4)…………………………………………………….

Mobile Phone Contact Numbers …………………………………………………………………………….

Vehicle registration numbers…………………………………………………………………………………

Date Contractor arrived on site:………… time…….…Estates Contact Name: ……………………..

COPIES OF THE TRUSTS FULL HEALTH AND SAFETY INFORMATION AND SITE RULES FOR CONTRACTORS, PERMIT TO WORK PROCEDURES, WASTE, ENVIRONMENTAL AND OTHER POLICIES ARE AVAILABLE DURING OFFICE HOURS AT THE ESTATES DEPARTMENT, TICKHILL ROAD SITE

For completion by Estates Personnel
Badge issued: yes/no  Expiry Date: ………………..Key issued.: ………… Key Returned: yes/no

(Badge to be date stamped – badge cannot be used if date has expired)

Signed (Estates manager) …………………………………

(For Office Info – Please ask visiting contractors for a contact name in Estates and verify that they are expected)- 26.11.18
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