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1. Introduction
UCL Estates expects that contractors will carry out their activities in a manner consistent with UCL Professional Services values of mutual respect, excellent service, collaboration, empowerment and innovation.  

This requirement extends to all contractors ensuring that they, their employees and subcontractors, demonstrate consistent compliance with UCL health, safety and sustainability standards as a minimum and commit to continuous improvement in these areas.

All works will be carried out to limit the adverse environmental impact of the construction activities on the surrounding environment and ensure that UCL staff, students and contractors are safe. 
Whilst some of the requirements outlined within this document may not be applicable to smaller scale projects or maintenance works, the general principles, legal compliance and best practice elements should be adhered to by all contractors.  
2. Overview and application
Compliance with the UCL Estates EHS Rules for Contractors is part of the contractual requirement for contractors working on UCL premises.  The Rules are an integral part of the way UCL expects contractors to operate and resources required for compliance should be considered during the tendering and planning stages.

The flow chart below shows an overview of the UCL Contractor engagement process in relation to the application of these Rules.

	Stages
	
	
	EHS Rules for Contractors

	
	
	
	

	Works Initiation (tender / mini-bid, quotation etc.)
	
	
	· Contractor confirms that compliance with the Rules is achievable on submitting tender/price.

	(
	
	
	

	Deliverables agreed
	
	
	· Contractor enters contract with Employer confirming deliverables and compliance with Employers Requirements (including the EHS Rules for Contractors)
· Prior to commencing on-site, contractor pre-start Risk Assessments and Method Statements (RAMS), Construction Phase Plan, Environmental Management Plans, Site Waste Management Plan and Fire Risk Assessment are reviewed by UCL or its designated lead
· The contractor will ensure that the requirements of this EHS document and project specifications are incorporated into all contracts, sub-contracts and suppliers contracts as relevant

	(
	
	
	

	Deliverables are implemented


	
	
	· Contractor follows required plans prior to commencement of contracts, including those stipulated in these Rules. 
· Any deviation from RAMS or plans to be notified to UPO/USM
· Contractors induction to be consistent with Rules
· Monthly reporting by contractors (See Section 9)
· UCL will monitor compliance with requirements.

	(
	
	
	

	Deliverables are completed
	
	
	· UCL reviews compliance with these Rules as part of hand-over and project closure
· At the completion of the works all plant & equipment and temporary buildings shall be removed from the site. All land including footpaths, loading areas, highways or other land occupied temporarily shall be made good to the satisfaction of UCL.
· Contractors pass Health and Safety File & O&M Information to UCL.


This document specifies the requirements (categorised by topic) and details the consequences for non-compliance.  Compliance by contractors with legislative requirements as a minimum is assumed and the relevant legislation is listed (non-exhaustive) at the end of this document.
3. Consequences for Non-Compliance
Non-conformance with these rules is considered a breach of your contractual obligations and will be treated by UCL Estates as a serious issue.  If a UCL Estates staff member becomes aware of non-conformance it will result in UCL representative and relevant stakeholders meeting with the main contractor to develop an action plan ensuring risk of future incidents are managed.
Non-conformance may be escalated to the Estates Leadership Team and the contract will be at risk of being suspended. Consistent non-conformance may affect the ability of the contractor to win future work with UCL.
Any member of UCL Estates staff has the authority to stop an activity should a serious safety or environmental issue be observed. 
4. General requirements
· Liaise with your University Project Officer (UPO) or University Service Manager (USM) if any clarification is required or any problems complying with these rules are expected to arise.
· Notify the UPO/USM if there is any deviation from the standards set out in this document and discuss with UPO/USM so that remedial actions can be agreed.
· Ensure all relevant rules are communicated to all your employees, sub-contractors and visitors. 

· Ensure you and your employees carry identification at all times, in particular the access card issued during the UCL induction.
· If you believe that the current arrangements are causing a risk or are problematic, raise this with your UPO/USM so that a solution can be determined.
· Co-operate with UCL appointed representatives (e.g. UPO, USM, security staff, and safety services) in the undertaking of their duties. 

· Be prepared to cease work immediately should there be any concerns as to the safety of persons or pollution of the environment until matters are resolved.
· Allocate responsibility for the monitoring of the safety and environmental controls to a suitable qualified and experienced person(s). 
· Adhere to specific environmental assessment scheme requirements (e.g. BREEAM, Ska, Mini Ska) and achieve all targeted ratings.
· Ensure compliance with UCL's Sustainable Design Specification. 
· Ensure your employees (and any sub-contractors) behave appropriately and professionally and are polite and courteous to the public, staff, students and other contractors.  In  particular the following behaviour from contractors will not be tolerated:
· spitting
· using abusive language, innuendo or similar derogatory behaviour 
· graffiti or other types of defacement of UCL property
· loitering in large groups
· using mobile devices whilst on duty
· engaging in conversation with parties who direct abusive or inappropriate comments towards them (such behaviour should be reported to line management) 
5. Risk management
Ensure all works taking place on UCL premises (or on behalf of UCL) by you and your sub-contractors are covered by suitable and sufficient Risk Assessment and Method Statements.
Consider hazards related to environmental sustainability as part of your risk management plans:

· waste / litter

· noise & vibration

· dust

· use of plant

· chemicals

· asbestos

· pollution; release to water, land and air

For hazardous substance, have available a COSHH assessment together with the latest version of a Materials Safety Data Sheet (MSDS) available prior to any work commencing (including measures for managing spills).
5.1
Business at Usual & Risk Management Calendar 

UCL Estates operates a Business As Usual (BAU) and Risk Management calendar to record all pre-planned Special activities that may affect BAU @ UCL. When planning your works at UCL you must consider the impact on UCL’s operations and other project works. 

The types of Special activities that will be recorded on the BAU calendar are listed below;

· Significant Events:

E.g. VIP Visits; Pre-Planned Student Protests; Open Days; Closure Days; Exams; External Events; Exam Periods. 

· Perceived Risk affecting BAU:

Any event or activity a manager believes may affect BAU or affect access to part(s) of the Estate. 

· External Areas or Environments affecting BAU:

E.g. Crane Operations; Excavations; Scaffolding; External Window Cleaning; Road Closures; Severe Weather Warnings; Working from Height; Changes to Fire Exit routes or assembly points.

· Capital (& SMP) Projects – Substantial Activities affecting BAU:

E.g. Infrastructure Shutdowns; Diversions; Crane Operations; Excavations; Excessive Noisy Works; Scaffolding; PC/Handover/Defects.

· Infrastructure - Planned Shutdowns:

E.g. HV/LV and Generator; Gas, Water (Including Testing and Dosing); Heating; Cooling; Process Cooling; ISD Services; Lifts; Lab Closures; Security Systems; Life Safety Systems; Alarm Isolations; Card Access Systems.

· Asbestos Activities (including Capital & SMP Projects):

Any Asbestos Decontamination Units, notable remediation, and air monitoring works.

· Local Authorities Activities (including Govt. Infrastructure Works) affecting BAU:

· Any notable activities by Camden, Westminster, or other Council; High Speed 2 (HS2); UK Power Networks (UKPN); British Gas; British Telecom (BT); Thames Water; Road Closures/Road Works; Public Protests
6. Performance and assurance
· Conduct weekly site health, safety and environmental inspections and retain a report which will be made available for inspection by UCL when requested. 

· engage with the UPO/USM to determine what action will be taken to rectify the situation, if the UPO/USM becomes aware of :

· any non-compliance of these rules or 

· any circumstances which may give rise to accident or other dangerous occurrence or environmental incident 
7. Induction and training
· UCL requires; 
· Contractor managers (including subcontractors) to hold the CITB 5 day Site Managers Safety Training Scheme (SMSTS) or equivalent qualification. 
· Contractor supervisors (including subcontractors) to have sufficient knowledge of health and safety gained from a construction specific training course of at least two days duration, (eg. SSSTS)
· All individuals attend the UCL Safety Induction session (including sub-contractors)
· All contractor organisations to attend the UCL Logistics Workshop session (if doing construction-related works on the Central Campus)

· All employees and other people including sub-contractors entering your site must:

· Receive a site-specific/local induction (including a fire safety briefing – to understand the fire and emergency arrangements for the location) prior to starting work.
· Be registered with the Construction Skills Certification Scheme (CSCS) or equivalent body.
· Be competent in the tasks and activities they are specifically required to carry out and possess appropriate certification where relevant e.g. PASMA / IPAF
· attend tool box talks which are relevant to the risks of your activities.
· Ensure all induction and other training takes into account the audience and takes into consideration special situations such as where English is a second language.
· ensure accurate and up-to-date records, including full names and next of kin, are kept and be readily retrievable including:
· induction training, fire briefings and tool box talks delivered
· verification of competency and possession of any certification for each individual

· verification that safety instructions have been read and understood 
8. Accidents, incidents and observation reporting 
UCL requires continuous reporting of all incidents (including environmental incidents) be reported by all Contractors via the Site Field Tool – Infobric Field and this should mirror the data submitted in the Monthly H&S Stats Information for Projects on Site  
· Positive observation – positive events and observations connected to H&S processes. 
· Risk observation (Hazard observation) - A hazard that has been observed and has a potential to cause harm.
· A Near Miss incident. The term near miss incident has two connotations:-  
· An event that, while not causing harm, has the potential to cause injury or ill health.
· A set of conditions or circumstances that have the potential to cause injury or ill health but results in an undesired circumstance:

· Accident - includes an incident or an unplanned event that results in injury or ill health;  (In this guidance will be taken to include dangerous occurrences);  that results in injury or ill-health to people, harm to the environment or damages equipment, property or materials
Reporting incidents should include an Initial Incident Report (IIR) and (steps in SharePoint) investigation where required within 10 days as required by UCL Safety Services. A record of all incidents shall be maintained as detailed below that result from your activities whilst carrying out UCL’s undertakings on UCL premises or any works associated with UCL. 

Examples but not limited to: 

· accidents involving injury or ill-health
· fire incidents

· near-miss incidents
· road accidents

· damage or loss

· pollution incidents

· hazard observations
· security incidents

When requested by UCL - use the RiskNET reporting system, to report incidents. 

https://www.ucl.ac.uk/safety-services/
9. Reports to UPO/USM
Report to the UPO/USM, as soon as possible;
· ALL incidents reportable under RIDDOR (Reporting of Injuries, Disease and Dangerous Occurrence Regulations
· security issuesReport to the UPO/USM, on a monthly basis, 
· Cumulative accident frequency rate
· A summary of all incidents and their corrective actions
· Site safety inspection reports
· Considerate constructors scheme score (if applicable) 
· Vulnerable road users protection % of FORS / CLOCS compliant vehicles across supply chain 
· Number of tool box talks given
· Percentage of management staff (include subcontractors) with CITB safety training. 

· Records of all communications from public, local community or Local Authority. 

· Waste records on a monthly basis and a final summary 
· An energy and water use log that meets Ska or Breeam requirements 
10. Emergencies 
	In the case of emergency on a UCL site, contractors should call (2)222 
from any UCL phone or 02076792222 from any phone


Contractors must; 

· Produce emergency plans and fire evacuation plans appropriate to the site. 

· Produce suitable spill response procedures in consultation with the UCL. 
· Provide spill kits, positioned in vulnerable areas. These must be inventory and maintained
· Give briefings and toolbox talks on the procedures will be provided to site personnel to raise awareness.

11. Clothing and Personal Protective Equipment (PPE) 
Personal Projective Equipment should be worn as identified in risk assessments. 

· PPE worn must be clean and presentable at all times

· Shorts are not permitted to be worn.

· hi-vis jackets worn must be coloured yellow and displaying the text:
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12. Communication equipment and radios
· Do not use audio equipment to play music 
· Use mobile phones only in agreed areas for your site. 

13. Smoking, drugs and alcohol
· UCL is a smoke-free workplace (including E-Cigarettes), however you can establish smoking areas. The smoking areas must be equipped with fire extinguisher and an ashtray. It must not be outside the entrances or open windows, including on roofs and scaffolding.
· ensure anybody presenting for work under the influence of drugs or alcohol is refused on site.
14. Welfare facilities
· Establish your welfare facilities which comply with the Construction Design and Management (CDM) Regulations 2015 and in a location agreed with the UPO/USM.
· Use only toilet provisions allocated at the start of the project, for site workers. 
· Be respectful of the facilities ensuring that they are kept in a clean and tidy condition and is not subject to wilful or negligent damage
15. fire
A suitable and sufficient fire risk assessment as set out in UCL mandatory instruction MI02 must be in place and verified by UCL Estates Fire Team prior to commencement of work. You must manage fire risks, including:

· provision and protection for means of escape for staff, students and contractors
· maintenance of suitable fire compartmentation

· storage and housekeeping practices which minimise fire risk, including from flammable waste
· means of raising an alarm internally and externally

· inclusion of fire briefings in your contractor safety inductions

· access to suitable firefighting equipment

· avoidance of false alarms

· alternatives to acetylene use (acetylene is not permitted on UCL premises)

· the use of Hot Work Permits where necessary
· do not use open fires

· do not wedge open fire doors. 

If you become aware of any activity you are involved with which may have an impact on any detection, alarm or protection systems, raise this with the UPO/USM as soon as possible so that a solution can be determined, such as a temporary isolation of the fire alarm system. 
If your contract includes handing over a project, demonstrate that the fire alarm has been tested, that it works correctly and that building occupiers receive a fire familiarisation briefing
16. Site layout, Access, Housekeeping
16.1
General 

· Ensure that good housekeeping is applied at all times, that all working areas are kept in clean and tidy condition and rubbish and food waste are removed at appropriate intervals; 
· For the Central Campus, ensure compliance with the UCL Logistics Strategy
· For UCL areas outside the Central Campus, manage access ways, site demarcation, hoardings and signage with due regard for pedestrian safety and a user-friendly experience.
· Ensure steps are taken, so that that the behaviour of site workers does not cause offence to the public, students or UCL staff; provide guidance to your site team on their expected behaviours in line with UCL equality and diversity policy. 
· When working in occupied/public spaces, work areas should be by segregated by physical, chapter eight or equivalent barriers. If this is not practicable then obtain UPO/USM approval for alternative segregation.  
16.2    Hoarding

Where hoardings are used, the following will apply;

· Ensure hoarding types selected is based on a risk assessment and agreed with the UPO/USM in accordance with UCL Mandatory Fire Instruction – M107.
· All timber hoarding must be certified to the FSC standard or equivalent.
· Erect hoardings in a manner that secures the site, and ensure they are regularly inspected repaired and re-painted, and monitored for flyposting. Any graffiti or flyposting is to be removed within 48 hours.  
· Ensure that none of your activities obstruct, interfere with or make unsafe the mobility of persons in an access way without agreement from the UPO/USM (including ensuring good housekeeping to minimise slip and trip hazards).
· Do not alter or change any access routes, demarcations, signage or hoardings without approval from the UPO/USM. All diversions (including temporary diversions), and in particularly emergency escape routes to be adequately signposted.
16.3 Security
· Locate and direct any security cameras so that they do not intrude into occupied academic or residential property; 
· Put in place security to protect the public and prevent unauthorised entry to or exit from the site. Where there is no site activity the work area is to be secured and locked.
· Do not wedge fire doors or security doors open and ensure all plant room doors are locked when leaving the area
16.4
External lighting 
Comply with Energy Technology List criteria, and ensure external lighting is fit for purpose (output and colour) and positioned to: 

· Provide optimal light levels necessary for safe working whilst avoiding disturbance to adjoining occupiers of buildings and residents and distraction for users of roads; 

· Ensure minimal light spillage or pollution and ensure that excess light does not fall on sensitive ecological habitats such as trees with bat roosts or birds nesting;
· All pedestrian routes adjacent to hoardings will be fitted with bulkhead lights for use during hours of darkness.
16.5 
Site utilities
For larger projects (e.g. where a BREEAM / Ska assessment is applicable), an energy and water use log that meets Ska or BREEAM requirements is to be maintained during the works and provided to the UCL UPO/USM at the end of project;
Site utility monitoring is to include the following:

· Principal constructor's and subcontractors' energy consumption in kWh (and where relevant, litres of fuel used) as a result of the use of construction plant, equipment (mobile and fixed) and site accommodation.
· Total carbon dioxide emissions (total kgCO2/project value) from the construction process.
· Principal constructor's and subcontractors' potable water consumption (m³) arising from the use of construction plant, equipment (mobile and fixed) and site accommodation.

· Site transport impacts (covering both materials in and waste out), including total fuel consumption (litres) and total carbon dioxide emissions (kgCO2 eq), plus total distance travelled (km).
16.6
Pest control
Adopt effective preventative pest control measures including good housekeeping. 
16.7
Pollution prevention 

UCL requires all projects to demonstrate how they have minimised pollution to air, land and water.
The contractor must;

· have in place a management plan (where there is fuel, oil, chemicals on site) to detail the necessary precautions should be put in place to prevent spills and contamination pollution to land, air and water from fuel oil, hydraulic leaks and chemicals. It should fully identify all source, pathways and receptors.
· be able to demonstrate implementation of best practicable means for identifying and controlling environmental impacts associated with their projects.
· minimise the adverse impacts of vehicle and plant emissions by ensuring

· Engines of all vehicles and plant on site are switched off when not in use. 

· Use of low emission vehicles and plant fitted with catalysts and diesel particulate filters or similar devices. 

· Plant is well maintained. 
· Locating operating plant away from sensitive receptors
16.8 
Waste Management and Materials Management
Key requirements:

· UCL requires that all construction projects can demonstrate how they have approached a target of ZERO WASTE TO LANDFILL
· Waste will be managed in accordance with the waste hierarchy and any movement down the waste hierarchy should be fully justified and reported. 
· Comply with any design specifications for retaining materials. 
· Ensure there is a site waste management plan appropriate to the scale of works and with clear lines of responsibility for implementation and monitoring.
· Store any potentially windblown waste in enclosed containers.
· Be aware of the fire hazards of waste and consider the location of waste storage. 
All projects should have a documented plan for the management of material resources on the site and tailored according to the project scope (i.e. Site Waste Management Plan/ Resource Management Plan or equivalent). This must include reduce/reuse/recycling targets that meet/ exceed best practice benchmarks.

The plan must be updated at relevant stages of the construction process to account for changes likely to affect waste quantities/ management options.

For all projects involving demolition works, including internal strip out, the design team and contractor must be able to demonstrate how materials have been actively and directly reused in construction, or provide evidence of how closed loop recycling of these materials has been maximised. This includes demolition or refurbishment of existing buildings, structures or hard surfaces, as well as internal strip out.  
A documented pre-demolition/ pre-refurbishment audit should be completed to maximise the recovery of material for subsequent high grade/value applications. Basic requirements are as follows:

a. Identification of the key refurbishment/demolition materials.

b. Potential applications and any related issues for the reuse and recycling of the key refurbishment and demolition materials in accordance with the waste hierarchy.

17. traffic management, Deliveries and Storage
17.1
Traffic Management 
Adhere to local arrangements regarding traffic management, this includes your suppliers and waste vehicles.  In particular:
· No parking. 
· Ensure vehicle engines are switched off when not in use. 
· Drive at walking pace when on site.
· Turn on hazard warning lights when moving around. 

· Comply with local restrictions as applicable.
17.2 
Deliveries and Logistics

All deliveries to UCL;

· Ensure deliveries are undertaken in such a way as to minimise disruption to students and staff and adjacent building users and road users. 

· Ensure all drivers who supply UCL have undertaken road safety training -  FORS or (CLOCS) as appropriate; 

All contractors must comply with local logistics arrangements in their area of work, these may include; 
· Booking deliveries via a Delivery Management System (DMS) 

· Planning deliveries well in advance (consider best use the consolidation and ‘just in time’ steps in the system)

· Notify UCL (through the DMS) of abnormal or special loads requirements 

· Requesting handling assistance (e.g. MHE assistance) if required via the DMS when booking deliveries.
· For deliveries of hazardous substances, materials safety data sheets are to be available at the time the delivery is booked, otherwise acceptance of the delivery may be refused.
17.3
Storage

· Any skips or containers requirements must be approved through your UPO/USM.
· Avoid, storage of hazardous or toxic substances on a UCL site. If this is not possible the approval of the UPO/USM is required with details of the controls for fire and environmental risks.
17.4
Road Cleanliness

Avoid and mitigate the deposition of mud and other debris on the highway
18. noise and vibration
Ensure your management plans and method statements for noise emissions have due consideration for any noise restriction requirements set by the contract.

Comply with UCL Standards as set out in “Design Guidance for Mechanical, Electrical & Public Health Services”
19. working hours
· Core works hours are 08:00 til 18:00 Monday to Friday (with 30 minutes set up either side) and 08:00 til 13:00 on Saturday. 

· In UCL Halls of Residences noisy works are not permitted until 10:00. 
· Noisy works are prohibited outside of core hours unless prior consent has been granted 
20. local community
· Comply with the neighbour liaison meetings established by the UCL. 

· Notify the occupiers of premises who may be affected by the works, detailing the nature and duration of the proposed works, providing a contact name, telephone number and e-mail address to which any enquiries should be directed.  This includes UCL buildings, local business premises, schools, hospitals and local residences. This may take the form of issuing the Project Information Sheet.  

· Display, at the boundary of the works, a contact name, telephone number and address for information or complaint purposes.
· Maintain and report to the UPO/USM records of all communications from public, local community, Local Authority. 
20.1 
Considerate Constructors Scheme

All construction projects over 6 weeks in duration are required to register the project with the Considerate Constructors Scheme (CCS). The contractor will be required to take all reasonably practicable steps to achieve a minimum overall score of 40 and meet or exceed the “excellent” standard of 8 in each of the 5 sections of the monitor’s checklist, as defined in the Considerate Constructors’ Scheme.

21. asbestos
· Comply with the requirements of the UCL Asbestos Management Plan.

· All operations involving work with asbestos must be reported to the UCL Appointed Person (Asbestos).

· Confirm from your UPO/USM before you commence work, what Asbestos Containing Material (ACM) is known to be present and in what form it is present. Your UPO can supply you with the necessary asbestos register/s.

· The NexGen website will enable you to obtain the current asbestos information. http://web.lucion.co.uk/ (you will need a UCL email address to do this). 

· If you discover suspect material that is not registered on the database you must contact your UPO/USM and the UCL Asbestos Manager, via email at estates.asbestos@ucl.ac.uk.
22. Work at heights
For erection of scaffolding, comply with the UCL Scaffolding Standard. 
Before using any UCL man safe system or eye bolt, confirm with UCL the statutory inspections are up to date. 
23. UCL Plant and equipment
Do not use UCL plant or equipment unless approval has been given by the UPO/USM to do so. 
If approval is given, the following rules will apply:

· a system of using the equipment must be agreed

· the insurance for the equipment must be checked
· the competence of the person nominated to use the plant or equipment must be checked

· the equipment must be returned in a clear and fully functioning condition or any damage repaired on the equipment will be at the cost of the contractors
· No guards, covering or fencing must be removed without mechanical and/or electrical isolation.
24. Electrical Safety
· Ensure temporary site electrical power supplies are only taken from locations approved by the UCL.
· Where possible use site based mains rather than generators.

· For site installations, ensure conductor colours match those stipulated in BS 7671.
· Comply with UCL safe isolation procedure as detailed in the UCL Electrical Services Isolations and Switching Policy.
· Use portable tools that are of low voltage battery or transformer connected. 
· Where UCL permits the use of 240V equipment, residual current device (RCD) must be used and a risk assessment must be in place.
· Ensure cables do not cause a tripping hazard
25. Lifting Operations
· Provide a lifting plan which will include a method statement, risk assessment and crane location plan for the crane and the lifting activities only.
· Ensure appropriate road / path foot closures are in place and agreed with the local council. 

· Ensure adequate segregation of the public from the lifting operations.

25.1
Overhead Travelling Cranes

· obtain written permission from the UPO/USM before:

· work is started on or in close proximity to an overhead travelling crane track; or

· where work is likely to place anyone in danger of being struck by a load being transported by overhead travelling cranes 
· ensure any overhead travelling crane is isolated from the electricity supply and locked off
26. Lead in paint
Some paint used in UCL buildings may contain lead due to age; up until the mid-1960s, lead was used to make some kinds of paint – for windows, doors and other woodwork as well as for some metal items, like radiators and a few minor uses continued until the 1980s.  Paint containing lead is not believed to be hazardous providing it is in good condition.  Where any scrapping or burning of paint will occur, contractors/Maintenance Operations staff must undertake a risk assessment to ascertain if lead is present and minimise exposure to lead dust during works.  Where any work with lead is required, it must be completed in line with the Control of Lead at Work Regulations 2002 and an appropriate risk assessment in place to control exposure.
27. Permits and Authorisation to Work
· UCL use Verature as a Contractor Management, Authorisation to Work and Permit to Work system – the system captures details on UCL contractors, controls access and issues permits for high risk activities
· Ensure a Permit to Work is in place where the consequences of persons not working strictly in accordance with agreed method statements poses an unacceptable risk to themselves or others who may be affected by their acts or omissions
· Use the UCL web-based system unless otherwise agreed by the UPO/USM; full details on Verature and how it is used at UCL for Contractors  can be found here: Verature.
· The main permits required for activities on UCL premises include:

· Asbestos Remediation
· Confined Spaces

· Contractor Demise

· Fire alarm or associated fire systems isolation

· Hot Works

· High Voltage

· Lifting Operations

· Low Voltage

· Mechanical 

· Working at Height
· Authorisation to work on a fire system within UCL. The permit will be raised your /USM should you need a temporary isolation or change a fire alarm system in UCL. It is essential that when working on a fire system within UCL the correct authorisation is in place and affected parties such as the building occupiers and security communication are aware of the activity, to prevent unwanted false alarms or unsafe occurrences with fire alarms. Mandatory Instruction – MI07.
27.1 
Out of Hours Working 
For weekend work an Authorisation to Work must be created and accepted by Thursday 16:00hrs.
Any evening work after 6pm an Authorisation to Work must be submitted by 16:00 on the previous working day. (Note requests to work on Monday evening must be submitted by 16:00 on Friday)
27.2
Laboratories
· prior to work in an active laboratory, you must obtain a permit of type D – Enter Restricted Areas

· prior to commencing work in a redundant lab, you must obtain a Laboratory Clearance Certificate.
· if you encounter a situation where you believe a previously unidentified source of radiation has become exposed, notify your UPO/USM immediately

· if you find mercury, take the following action:

· in a sealed vessel or device - Put the container with the mercury in in a safe place – contact the Services Centre (020 7679 0000) to arrange for collection by a specialist contractor
· in plumbing - If mercury is found in a waste trap, tip the mercury and associated water and sludge into a container – leaving a layer of water over the mercury and contact the Services Centre to arrange for collection by a specialist contractor 

· if this is not possible then treat as loose mercury below:

1. do not disturb the mercury;

2. stop all works in the immediate area;

3. access to the immediate area to be suspended;

4. person who discovered the mercury to inform the Site Manager;

5. Site Manager to inform the Services Centre to arrange for collection by a specialist contractor

28. Health Surveillance 
Contractors must make arrangements for health surveillance to be implemented where necessary to the work undertaken at UCL. Examples of where health surveillance may be required would include working in low oxygen level environments, accessing biological services units or working with a substance hazardous to health is such that identifiable disease or adverse health effect may be related to the exposure; 
University College London, Occupational Health Service (OHS) undertakes to provide a health surveillance programme for relevant occupational groups at UCL, which will include contractors subject to agreement and payment. 
29. Ecology, biodiversity & protection of trees:
UCL have had an ecological survey undertaken of the Bloomsbury campus, the UCL site may support breeding birds and bats which are protected under the Wildlife & Countryside Act 1981 (as amended). 

A habitat survey will need to be undertaken by a suitably qualified ecologist prior to commencing work for large construction projects that involve working outside the shell and core of a building or those projects which affect/remove any natural habitat surrounding the site. Recommendations made by the ecologist related to the discovery and mitigation of working around protected or invasive species must be adhered to. 

Contractors are required to nominate a Biodiversity Champion with the authority to influence site activities and ensure that detrimental impacts on site biodiversity are minimised. 

The contractor's site induction must promote awareness of ecological features relevant to the site, and measures required to protect them. Where available, this should take into account the findings of a formal ecology survey/ report. 

Records must be kept, and made available on request, detailing actions taken to protect biodiversity and monitor their effectiveness throughout key stages of the construction process. 

Where flora and/or fauna habitats exist on-site, the contractor must work with UCL, the ecologist and the wider project team to programme site works with a view to minimising disturbance to wildlife. This includes site preparation, ground works, and soft landscape works which should be scheduled at an appropriate time of year.

Particular attention should be given to projects undertaking roof works, particularly in the period 1st February – 31st August, as breeding birds and bats may be present. Extensive roof works may require a full habitat survey and if any breeding birds or bats are identified during works UCL’s project officer must be notified immediately and work suspended pending further investigation. 

Unnecessary tree and vegetation removal will be avoided and tree work should be planned outside of the period 1st February – 31st August to protect nesting species of birds and bats. If clearance work has to be undertaken during this time, a breeding bird survey needs to be carried out by a suitably qualified person and any clearance work delayed until the young birds have fledged. If a protected species is identified, recommendations must be taken accordingly. 

Ensure any remedial or protective work to trees adjacent to construction activity is carried out by suitably trained or qualified personnel using recognised methods in accordance with BS 5837: 2012 - "Trees in Relation to Design, Demolition and Construction”, where reasonably practicable. 

30. Heritage
UCL has Grade 1, Grade 2 and Grade 2* listed buildings, before any work takes place on a UCL building please consult the UCL building register. 
If the building is listed;

· Ensure the works include constraints imposed by the Conservation Officer and UCL to protect heritage and archaeological features.  
· Ensure that methods of working implement these requirements, and work is undertaken in a sympathetic manner that protects the identified features.

31. Archaeology   

If significant archaeological remains are discovered and the proposed work has an impact on those remains, all works must be stopped and area secured. 
The appropriate mitigation measures must be developed in consultation with the local planning authority and in accordance with Planning Policy Guidance 16: Archaeology and Planning.

32.  SITE SAFETY DOCUMENTATON AND INFORMATION – CHECKLIST

Below is a list of documentation and information required to be on display or available within a contractors site office.  Some documentation will not be relevant to you but you should still refer to this list to ensure you have at least considered the information you need at your office.
	
	Document
	Comments

	(
	F10 (with correct date)
	Displayed

	(
	HSE Health & Safety Law poster (completed)
	Displayed 

	(
	Contractor Health & Safety Policy Statement (current and signed)
	Displayed 

	(
	Insurance certificates (Employers & Public liabilities)  (current)
	Displayed 

	(
	Signage – site rules/ PPE requirements/ delivery or  visitor instructions/UCL Project Information Sheet
	Displayed

	(
	Construction Phase Plan
and reviewed using UCL CPP Checklist
	Available and updated

	(
	Pre-construction information (all projects under CDM)
	Available

	(
	Asbestos Documentation – Asbestos Register, Asbestos Refurbishment & demolition survey under UCL, other relevant Asbestos Surveys, Asbestos air monitoring and clearance documentation.  
	Available

	(
	Risk assessments/ Method statements (direct & subcontractors on site) (site-specific) and reviewed using UCL RAMS Review Check 
	Available

	(
	COSHH / Material data sheets and COSHH assessments – for all hazardous materials/substances/chemicals being used on site
	Available

	(
	Permits to work (including those being implemented and closed off)
	Available

	(
	Signing in book / Site Induction records / CSCS records/toolbox talks records / Accident book
	Available

	(
	Contractor ‘in -house' site safety inspection report (most recent)
	Available

	(
	First Aid/Appointed person 
	Identified

	(
	Site Manager/ Site Supervisor – qualified (CITB SMSTS/SSSTS)
	Identified

	(
	Competent appointed persons/operators list in relation to site activities – statutory inspections (excavations, scaffolding, temporary works, lifting equipment, site plant, work at height equipment), slinger/banksmen, fire marshal(s)
	Identified

	(
	Statutory Inspection record log books/ thorough test & certification for plant/equipment (current)
	Available 

	(
	Fire & Emergency Procedures Plans 
	Available

	(
	Site Fire Risk assessment  - as required under Regulatory Reform (Fire Safety) Order 2005 – hyperlink to MI02
	Available

	(
	UCL EHS Rules for Contractors (this document)
	Available

	(
	Traffic/Pedestrian Management Plan (if relevant)
	Available 

	(
	UCL Scaffolding Standard  (if relevant)
	Available

	(
	Lifting Operations Plan (if relevant)
	Available

	(
	CH1 Pre-Construction Issues Checklist & Laboratory Clearance Certificate (if relevant)
	Available


33. RELEVANT LEGISLATION, STANDARDS AND GUIDANCE
Below is a list of specific legislation, standards and guidance UCL wants to bring to the attention of all contractors.  Compliance with these is a minimum expectation.  The list is not exhaustive and UCL expects all contractors to comply with all legislation and standards relevant to the activities they are carrying out.
	
	Legislation


	(
	Construction Design and Management Regulations 2015

	(
	Control of Asbestos Regulations 2012

	(
	Control of Substances Hazardous to Health Regulations 2002 (COSHH)

	(
	Control of Lead at Work Regulations 2002

	(
	Electricity at Work Regulations 1989

	(
	Health Act 2006

	(
	Health and Safety (First Aid) Regulations 1981

	(
	Health and Safety at Work Act 1974 

	(
	Lifting Operations and Lifting Equipment Regulation 1998

	(
	Management of Health and Safety at Work Regulations 1999

	(
	Noise at Work Regulations 2005

	(
	Provision and Use of Work Equipment Regulations 1998

	(
	Regulatory Reform (Fire Safety) Order 2005

	(
	Reporting of Injuries, Disease and Dangerous Occurrence Regulations 2013 (RIDDOR)

	(
	Waste Management (England and Wales) Regulations 2011

	(
	Environmental Protection Act 1990

	(
	Control of Pollution Act 1974

	(
	The Environmental Act 1995

	(
	The Pollution Prevention and Control Act 1999

	(
	The Clean Air Act 1993

	(
	The Building Act 1984

	(
	Wildlife and Countryside Act 1981, 

	(
	The Conservation (Natural Habitats etc.) Regulations 1994,

	(
	BS 5837: 2012 - "Trees in Relation to Design, Demolition and Construction

	(
	The Building Safety Act 2022


UCL Standards and Requirements
	
	

	(
	UCL Asbestos Management Plan

	(
	UCL C052 Electrical Services Isolation and switching policy

	(
	UCL's Sustainable Design Specification

	(
	UCL Environmental Sustainability Strategy

	(
	UCL Logistics Strategy

	(
	UCL Scaffold Standard

	(
	UCL Traffic Management Plan

	(
	UCL Mandatory Fire Instruction – M107

	(
	UCL Employers Requirements (ER) – Fire Safety Project & Design Summary Aide Memoir

	(
	UCL  The Client’s instructions for use of the Site Field Tool – Infobric Field



Project Agreement Template

Parties

	Supplier

Infobric Field AB

559001-9179

Gustavslundsvägen 147

167 51 Bromma


	Customer

Company name

Registration number

VAT number

Address

Post Code Post address



The Customer and BuildSafe respectively can hereinafter be referred to as a ”Party” and together as the “Parties”. 

The term of the Agreement and invoicing instructions

	Project name

NAME OF THE PROJECT

	Type of project

 Minor Works Project             Planned Preventative Maintenance    Strategic Maintenance Project   Capital Project  

	Commencement date

DD-MM-YYYY
	Project duration

X Months
	The term of the Agreement

X Months
	Project budget

X MGBP
	Term of notice

1 month

	Invoicing instructions

Add instructions here.


The Customer invests in Infobric Field due to the following purpose

As a supplier to the Estates Department of the University College of London (the Client) the Customer has agreed to perform a number of activities as part of a scope connected to managing and reporting risks within health and safety that is a crucial concern for the Client as listed below. These activities and the corresponding reporting are to be made through the service Infobric Field to allow the Client access to and enable them to perform their duties as a Client under CDM 2015.

The Client’s instructions for use of the service Infobric Field
Overview

Infobric Field is a Site Inspection Field Tool that is required to be used to facilitate effective completion of Site Inspections, Site Safety Tours and other requirements on UCL Estates Projects. UCL are the account owners and all Site H&S Inspections, Site Safety Tours are to be conducted in the system. The contractor’s responsibility in connection to BuildSafe entails action management and continuous reporting. This requires the contractor to have at least one person on site added as a user in Infobric Field The contractor will have access to a project dashboard and support. 

Action management

Responsibility for all H&S related deviations will be appointed via Infobric Field, responsible persons will receive information through push notifications directly from the Infobric Field app and through email. All deviations (and corresponding correcting actions) will come with a deadline. If the contractor were to be appointed responsibility for a deviation, the contractor is obligated to close out the deviation within deadline and with sufficient documentation, this is done in Infobric Field. 

Accidents and incidents

Accidents and incidents that occur on site are to be continuously documented using the Infobric Field application. All reported near misses and accidents requires a follow up where information regarding the event needs to be recorded. Near misses and accidents are to be reported and followed up as early as possible after the event has occurred. 

Site Observations

Hazardous site observations (risk observations) observed on site are to be reported in Infobric Field. All reported observations enquire a follow up where the correcting action be delegated to a responsible user. If the issue is corrected immediately documentation of the correction would suffice. The contractor will also be able to report positive observations. Monitoring is not always negative and so positive observations are just as important.

Instructions for start-up and implementation

At the Stage Gate 4 Meeting before the project starts the Customer shall provide the Client with all information to register the project in the Infobric Field Platform and complete this Agreement. This is done via a digital form provided by Infobric Field - Here’s the LINK for both SMP and Capital Projects. 

As soon as the form is submitted, Infobric Field will send out a copy of this Agreement to the Customer for approval and then invoice according to the agreement. Infobric Field’s Customer Success Manager (CSM) will as soon as the contract is signed contact the project team in order to book a training session with relevant staff so that they can become sufficiently independent in managing their project and their subcontractors in the service Infobric Field. Infobric Field will then support the project through the support function and help the project team within reasonable limits to create a good engagement and delivery within the scope of the Service.

Changes to the Data Processing Agreement

The Customer acknowledges the following changes to the Data Processing Agreement that is attached to this Agreement:

· The Client will be considered Data Controller for the personal data of the subjects registered as part of the Customers project delivery.

· The Customer undertakes to act as a Data Processor on behalf of the Client and perform their duties as such as per the instructions of the Client.

· Infobric Field is to be considered a Sub-Processor for the Customer in the processing.

The scope and interpretation of the agreement
 This agreement (the "Agreement") consists, in addition to this document, of the following attachments:

Attachment 1 – General Terms and Conditions Infobric Group 2021:3

Link: https://infobric.se/field/sv/policies/rcwzl/
Attachment 2 – Data Processing Agreement 2021-12-03 Version 2022:1

Link: https://infobric.se/field/sv/policies/pnasj/
In the event that this document and the attachments contain conflicting provisions, the provisions in this document will prevail. In the event the attachments contain conflicting provisions, the attachments are to be applied in the numerical order as set forth above.
The Service

Infobric Field provides the Customer with the right to use their service Infobric Field. The service includes a software platform and a mobile application for building site inspections, observations and incident reporting. Within the scope of this Agreement, the “Service” comprises in addition to the right to use the service of the following:


· Online training session at project start with site management and BuildSafe CSM

· Unlimited number of users and use of inspections, observation reporting and incident reporting as per the Client’s instructions above

· Distance support for all users through online chat, telephone and email

· Export and dispatch of primary data

Requirements for the use of the Service

The Customer obliges to appoint an internal project owner to manage all contact with Infobric Field regarding administration and training. 

All requirements as regards hardware and web browser for the use of the Service can be found on our Support Page.
The term of the Agreement and termination

The Agreement is valid from the commencement date until the expiry date according to what is stated above under section ”The term of the agreement and invoicing instructions”. If the expiry date for the Project is due before the Agreement has been terminated, the Agreement shall continue to be in effect. To terminate the Agreement a notice of termination has to be sent to Infobric Field in writing and be approved by both Infobric Field and the Client.
Fees

A monthly fee is set out on the basis of the duration of the Project which can be reclaimed from the Client via a change order to your contract.
In the event a Project is terminated prematurely, the monthly fee is charged only for the time during which the Project has been active in the Service. If a project is delayed or extended then the corresponding fee will be applied.
All the fees are listed excluding applicable VAT. Unless otherwise stated, invoicing is done in advance on a monthly basis. The first month we charge a double monthly fee for the Setup.

Overdue payments will be charged with a penalty interest rate according to the Swedish Interests Act of 1975 (Sw. interest rate law (1975 :635)) on the overdue amount until full payment has been made. The Supplier reserves the right to interest rate laws suspend the Customer from the use of the Service until full payment has been made.

	FEES
	FEE GBP

	PROJECT FEES
	(

	1. Capital Project – Monthly fee per project
	£ Invoiced

	2. Strategic and Planned Maintenance Programmes – Monthly fee per project
	£ invoiced

	3. Minor Works Project – One off fee per project
	£ 0 (included in clients contract)


	ADDITIONAL SERVICES
	Fee GBP

	1. Additional training
	£ Quotation

	2. Compilation of tailored statistics reports for internal purposes
	£ Invoiced / report

	3. Charge of updates on data in a statistics report
	£ Invoiced / report


    ****

This Agreement has been duly executed in two original copies, of which the Parties have taken one each. 

	
	

	[PLACE]
	[PLACE]

	
	

	For [the Customer]
	For Infobric Field AB

	[Clarification of signature]
	[Clarification of signature]


PROJECT
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